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Substantive Change Request Form
Effective April 1, 2018

INSTRUCTIONS: 

· Review the Substantive Change Policy and Substantive Change Procedures before completing this form.  This request form aligns with the Substantive Change Policy and Substantive Change Procedures effective January 1, 2018.
· The Commission may require that an institution submit a substantive change request under the “complex” substantive change process.  Please see the Substantive Change Procedures for more information about complex substantive change.
· If an institution is uncertain about whether a proposed substantive change is complex, the institution should contact the designated staff liaison as early as possible with preliminary information on the nature and purposes of the planned change.
· Changes in legal status, form of control, or ownership, and EQUIP Experimental Site Initiatives with the United States Department of Education (USDE) are always considered complex and are indicated as complex in this request form. 
· However, in addition to these, any of the types of substantive change may be considered “complex” by the Commission or staff on its behalf, depending on the nature of the change. Examples include (but are not limited to) change in the status of multiple locations, multiple types of change that are submitted simultaneously, and some institutional closures. 
· Complete this form and relevant Appendix/Appendices.  See Section E to identify the required appendix/appendices related to the request.  Please submit unrelated requests on a separate request form.
· Instructions for completing required appendices are on page 11  
· Request forms should be submitted using current PDF software and combined into a single, bookmarked file.  Attachments must be labeled appropriately. 
· Send completed form to substantivechange@msche.org.  


Date Submitted:  Click or tap to enter a date.

Institution:  Click or tap here to enter text.		

City, State: Click or tap here to enter text. 



Section A:  Type of Substantive Change                                                                           

Please check all that are related to this substantive change.  You must submit the Required Appendices by Substantive Change Type (See Section E) for each type of substantive change that relates to this specific request.  
	
☐ 1.  Change in the Established Mission or Objectives of the Institution
☐ 2.  Change in Legal Status, Form of Control, or Ownership 
☐ 3.  Significant Departure from Existing Educational Programs
☐ 4.  Alternative Delivery Method 
☐ 5.  Direct Assessment/Competency Based Education Programs 
☐ 6.  Different Credential Level
☐ 7.  Change from Clock Hours to Credit Hours
☐ 8.  Substantial Increase or Decrease in Clock or Credit Hours 
☐ 9.  Contractual Arrangements
☐10. Establishment of Additional Locations
☐11. Establishment of a Branch Campus 
☐12. Closure, Relocation, or Reclassification of a Site 
☐13. Planned Institutional Closure
☐14. Experimental Sites Initiatives (ESI)/EQUIP with U.S. Department of Education    

Section B: Institutional Standing with other Agencies	                                                                                                                     

1. [bookmark: Check9]Has any other regional, national or disciplinary/professional accrediting agency asked for follow-up reporting from the institution, including any of its branch campuses, additional locations or other sites within the last two full academic years, including current year?  		  
  ☐ NO ☐ YES

If yes, indicate the agency, reporting date of the next report and the topics to be reported:
 Click or tap here to enter text.
2. [bookmark: Check11]Is the institution being monitored or reviewed by any federal agency, including the United States Department of Education, or any state agency for any reason, including any of its branch campuses, additional locations or other sites within the last two full academic years, including current year? 
 ☐ NO ☐ YES	

If yes, indicate the agency, due date of the next report and the topics to be reported: 
Click or tap here to enter text.


Section C:  Required Approvals for the Substantive Change

List and provide documentation for internal approvals (i.e. administrative, faculty, committees, board) and external approvals (i.e. system, state, out-of-state, international, national and/or specialized accreditors) required for the proposed substantive change noted in Section A above.  (Label attachments i.e. State Approval, Institutional Approval, etc.) 

1. Institutional Approvals
a. Are institutional approvals required?  			☐ NO ☐ YES
b. If so, what is required: 	
Click or tap here to enter text.						
c. Have they been obtained? (If yes, attach)			*NO   ☐ YES    ☐ N/A
*If not yet obtained but required, request form must be submitted after all institutional approvals are received.

2. System Approvals
a. Are system approvals required?  				☐ NO ☐ YES
b. Have they been obtained?  	(If yes, attach)			☐ NO ☐ YES     ☐ N/A
	c. If not yet obtained but required, provide the status:  			
Click or tap here to enter text.

3. State Approvals
a. Are state approvals required?  				☐ NO  ☐ YES
b. Have they been obtained?  	(If yes, attach)			☐ NO  ☐ YES     ☐ N/A
	c. If not yet obtained but required, provide the status:  	
Click or tap here to enter text.
4.  Legal, Contractual, or Other Required Approvals
a. Are any other legal, contractual, or other approvals required? (i.e. federal, out-of-state, international)							☐ NO ☐ YES
b. Have they been obtained?  	(If yes, attach)	          		☐ NO  ☐ YES   ☐ N/A
	c. If not yet obtained but required, provide the status:  	
	 Click or tap here to enter text.











Section D:  Substantive Change Request 

Provide succinct and analytical answers to the following questions, taking care to reference each type of substantive change noted in Section A above. 

Introduction to the Proposed Substantive Change

1. Provide a brief overview of the proposed substantive change request.
 Click or tap here to enter text.
Institutional Mission/Objectives and Rationale for Substantive Change

2. Institutional Mission and Objectives

a. Provide the institution’s current mission statement.  

Click or tap here to enter text.

b. Describe how the proposed substantive change aligns with the institution’s mission, referencing each of the types of substantive change noted above. 

3. Need for Proposed Substantive Change 

a. Explain the need for the proposed substantive change, including descriptions of what analyses were conducted to consider benefits, costs, strengths and weaknesses associated with the proposed substantive change and how the institution concluded to move forward with the request.

Click or tap here to enter text.

b. Attach specific data that support the need for the substantive change. (i.e., student surveys, national trends, employment statistics, student demands, etc.) (Label attachment Needs and Data Analysis)

Click or tap here to enter text.

Ethics and Integrity

4. Describe how this proposed substantive change is consistent with the institution’s commitment to academic freedom, intellectual freedom, freedom of expression, and respect for intellectual property rights.  
Click or tap here to enter text.
5. Describe how this proposed substantive change will continue to support a climate that fosters respect among students, faculty, staff, and administration from a range of diverse backgrounds, ideas, and perspectives.
 Click or tap here to enter text.	
6. Describe how the proposed substantive change will be honestly and truthfully conveyed in public relations announcements, advertisements, and in all materials and communications for internal and external constituents and include a timeline for communications.
Click or tap here to enter text.
Academic and Instructional Infrastructure

7. Faculty and/or Staffing Needs
	
a. Describe faculty and/or staffing needs as they relate to the proposed substantive change. 

Click or tap here to enter text.

b. [bookmark: _Hlk506383940]Provide analysis and discussion of faculty, staff, and administrative credentials and professional experience necessary to ensure successful implementation of the proposed substantive change. 

Click or tap here to enter text.

Students

8. Student Population and the Student Experience

a. Describe your institution’s current student population. 

Click or tap here to enter text.

b. Provide an analysis and discussion of how the student population will change as a result of the proposed substantive change.

Click or tap here to enter text.

c. Describe the student support programs and services associated with this proposed substantive change.

Click or tap here to enter text.

d. Provide an analysis of how this substantive change may impact the institution’s student achievement measures.  Utilize relevant measures consistent with institutional mission and goals, and appropriate to programs (e.g. graduation and retention rates, placement rates, licensure and examination rates), and briefly describe the processes and procedures the institution will use to ensure accuracy of student achievement measures.
 
Click or tap here to enter text.

Educational Effectiveness Assessment 

9. Assessment

a. Indicate how the effectiveness of this substantive change will be assessed in the broader context of assessment practices at your institution.

Click or tap here to enter text.  

b. Describe how the institution will engage in the periodic assessment of the impact of the substantive change.

Click or tap here to enter text.

c. Attach assessment documentation as appropriate.  (Label attachment Assessment)
Planning, Resources, and Institutional Improvement

10. Enrollment Projections

a. [bookmark: OLE_LINK1][bookmark: OLE_LINK2]Provide an analysis of enrollment projections associated with the proposed substantive change. 

Click or tap here to enter text.

b. Attach three-year enrollment projections as they relate to the proposed substantive change. (Label attachment Enrollment Projections)

11. Financial Analysis

a. Provide an analysis of the financial impact of the proposed substantive change. 
Analysis must include: how the institution will manage its resources to achieve its mission and overall student learning immediately after approval of the proposed substantive change and into the foreseeable future; and an analysis of risk factors that might impact the successful implementation of the proposed substantive change.

 Click or tap here to enter text.

b. Attach a three-year financial plan, associated with the proposed substantive change, with projections of costs and revenues, based on realistic, justifiable assumptions. (Label attachment Financial Projections).

12. Organizational Planning and Capacity

a. Provide analysis and discussion of how the institution plans to ensure overall stability and quality including adequate and efficient utilization of resources. 

Click or tap here to enter text.

b. [bookmark: _Hlk507065559]Describe how the institution will provide oversight of the proposed substantive change. 

Click or tap here to enter text.

13. Will the proposed substantive change involve a contract with any third-party provider?
  ☐ NO   ☐ YES

[bookmark: _Hlk502788585]If yes, describe.  Click or tap here to enter text.
If the third-party provider will be delivering 25% or more of an academic program also complete Appendix 9 - Contractual Arrangements.

14. Impact of Substantive Change 

a. Discuss the expected impact of this proposed substantive change on the institution, other than enrollment, financial, mentioned above.

Click or tap here to enter text.

b. Provide an analysis and description about how the institution will ensure that there are adequate technical and physical plant facilities, including appropriate staffing and technical assistance, to support the proposed substantive change?  (Label attachment Facilities) 

Click or tap here to enter text.

15. Timeline 

a. Provide a timeline of the proposed substantive change with critical milestones which include the anticipated effective date.  (Label attachment Timeline)

Governance, Leadership, and Administration

16. Organizational Structure 

a. Describe how the proposed substantive change fits within the institution’s organizational structure.

Click or tap here to enter text.

b. Attach the institution’s organizational chart as it relates to the proposed substantive change.  (Label attachment Org Chart)

17. Governance Structure

a. Describe how the institution's governance structure will ensure representation by institutional stakeholders.

Click or tap here to enter text.

b. Describe how the institution, the Governing Board, and other governing bodies will operate with sufficient autonomy to enable the institution to meet its mission and educational purposes.  

Click or tap here to enter text.



Section E:  Required Appendices by Substantive Change Type

You must complete the appropriate Appendix(ces) for each type of substantive change that is related to the request. Please submit unrelated requests on a separate request form. Failure to submit this required additional information relating to the Substantive Change will result in your request being considered incomplete and the Commission will decline to consider the request.  

 1. Change in the Established Mission or Objectives of the Institution – See Appendix 1
 2. Change in Legal Status, Form of Control, or Ownership - See Appendix 2
 3. Significant Departure from Existing Educational Programs – See Appendix 3
 4. Alternative Delivery Method – See Appendix 4
 5. Direct Assessment/Competency Based Education Programs - See Appendix 5
 6. Different Credential Level – See Appendix 6
 7. Change from Clock Hours to Credit Hours – See Appendix 7
 8. Substantial Increase or Decrease in Clock or Credit Hours – See Appendix 8
 9. Contractual Arrangements – See Appendix 9
10. Establishment of Additional Locations – See Appendix 10
11. Establishment of a Branch Campus – See Appendix 11
12. Closure, Relocation, or Reclassification of a Site – See Appendix 12
13. Planned Institutional Closure See Appendix 13
14. Experimental Sites Initiatives (ESI)/EQUIP with U.S. Department of Education - See Appendix 14













Section F:  Checklist and Certifications
By signing and submitting this Substantive Change Request Form, the individual below certifies that:
☐        The Substantive Change Policy and Substantive Change Procedures have been reviewed.
☐	The information included in the substantive change request is accurate at the time of   submission.
☐	The institution will notify the Commission of subsequent, significant developments that could affect the Commission’s decision.
☐	Each section of the substantive change request form has been completed in its entirety.
☐        The appropriate appendix(ces) have been completed and are attached.
☐	Supporting evidence and documentation that will facilitate the review have been provided in the request in narrative form, and/or as an appendix/required attachment and are appropriately labeled.
☐	The submission of this request for review by the Commission has been authorized by the appropriate individuals at the institution.
☐	The institution understands that prior approval of all substantive changes before implementation is required by the Commission.
☐	The institution understands that retroactive approval will not be included within the scope of the institution’s accreditation status.
☐	The institution understands that if provisional approval is granted, additional actions are required on the part of the institution (for example, a site visit, evidence of appropriate approvals, etc.), and it is the responsibility of the institution to ensure all conditions have been met and that the Commission has received all necessary documentation.
☐	The substantive change request does not adversely affect the institution’s compliance with the Commission’s Standards for Accreditation, Requirements of Affiliation, and policies and does not violate federal or state regulations.
☐        The institution understands that the Commission reserves the right to decline to consider incomplete requests.

[bookmark: _Hlk501614843]The Substantive Change Request Form must be submitted by the institution’s Accreditation Liaison Officer (ALO)
Provide Name, Title, Email, and Phone Number of (ALO) submitting this request:

	Name:  Click or tap here to enter text.

Title:  Click or tap here to enter text.

Email:  Click or tap here to enter text.

Phone Number:  Click or tap here to enter text.



Please sign by typing the name of the Accreditation Liaison Officer (ALO) or including an electronic signature of the ALO in the space provided:

Signature of ALO:  Click or tap here to enter text.

INSTRUCTIONS FOR APPENDICES: 

For Microsoft Word 2013 and 2016 users
1. Left click on the triangle on the left of the appendix or appendices to expand questions that are related to this substantive change. If you cannot see the triangle, tap or place your cursor in the heading to see the triangle.  You can also right-click the heading and click expand/collapse.
2. Delete the appendices that are not related to this request by highlighting the appendices and pressing delete. 
3. Do not change the numbers affiliated with each Appendix, even if the order of the submitted Appendices is not in numerical order.

For other Microsoft Word users
1. Delete appendices that are not related to this request by highlighting the appendices and pressing delete. 


[bookmark: _Appendix_1:_Mission][bookmark: Check22]Appendix 1:  Mission or Objectives 

Please answer each question in this section:

1. If this substantive change includes a change in your mission statement, please provide the revised statement.  

Click or tap here to enter text.

2. Describe how the revised mission and/or objectives/goals were developed through appropriate collaborative participation, including consultation with key institutional stakeholders (e.g., faculty, staff, administration, etc.)? 

Click or tap here to enter text.

3. Describe how the institution will ensure that the new mission and/or objectives have been publicized and made known to key institutional stakeholders. This information should also include concrete evidence that the institution’s mission and/or objectives are supported by administrative, educational, and student support programs.

Click or tap here to enter text.


4. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change.

Click or tap here to enter text.










[bookmark: _Appendix_2:_Legal]Appendix 2:  Legal Status, Form of Control, or Ownership
Institutions must complete the Complex Substantive Change Preliminary Review Form before completing this appendix.

1. Check the sub-type of legal status, form of control, or ownership:

☐ Acquisition of the institution 
☐ Acquisition by the institution
☐ Merger
☐ Consolidation
☐ Division of one institution into two or more
☐ Sale of institution
☐ Acquisition or sale of Controlling Interest
☐ Beginning or ending public sponsorship and control
☐ Transfer of liabilities
☐ Transfer of substantially all of educational business
☐ Change in [tax] status 
☐ Other       Click or tap here to enter text.

2. Include a brief description of the change in legal status, form of control or ownership, including specific timelines and milestones to be achieved and a description of the impact the change will have on the institution.  If the description was included above and is sufficient for this specific kind of substantive change, copy and paste the information below.
Click or tap here to enter text.

3. Attach an organizational chart depicting the institution’s proposed organizational structure after the change in legal status, form of control or ownership. (Label attachment Organizational Chart-New)

a. Describe how any reorganization as depicted in the organizational charts enables the institution to achieve its mission and goals.
Click or tap here to enter text.

b. Assurances that any reorganization enables the institution to avoid any real or apparent conflicts of interest as they related to management, administrators, and staff.
Click or tap here to enter text.

c. Policies and procedures in place that enable the institution to regularly evaluate the organization’s ability to operate effectively, to ensure that student achievement is a central concern, and to avoid conflicts of interest or any other issues having to do with the institution’s achieving standards of ethics and integrity.
Click or tap here to enter text.

4. Include documentation and analysis attesting that the organizational structure of the institution is sufficient to provide appropriate and consistent application of policies and procedures across the institution and for all locations including but not limiting to sufficiency and size of the administration, information systems, technology, institutional research, assessment, and facilities support and maintenance across the institution.  (Label attachment Organizational Structure) 

Click or tap here to enter text. 

5. Describe the institution’s strategic planning and institutional assessment process and how it will be utilized across the institution to ensure adequate planning and assessment at both institutional and unit levels. Where appropriate, attach the institution’s current strategic plan and formal documentation of any relevant changes, where available.  (Label attachment Strategic Approach) 

Click or tap here to enter text.

6. [bookmark: _Hlk504471371]Provide analysis and discussion of how instructional and academic service resources will be appropriately and equitably allocated across the institution so that the institution can achieve its mission, including descriptions of processes and procedures in place to ensure:

a. Rigor of courses, programs, and curricula at levels that are consonant with higher education standard.

Click or tap here to enter text.

b. Teaching effectiveness.

Click or tap here to enter text.

c. Faculty and/or other appropriate professionals who are sufficient in number.

Click or tap here to enter text.

d. Sufficient opportunities for faculty and/or other appropriate professionals for professional growth.

Click or tap here to enter text.

e. Consistent regular and equitable review of faculty and/or other appropriate professionals based on written, disseminated, clear and fair criteria, expectations, policies, and procedures.

Click or tap here to enter text.

f. Appropriate allocation of instructional and academic service resources to ensure overall student success.

Click or tap here to enter text. 

7. Provide analysis and discussion of how the institution plans to ensure overall stability and quality including adequate and efficient utilization of resources. The narrative should include: 

a. Discussion regarding consistency in and support of the student experience across all educational experiences, settings, levels, and instructional modalities, and locations. 

Click or tap here to enter text.

b. Description and analysis of how the institution will consistently apply policies and procedures with regard to recruiting and admitting students whose interests, abilities, experiences, and goals are congruent with the new institution's mission and educational offerings.

Click or tap here to enter text.

c. Description and analysis of how the institution will consistently apply ethical policies and processes to admit, retain, and facilitate the success of all students, including but not limited to accurate and comprehensive information regarding expenses and financial aid; appropriate recruitment and admission of students to the institution; policies and procedures regarding evaluation and acceptance of transfer credits. 

Click or tap here to enter text. 

8. Attach audited financial statements and management letters for the last 3 years for all locations (where applicable, for main and all branch campuses). (Label attachments AFS-MgmtLtr)   

9. Attach a financial plan for the current and succeeding years covered by the new institution’s strategic plan, including enrollment projections for the period covered by its financial plan, and an analytical narrative that reconciles the financial plan to the operating plan. (Label attachment Financial Plan) 

10. Are any Related Entities associated with this substantive change request? 
A related entity may be a corporate parent, system administration or board, religious sponsor, funding sponsor (which, in some cases, may include an equity or investment fund), or other entity that can affect decisions related to accreditation (herein “Related Entities”).  Related entities may include institutional or corporate layers or groups. See Related Entities Policy.
☐ No   ☐ Yes If yes, please answer the questions below. 

a. Describe any changes in the institution's governance structure (both pre- and post- merger, acquisition, or other change), including any significant changes of the distribution of ownership shares held by any related entity and investors, particularly in cases where there has been or will be a transfer of the liabilities of the institution to its parent corporation or other significant changes in ownership (34 CFR §600.31(b)). 
Click or tap here to enter text.
b. If this request involves a merger, acquisition, or consolidation, the information should succinctly describe and analyze how the institution's governance structure includes representation by appropriate stakeholders and how the institution(s), the Governing Board, and other governing bodies will operate with sufficient autonomy to enable the new institution to meet its mission and educational purposes.  In the case where members of the governance body are new to the institution, a description of how they have been educated about MSCHE policies, Standards for Accreditation, and Requirements of Affiliation should be included.
Click or tap here to enter text.

c. If a Related Entity is associated with this change in legal status, form of control, or ownership:

· Describe the current institution and institutions being acquired or merged/consolidated into the institution. 

 Click or tap here to enter text.

· Attach audited financial statements with management letters for the Related Entity (Label attachment RE-AFS-MngmtLtr).

· Include a brief summary of the audits, financial results, and relationship of the Related Entity to the institution).

Click or tap here to enter text.

· Provide a succinct analysis addressing how the institution and Related Entity will work together to appropriate sufficient institutional resources to ensure overall student success even in times of financial challenge. This analysis should include but not be limited to financial analyses of the flow of funding to or from the institution from the Related Entity as well as other financial aspects related to the Related Entity and how it might affect the institution’s financial stability and ability to expend resources to achieve its mission, including analyses of  bond ratings, debt; and, consideration of metrics such as revenue, market capitalization, earning per share, earnings before interest, taxes, depreciation and amortization, measurement of liquidity, price to earnings ratio, debt to equity ratio, transfer of liabilities and debt, etc.

Click or tap here to enter text.

d. Review the Related Entities Policy and attach the required certification (Exhibit A) on the letterhead of the Related Entity. (Label attachment Related Entity Certification) 

e. In accordance with the Related Entities Policy provide the following for all proposed changes in ownership:
 
i. Acquisition Plan:  The agreement, relevant filings with the U.S. Securities and Exchange Commission (if applicable), and a detailed plan for the acquisition by the new owner that demonstrates how the institution, under the new owner, will meet or continue to meet all eligibility requirements and accreditation standards. The principals of the acquiring entity must demonstrate the experience and expertise necessary to operate the institution, and if they operate other institutions, that they are in full compliance with all applicable laws, rules, and regulations.  (Label attachment Acquisition Plan)	
	
ii. New Initiatives:  Description of any new educational, growth, or other initiatives by the related entity or others anticipated to be planned within 12 months of the substantive change application that could materially affect the plans and/or operations of the institution (such as restructuring management or increasing enrollment). If such anticipated changes would constitute substantive changes (such as change of mission or objectives or addition of new locations), the change of ownership application should address these changes.  (Label attachment New Initiatives)

Click or tap here to enter text.

iii. Finances:  Description of how the financial viability of the related entity and the institution are affected by the change of ownership, giving both entities the continuing capacity to meet changing financial needs of the institution. 
Click or tap here to enter text.
11. Provide information and analysis of how the substantive change will affect the "possession, direct or indirect, of the power to direct or cause the direction of the management and policies of an institution...whether through the ownership of voting securities, by contract, and governance documents, or otherwise" (34 CFR §600.31(b)). This information should contain descriptions of what constituted ownership both prior to and after the change, particularly with regard to changes in the distribution of ownership by various parties.

Click or tap here to enter text.
  
12. Are there any other instructional sites that should be included within the scope of the institution’s accreditation as a part of the complex substantive change, if so please list name of site and full address?
Click or tap here to enter text.  

[image: ]
Complex Substantive Change
Change in Legal Status, Form of Control, or Ownership Disclosures


Name of institution: Click here to enter text.
Date of submission: Click here to enter a date.

	
	
Yes
	
No


	Regarding the proposed change in legal status, form of control, or ownership, has any proposed new owner(s) or manager(s) been directly or indirectly employed or affiliated with any school which has lost or been denied accreditation by any accrediting agency during that individual’s period of employment or affiliation? If the answer is YES, please attach a statement to this application which details the facts and circumstances surrounding that school’s loss or denial of accreditation   

	☐	☐
	Regarding the change in legal status, form of control, or ownership, has any proposed new owner(s) or manager(s) been directly or indirectly employed or affiliated with any school that has closed or entered bankruptcy? If the answer is YES, please attach a statement to this application which details the facts and circumstances surrounding that school’s closure, bankruptcy or both as applicable.

	☐	☐
	Regarding the change in legal status, form of control, or ownership, has any proposed new owner(s) or manager(s) associated with this substantive change been directly or indirectly employed or affiliated with any school that has lost or been denied eligibility to participate in Federal Student Financial Aid (Title IV) programs? If the answer is YES, please attach a statement to this application which details the facts and circumstances surrounding the loss or denial of Title IV eligibility.  

	☐	☐
	Is any action or investigation pending (e.g. court action, audit, inquiry, review, administrative action), or has action been taken, by any court or administrative body (e.g. federal or state court, grand jury, special investigator, U.S. Department of Education, or any state or federal regulatory or law enforcement agency) regarding any proposed new owner(s) or manager(s) associated with this substantive change? If the answer is YES, please attach a statement to this application which gives full disclosure of the person(s) and the matters involved. Include a statement of the facts and circumstances surrounding the action identifying the owner or manager and the school involved. If the matter is not yet final, please describe the procedural status of the matter (i.e., still under investigation, preliminary decision under appeal, etc.) and the position taken by the proposed new owner or manager involved. If the matter is final, provide a copy of the final action documentation.

	☐	☐
	
	
Yes 
	
No

	Has any proposed new owner(s) or manager(s) with the change in legal status, form of control, or ownership served in a similar capacity in any other school where either that individual or the school has been charged or indicted in a civil or criminal forum or proceeding alleging fraud, misappropriation, or any criminal act? If the answer is YES, please attach a statement to this application which gives full disclosure of the person(s) and the matters involved. Include a statement of the facts and circumstances surrounding the action identifying the owner or manager and the school which is involved. If the matter is not yet final, please describe the procedural status of the matter (i.e., still under investigation, preliminary decision under appeal, etc.) and the position taken by the proposed new owner or manager involved. If the matter is final, provide a copy of the final action documentation.
	☐	☐


	CHIEF EXECUTIVE OFFICER/PRESIDENT OF INSTITUTION:

	NAME:  

	
	TITLE:
	

	SIGNATURE:

	
	DATE:
	


	BOARD CHAIRPERSON OF INSTITUTION

	NAME:

	
	TITLE:
	

	SIGNATURE:

	
	DATE:
	



	CHAIRPERSON OR CHIEF EXECUTIVE OFFICER (PROPOSED NEW OWNERSHIP)

	NAME:  
	
	TITLE:  
	

	SIGNATURE:  
	
	DATE:  
	





Appendix 3:  Significant Departure from Existing Educational Programs 

[bookmark: _Hlk501550484]Check the appropriate boxes:					
For definitions of credential levels, please see IPEDS glossary at:  https://nces.ed.gov/programs/coe/glossary.asp 
	Credential level of the proposed program
	Currently approved credential level(s)

	☐Postsecondary Award/Certificate/Diploma   (<1 year)
☐Postsecondary Award/Certificate/Diploma (>=1 year, <2 years)
☐Associate’s or equivalent
☐Postsecondary Award/Certificate/Diploma   (>=2 years, <=4 years)
☐Bachelor’s or equivalent
☐Post-baccalaureate Award/Certificate/Diploma
☐Master’s or equivalent
☐Post-master’s Award/Certificate/Diploma
☐Doctor’s – Professional Practice
☐Doctor’s – Research/Scholarship 
☐Doctor’s – Other
	☐Postsecondary Award/Certificate/Diploma   (<1 year)
☐Postsecondary Award/Certificate/Diploma (>=1 year, <2 years)
☐Associate’s or equivalent
☐Postsecondary Award/Certificate/Diploma (>=2 years, <=4 years)
☐Bachelor’s or equivalent
☐Post-baccalaureate Award/Certificate/Diploma
☐Master’s or equivalent
☐Post-master’s Award/Certificate/Diploma
☐Doctor’s – Professional Practice
☐Doctor’s – Research/Scholarship 
☐Doctor’s – Other



[bookmark: _Hlk501550520]Please answer each question in this section:  

	1. [bookmark: _Hlk501550540]Name of program as it would appear in the institution’s catalog:
Click or tap here to enter text.
☐ The institution certifies that it uses acceptable and consistent methods for assigning credit hours to this program of study.


	2. [bookmark: _Hlk501550672]Provide the following attachments:
☐ Curriculum and course offerings for the proposed program, including information about course sequencing (Label attachment Curriculum)
☐ Course descriptions (Label attachment Courses)
☐ Learning outcomes with expected timeline for student completion (Label attachment Outcomes)


	3. Provide a description of procedures, requirements or policies that may change (e.g., admissions criteria, graduation requirements, etc.).

 Click or tap here to enter text.


	4. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change. 

Click or tap here to enter text. 


[bookmark: _Appendix_4:_Alternative][bookmark: Text30]Appendix 4:  Alternative Delivery Method

What type of alternative delivery method are you proposing: 
	☐ Distance Education 
*Federal regulations define distance education to include:
☐Internet  ☐One-way or two-way transmission ☐Audio-conferencing 
☐Video cassettes, DVD, and CD-ROMs
☐ Correspondence Education
☐ Other: Click or tap here to enter text.

	


Check the appropriate boxes:
For definitions of credential levels, please see IPEDS glossary at: https://nces.ed.gov/programs/coe/glossary.asp 
	Credential level(s) of proposed program(s)
	Currently approved credential level(s) 

	☐Postsecondary Award/Certificate/Diploma         (<1 year)
☐Postsecondary Award/Certificate/Diploma (>=1 year, <2 years)
☐Associate’s or equivalent
☐Postsecondary Award/Certificate/Diploma (>=2 years, <=4 years)
☐Bachelor’s or equivalent
☐Post-baccalaureate Award/Certificate/Diploma
☐Master’s or equivalent
☐Post-master’s Award/Certificate/Diploma
☐Doctor’s – Professional Practice
☐Doctor’s – Research/Scholarship 
☐Doctor’s – Other
	☐Postsecondary Award/Certificate/Diploma  (<1 year)
☐Postsecondary Award/Certificate/Diploma (>=1 year, <2 years)
☐Associate’s or equivalent
☐Postsecondary Award/Certificate/Diploma (>=2 years, <=4 years)
☐Bachelor’s or equivalent
☐Post-baccalaureate Award/Certificate/Diploma
☐Master’s or equivalent
☐Post-master’s Award/Certificate/Diploma
☐Doctor’s – Professional Practice
☐Doctor’s – Research/Scholarship 
☐Doctor’s – Other



The Commission requires prior approval for the first two programs offered through an alternative delivery method.  Is this the institution’s first or second program?
	☐1st proposed program to be offered via this method  
Name of program as it appears in the institution’s catalog: 
 Click or tap here to enter text.

☐ The institution certifies that it used acceptable and consistent methods for assigning credit hours to this program of study.

Percentage of program offered through alternative method:  Click or tap here to enter text.
	☐ 2nd proposed program to be offered via this method	
Name of program as it appears in the institution’s catalog: 
Click or tap here to enter text.	

☐ The institution certifies that it used acceptable and consistent methods for assigning credit hours to this program of study.

Percentage of program offered through alternative method:  Click or tap here to enter text.



Please answer each question in this section:

	1. Provide the following attachments:
☐ Curriculum and course offerings for the proposed program, including information about course sequencing indicating clearly those courses offered in their entirety (100 percent) via alternative delivery method (Label attachment Curriculum)
☐ Course descriptions (label attachment Courses)
☐ Learning outcomes with expected timeline for student completion (label attachment Outcomes)



2.  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.

a. Describe policies and procedures used to ensure student verification in distance or correspondence education courses.

Click or tap here to enter text.

b. Describe procedure(s) regarding the protection of privacy for students enrolled in distance and correspondence courses or programs.  

Click or tap here to enter text.

c. Describe procedure(s) for notifying students about any projected additional charges associated with student identity verification.  

Click or tap here to enter text.

d. Describe written procedure(s) indicating the office(s) responsible for the consistent application of student identity verification procedures.

Click or tap here to enter text.

3. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change.

Click or tap here to enter text.


[bookmark: _Appendix_5:_]

Appendix 5:  Direct Assessment/Competency Based Education (CBE) Programs
[bookmark: _Hlk503648208]See also the C-RAC Statement on CBE Regional Accreditation: Competency-Based Education   https://cihe.neasc.org/sites/cihe.neasc.org/files/downloads/New_on_the_Website/C_RAC_Statement_on_CBE_June_2015.pdf 

What type of competency-based program are you proposing:
	
☐100% of the program can be completed through direct assessment (the program is not credit-hour based)
☐50%-99% of the program can be completed through direct assessment (the program is partially credit-hour based)
☐Less than 50% of the program can be completed through direct assessment (the program is partially credit-hour based) 
☐100% of the program is credit-hour based

Participation in Experimental Sites Initiative (ESI)

Is the institution applying to have this program designated as an (ESI)?
☐ Yes ☐ No  ☐Not applicable

Check the appropriate boxes:					
For definitions of credential levels, please see IPEDS glossary at: https://nces.ed.gov/programs/coe/glossary.asp 
	Credential level of the proposed program
	Currently approved credential level(s)

	☐Postsecondary Award/Certificate/Diploma  (<1 year)
☐Postsecondary Award/Certificate/Diploma (>=1 year, <2 years)
☐Associate’s or equivalent
☐Postsecondary Award/Certificate/Diploma   (>=2 years, <=4 years)
☐Bachelor’s or equivalent
☐Post-baccalaureate Award/Certificate/Diploma
☐Master’s or equivalent
☐Post-master’s Award/Certificate/Diploma
☐Doctor’s – Professional Practice
☐Doctor’s – Research/Scholarship 
☐Doctor’s – Other  
	☐Postsecondary Award/Certificate/Diploma    (<1 year)
☐Postsecondary Award/Certificate/Diploma (>=1 year, <2 years)
☐Associate’s or equivalent
☐Postsecondary Award/Certificate/Diploma (>=2 years, <=4 years)
☐Bachelor’s or equivalent
☐Post-baccalaureate Award/Certificate/Diploma
☐Master’s or equivalent
☐Post-master’s Award/Certificate/Diploma
☐Doctor’s – Professional Practice
☐Doctor’s – Research/Scholarship 
☐Doctor’s – Other



Please answer each question in this section, if not applicable to this request indicate “N/A”:  
	
1. Program Description
Name of program as it appears in the institution’s catalog:
Click or tap here to enter text.
	
a. Describe the program. 

Click or tap here to enter text.


	b. Describe how the program’s goals and competencies will be effectively communicated to students, and how these goals, objectives and competencies are consistent with the program’s discipline and/or with student career paths.

Click or tap here to enter text.
 
c. Provide a description of procedures, requirements or policies that may change (e.g., admissions criteria, graduation requirements, etc.).

Click or tap here to enter text.

Provide the following attachments:
☐ Curriculum and course offerings for the proposed program, including information about course sequencing (Label attachment Curriculum)
☐ Course descriptions (Label attachment Courses)
☐ Learning outcomes with expected timeline for student completion (Label attachment Outcomes)



2. Methodologies Used to Determine Credit Hour Equivalencies
Describe the number of semester, quarter, or clock hours that will be equivalent to the amount of student learning being directly assessed for the certificate or degree. The description should include explanations of: 
 
0. Methodology(ies) the institution will use to determine the number of credit or clock hours to which the program is equivalent.

Click or tap here to enter text.

0. Methodology(ies) the institution will use to determine the number of credit or clock hours to which the portion of a program an individual student will need to complete is equivalent.

Click or tap here to enter text.

0. How the institution defines an academic term and the number of semester, quarter and clock hours that are equivalent to the amount of working and learning directly assessed for the degree.

Click or tap here to enter text.

0. How it will determine or calculate satisfactory academic progress, cohort default rates, completion and retention rates, and other information that is commonly reported to the Commission and state and federal regulatory entities. 

Click or tap here to enter text.

0. If this is a 100% credit-hour CBE program, explain how credit hours are allocated to appropriate student learning experiences, courses, etc.

Click or tap here to enter text.

3. Program Quality
Describe how the program’s overall educational quality will be assured: 
 
a. List clearly-articulated statements of expected program-level student learning outcomes and how they will be aligned with any direct assessments used by the program to evaluate student performance with regard to these programmatic outcomes. Attach an appropriately labeled list of the program-level learning goals/outcomes and competency-based assessments that will be used to evaluate these student learning goals. (Label attachment Program Learning Goals/Objectives and Competency-Based Assessments)

Click or tap here to enter text.

b. Describe how direct assessments used in the CBE program will be regularly and systematically analyzed to ensure that they are appropriately rigorous and valid for use in evaluating student achievement of competencies, particularly by qualified faculty and/or appropriately qualified professionals.

Click or tap here to enter text.

c. Describe how programmatic student learning outcomes will be regularly assessed, including:  

i. Explanation(s) of how the institution will ensure the dissemination and discussion of programmatic student learning assessment results, faculty and/or appropriately qualified professionals, and other relevant stakeholders.

Click or tap here to enter text.

ii. Explanation(s) of how this program’s assessment process will be used for documenting success and improving student learning and curriculum.

Click or tap here to enter text.

iii. Explanation(s) of how the program’s assessment results will be used to support academic planning and learning.

Click or tap here to enter text.

iv. Explanation(s) of how the institution will periodically evaluate the program’s overall assessment process.

Click or tap here to enter text.

4.  Program Rigor 
Describe how the institution will ensure that the program is appropriately rigorous and is reflective of higher education expectations, including:

a. In cases where the program has been awarded programmatic accreditation, identify the accreditor, provide the latest team report in an appendix, describe the latest action(s) the accreditor has taken, and indicate if the program accreditor has reviewed the program as a direct assessment program.

Click or tap here to enter text.

b. How the institution’s policies, procedures, and evaluation approaches are and will be used by the institution to ensure overall academic rigor consonant with higher education expectation and, where applicable, employers and other higher education stakeholders.

 Click or tap here to enter text.

5. General Approach to CBE 
Describe how the CBE program will be administered, including the following:
 
0. Information about how and when the institution will determine on an individual basis what each student enrolled in the program needs to learn and how this process addresses student needs.

Click or tap here to enter text.

0. A description and analysis of how the institution’s competency-based evaluation processes will be managed to ensure appropriate progression of students through the program, including:

i. Descriptions of policies and procedures defining the methods by which learning can be evaluated, the level and amount of credit available by evaluation, and how these policies will be published.

Click or tap here to enter text.

ii. Descriptions of policies and procedures regarding the award of credit for student learning that define the acceptance of such credit based on the institution’s curricula and standards, and how these policies will be published and consistently implemented.

Click or tap here to enter text.
 
iii. Descriptions of procedures regarding the recording of evaluated learning by the awarding institution, and how these procedures will be published and consistently implemented. The description should also contain information about how transcripts will: 
 
· Be kept and maintained for each student and which document both competencies and equivalent courses in terms of credit hours; 

Click or tap here to enter text.

· Be regularly updated; 

Click or tap here to enter text.

· Contain information that is clear and sufficient for other institutions and employers for the purposes of transfer out of the program, enrollment in programs (e.g., graduate programs) after completion of the direct assessment program, and employment;

Click or tap here to enter text.

· Analysis demonstrating that the credit awarded will be appropriate to the subject and the degree context into which it will be accepted;

Click or tap here to enter text.

· Analysis demonstrating that evaluators of student learning in the direct assessment program will be knowledgeable about the subject matter and about the institution’s criteria for determining student achievement of program competencies; and,
		
Click or tap here to enter text.

· Analysis demonstrating that the institution’s general approach to CBE enables students’ ample opportunities to complete competency-based evaluations of their work in ways that enable students to progress in a timely way toward achieving a collegiate credential. 

Click or tap here to enter text.
 
6. Faculty Qualifications and Training

a. Explanation and analysis of how faculty and other professionals who will be evaluating the achievement of direct assessments in the program are appropriately prepared and qualified for the positions they hold, with roles and responsibilities that are clearly defined and sufficiently numerous to fulfill those roles appropriately, and who participate in sufficient professional development to engage effectively within a CBE modality.

Click or tap here to enter text.

b. Explanation and analysis of how faculty and other qualified professionals will play an appropriate and meaningful role in the assessment of specific learning competencies in areas requiring their subject matter expertise, including how curriculum will be devised, developed, and regularly monitored and supported by qualified professionals, including faculty.

Click or tap here to enter text.

7. Student-Faculty Interaction
Explanation and analysis of how regular and substantive student-faculty interaction will be achieved in the program and how the quality of such interactions will be regularly monitored, assessed, and evaluated, including:

a. How students who are struggling or who might otherwise wish to interact with faculty and/or appropriately qualified professionals will be able to do so. 

Click or tap here to enter text.

b. How the program is designed so that regular and substantive interaction between students and qualified faculty and/or appropriately qualified professionals occurs with predictable regularity and which ensures that such interactions focus on the academic subject matter in which students are engaged. 

Click or tap here to enter text.

8. Institutional Learning Outcomes 
Where applicable, explanation and analysis of how the institution’s institutional learning outcomes (e.g., general education) will be part of the overall program and how the institution ensures that such outcomes will be achieved by students in the CBE program, consistent with the Commission’s standards on general education and educational offerings.

Click or tap here to enter text.

9. Third-Party Providers
In cases where a third-party provider will play a part in the delivery of the program to students, explanation of how the institution will regularly assess and ensure that it retains sufficient control of the development and implementation of the program and how overall oversight is achieved, and how it will regularly assess and evaluate the involvement of third party providers in the direct assessment program.

Click or tap here to enter text.
 
10. Student Advisement and Services 
Describe how the institution will effectively provide student services to students, including the following: 
 
0. Identification of students who are not fully prepared for college level study or are having difficulty working within a direct assessment modality and procedures that are in place for referral to relevant courses and support services for such students;

Click or tap here to enter text.

0. Adherence to the overall institution’s own stated policies and to overall ethical standards, including accurate and comprehensive information regarding financial aid, all tuition and fees, costs associated with the completion of competency assessments, scholarships, loans, refunds, program length, curriculum, and expected student learning outcomes;

Click or tap here to enter text.

0. Published and implemented policies and procedures regarding transfer credit, prior learning assessments, the nature and amount of competency-based (direct) assessments that must be completed to progress toward completion, and credit for extra-institutional college level learning that state the criteria established by the institution regarding transfer credit

Click or tap here to enter text.

0. Assistance of students who drop out of the program, so they might complete comparable programs of study or might otherwise be advised to complete their education;

Click or tap here to enter text.

0. Access to learning resources comparable to those offered in traditional programs

Click or tap here to enter text.

0. Regular evaluation of the extent to which the institution supports its students toward the achievement of learning competencies and program completion in the program
 
 Click or tap here to enter text.

11. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change. 

Click or tap here to enter text.
 

[bookmark: _Appendix_6:_Different]Appendix 6:  Different Credential Level

Check the appropriate boxes:
For definitions of credential levels, please see IPEDS glossary at: https://nces.ed.gov/programs/coe/glossary.asp  

	Credential level of proposed program(s)
	Currently approved credential level(s) 

	☐Postsecondary Award/Certificate/Diploma (<1 year)
☐Postsecondary Award/Certificate/Diploma (>=1 year, <2 years)
☐Associate’s or equivalent
☐Postsecondary Award/Certificate/Diploma (>=2 years, <=4 years)
☐Bachelor’s or equivalent
☐Post-baccalaureate Award/Certificate/Diploma
☐Master’s or equivalent
☐Post-master’s Award/Certificate/Diploma
☐Doctor’s – Professional Practice
☐Doctor’s – Research/Scholarship 
☐Doctor’s – Other
	☐Postsecondary Award/Certificate/Diploma (<1 year)
☐Postsecondary Award/Certificate/Diploma (>=1 year, <2 years)
☐Associate’s or equivalent
☐Postsecondary Award/Certificate/Diploma (>=2 years, <=4 years)
☐Bachelor’s or equivalent
☐Post-baccalaureate Award/Certificate/Diploma
☐Master’s or equivalent
☐Post-master’s Award/Certificate/Diploma
☐Doctor’s – Professional Practice
☐Doctor’s – Research/Scholarship 
☐Doctor’s – Other



The Commission requires prior approval for the first two programs offered at each credential level 
	☐ 1st proposed program to be offered via this credential level  
Name of program as it would appear in the institution’s catalog:    
Click or tap here to enter text.

☐ The institution certifies that it used acceptable and consistent methods for assigning credit hours to this program of study.
	☐ 2nd proposed program to be offered via this credential level  
Name of program as it would appear in the institution’s catalog:    
Click or tap here to enter text.

☐ The institution certifies that it used acceptable and consistent methods for assigning credit hours to this program of study.



Please answer each question in this section:

1. Provide the following attachments:
☐ Curriculum and course offerings for the proposed program, including information about course sequencing (Label attachment Curriculum)
☐ Course descriptions (Label attachment Courses)
☐ Learning outcomes with expected timeline for student completion (Label attachment Outcomes)

2. Provide a description of procedures, requirements or policies that may change (e.g., admissions criteria, graduation requirements, etc.).

Click or tap here to enter text.

3. If not described above, describe faculty, staff, and administrative credentials and professional experience necessary to ensure successful implementation of the proposed substantive change

4. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change. 

Click or tap here to enter text.					

[bookmark: _Appendix_7_-]Appendix 7:  Clock Hours to Credit Hours

Please answer each question in this section:

1. What is the credential level and name of the program, as it appears in the institution’s catalog, for which you are proposing a clock to credit hour conversion?

Click or tap here to enter text.

2. What are the total number of clock hours (indicate whether semester or quarter) currently required for completion of the program?

Click or tap here to enter text.

3. What is the normal or typical length of time for students to complete the program?

Click or tap here to enter text.

4. Provide documentation of credit hour assignment for all the courses (including e.g. studio, internships, laboratory, practica), including appropriate documentation and analysis of the methodology(ies) used to convert credit and clock hours, where appropriate.  (Label attachment Credit Hour)  
The following should be clearly indicated:
· Academic period (e.g.,15 weeks plus one-week exam over two semesters)
· Recommended instructional time (e.g., three 50-minute sessions or two 75-minute session per week)
· Recommended out-of-class time requirements (e.g., twice in-class time)

5. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change. 

Click or tap here to enter text.

[bookmark: _Appendix_8_-]Appendix 8:  Substantial Increase or Decrease in Clock or Credit Hours

Check the appropriate box:

	☐ Increase in Clock Hours           ☐ Increase in Credit Hours          
☐ Decrease in Clock Hours          ☐ Decrease in Credit Hours

	


What is the percentage of the increase or decrease?     Click or tap here to enter text. 

Please answer each question in this section:

1. What is the credential level and name of the program, as it appears in the institution’s catalog, for which you are proposing to change?  

Click or tap here to enter text.

2. Provide the list of courses in the program and their current and future credit hour/clock hour designations.  Include any new courses that may be added and any courses that may be removed from the program as a result of the change.

[bookmark: _Hlk503961027]  Click or tap here to enter text.

3.  What is the justification for this change?

Click or tap here to enter text.

4. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change. 

Click or tap here to enter text.




[bookmark: _Appendix_9_-]Appendix 9:  Contractual Arrangements       
Institutions must complete this section if they have a contractual arrangement with a non-accredited entity that offers more than 25 percent of the accredited institution’s educational programs. 

Note: 34 CFR 668.5(3)(ii)(A) stipulates that Title IV federal student financial aid funding is not available for educational programs that are provided through contractual arrangements between an accredited institution and an ineligible entity wherein more than 50 percent of the educational program is being provided by the ineligible entity.

Please answer each question in this section:

1. Name and address of the third-party provider. 

Click or tap here to enter text.

2. List the program(s), include credential level and name of program, affected by this contractual arrangement.

Click or tap here to enter text.

3. What percentage of the program(s) will be provided by the third-party provider? 

Click or tap here to enter text.

4. Provide a description of the program(s) offered as part of the agreement.

Click or tap here to enter text.

5. Describe how the institution will ensure adequate and appropriate institutional review and approval of these services designed, delivered or assessed by the third-party provider. 

Click or tap here to enter text.

6. Attach a copy of the signed contract in its final form. (Label attachment Contract)

Click or tap here to enter text.  

7. Attach required disclosures of written agreements.  (Label attachment Disclosure Written Arrangements) 34 CFR 668.43(a)(12)  Federal regulations require that the institution provides required disclosures to prospective and enrolled students where a program is designed to be offered by another entity.  The disclosure must include the degree/certificate granting school, name and location of the other school/organization, method of delivery not being offered by the degree/certificate granting school and estimated additional costs that may incur due to arrangement.

8. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change. 

Click or tap here to enter text.




[bookmark: _Appendix_10_-]Appendix 10:  Establishment of Additional Locations

Note: Copy and paste the contents of this Appendix if you have more than one additional location.   

Provide physical address: 

	Location Name:  Click or tap here to enter text.
Address Line 1:  Click or tap here to enter text.
Address Line 2:  Click or tap here to enter text.
City: Click or tap here to enter text.
State/Province/Region:  Click or tap here to enter text.
ZIP/Postal Code:  Click or tap here to enter text.
Country:  Click or tap here to enter text.
Projected start date of instruction of academic coursework:  Click or tap to enter a date.


[Note: After the Commission acts on this substantive change request and instruction commences, you must submit an email within 30 days to substantivechange@msche.org confirming the actual date (Month, day, year) that instruction commenced at the location.]

List the academic program(s), as they appear in your catalog, to be offered at the site:

	Name of Program including credential level 
	% of program to be offered at location
	# of credit hours

	Click or tap here to enter text. 
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.



Please answer all questions below; if not applicable to this request indicate “N/A”:

1. Describe the facility. (If the description was included above copy and paste the information here.)   

Click or tap here to enter text.

2. Describe how the institution plans to communicate with, receive support from, and provide access to the main campus.

Click or tap here to enter text.

3. For international locations, provide or describe any additional issues related to the site’s location including but not limited to emergency plans, local laws related to creating and operating the site, language and communication differences, and helping students adjust to a new culture, teaching faculty, availability of resources, and effects of distance on oversight.  

Click or tap here to enter text.

4. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change. 

Click or tap here to enter text.
[bookmark: _Appendix_11-_Establishment]

Appendix 11:  Establishment of Branch Campus  

Note: Copy and paste the contents of this Appendix if you have more than one branch campus.   

Provide physical address: 

	Location Name:  Click or tap here to enter text.
Address Line 1:  Click or tap here to enter text.
Address Line 2:  Click or tap here to enter text.
City: Click or tap here to enter text.
State/Province/Region:  Click or tap here to enter text.
ZIP/Postal Code:  Click or tap here to enter text.
Country:  Click or tap here to enter text.
Projected start date of instruction of academic coursework:  Click or tap to enter a date.


[Note: After the Commission acts on this substantive change request and instruction commences, you must submit an email within 30 days to substantivechange@msche.org confirming the actual date (Month, day, year) that instruction commenced at the location.] 

List the academic program(s), as they appear in your catalog, to be offered at the site: 

	Name of Program including credential level 
	% of program to be offered at location
	# of credit hours

	Click or tap here to enter text. 
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.



Please answer all questions below; if not applicable to this request indicate “N/A”:

1. Attach a business plan which must include the following: (1) the educational programs to be offered at the branch campus; (2) the projected revenues and expenditures and cash flow at the branch campus; and (3) the operation, management, and physical resources at the branch campus.  Federal regulations require that institutions provide a business plan as part of the substantive change request.  This information should have been provided in an earlier section.  If it was not you must include it here.  (Label attachment Business Plan)

2. [bookmark: _Hlk504746977]Describe how the branch campus will operate independent of the main campus, controlling its own faculty, administrative or supervisory organization, budgetary and hiring authority. 

Click or tap here to enter text.
3. [bookmark: _Hlk504746993]Describe the facility.  (If the description was included above copy and paste the information here.)   

Click or tap here to enter text.
4. For international locations, provide or describe any additional issues related to the site’s location including but not limited to emergency plans, local laws related to creating and operating the site, language and communication differences, and helping students adjust to a new culture, teaching faculty, availability of resources, and effects of distance on oversight.
Click or tap here to enter text.

5. [bookmark: _Hlk503900857]Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change. 

Click or tap here to enter text.



[bookmark: _Appendix_12_-]Appendix 12:  Closure, Relocation, or Reclassification of a Site

Check the appropriate box and complete section below:
		Closures

	☐Branch Campus
☐ Additional Location
Relocation
☐ Main Campus
☐ Branch Campus
☐ Additional Location
Reclassification
☐ Branch Campus to Other Instructional Site
☐ Additional Location to Other Instructional Site



		Reclassification

	☐ Branch Campus to Additional Location
☐ Additional Location to Branch Campus
☐ Other Instructional Site to Additional Location
☐ Other Instructional Site to Branch Campus




		Reclassification

	☐ Main Campus to Branch Campus
☐ Main Campus to Additional Location
☐ Branch Campus to Main Campus* 
☐ Additional Location to Main Campus



*600.8 A branch campus must be in existence for at least two years as a branch campus before seeking to be designated as a main campus



Closing Branch Campus or Closing Additional Location

Provide physical address: 

	Location Name: Click or tap here to enter text.
Address Line 1:  Click or tap here to enter text.
Address Line 2:  Click or tap here to enter text.
City:  Click or tap here to enter text.
State/Province/Region:  Click or tap here to enter text.
ZIP/Postal Code:  Click or tap here to enter text.
Country:  Click or tap here to enter text.
Projected closure date:  Click or tap to enter a date.


[Note: After the Commission acts on this substantive change request and instruction ceases, you must submit an email within 30 days to substantivechange@msche.org confirming the actual date (Month, day, year) that instruction ceased at the location.]

List the program(s) offered at the location: 

	Name of program, including credential level as it appears in the institution’s catalog
	% of program offered at location

	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.



Please answer all questions below; if not applicable to this request indicate N/A:

1. If 100% of an academic program was offered at the location you are closing, you must attach the Teach-out template. (Label Attachment(s) Teach-Out Plan and [Teach-Out Agreement(s), if applicable])

2. If less than 100% of an academic program is offered at the location, briefly explain what options or provisions the institution is offering to remaining students in the program(s).  A teach-out plan is not required.
Click or tap here to enter text.
3. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change. 

Click or tap here to enter text.
[bookmark: _Teach-out_Plan_and_1]


Relocating Main Campus, Branch Campus, or Additional Location

Provide physical address: 

	New Location
Location Name:  Click or tap here to enter text.
Address Line 1:  Click or tap here to enter text.
Address Line 2:  Click or tap here to enter text.
City:  Click or tap here to enter text.
State/Province/Region:  Click or tap here to enter text.
ZIP/Postal Code: Click or tap here to enter text.
Country:  Click or tap here to enter text.
Projected start date of commencement of instruction of academic coursework:  
Click or tap to enter a date.
	Existing Location
Location Name:  Click or tap here to enter text.
Address Line 1:  Click or tap here to enter text.
Address Line 2:  Click or tap here to enter text.
City:  Click or tap here to enter text.
State/Province/Region:  Click or tap here to enter text.
ZIP/Postal Code:  Click or tap here to enter text. 
Country:  Click or tap here to enter text.
Projected final date of instruction of academic coursework: 
 Click or tap to enter a date.


[Note:  After the Commission acts on this substantive change request and instructions commence at the new location, you must submit an email within 30 days to substantivechange@msche.org confirming the actual date (Month, day, year) that instruction commenced at the new location and the actual date (Month, day, year) that instruction ceased at the existing location.]

List academic program(s), as they appear in your catalog, to be offered at the proposed site:  

	Name of Program, including credential level
	% of program to be offered at location
	# of credit hours

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.



1. Branch campus:  Attach a business plan which must include the following: (1) the educational programs to be offered at the branch campus; (2) the projected revenues and expenditures and cash flow at the branch campus; and (3) the operation, management, and physical resources at the branch campus.  Federal regulations require that institutions provide a business plan as part of the substantive change request.  This information should have been provided in an earlier section.  If it was not, you must include it here.  (Label attachment Business Plan)


2. [bookmark: _Hlk504748109]Branch campus:  Describe how the branch campus will operate independent of the main campus, controlling its own faculty, administrative or supervisory organization, budgetary, and hiring authority.

Click or tap here to enter text.
3. [bookmark: _Hlk504748154]Describe the new facility. (If the description was included above copy and paste the information here.)   
Click or tap here to enter text.

4. Describe how the institution plans to communicate with, receive support from, and provide access to the main campus.
Click or tap here to enter text.
5. [bookmark: _Hlk504748198]List the program(s) that will be eliminated, if any.

Click or tap here to enter text.

6. [bookmark: _Hlk504748227]For international locations, provide or describe any additional issues related to the location including but not limited to emergency plans, local laws related to creating and operating the site, language and communication differences, and helping students adjust to a new culture, teaching faculty, availability of resources, and effects of distance on oversight.
Click or tap here to enter text.
7. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change. 

Click or tap here to enter text.


Reclassifying Branch Campus to Other Instructional Site; or Additional Location to Other Instructional Site 

Provide physical address: 

	Location Name: Click or tap here to enter text.
Address Line 1:  Click or tap here to enter text.
Address Line 2:  Click or tap here to enter text.
City:  Click or tap here to enter text.
State/Province/Region:  Click or tap here to enter text.
ZIP/Postal Code:  Click or tap here to enter text.
Country:  Click or tap here to enter text.
Projected date to operate as an other instructional site: Click or tap to enter a date.


[Note:  After the Commission acts on this substantive change request and the location is operating as an other instructional site, you must submit an email within 30 days to substantivechange@msche.org confirming the actual date (Month, day, year) that the location operates as an other instructional site.]

List program(s) offered at the site:  

	Name of Program including credential level 
	% of program currently offered at location
	% of program to be offered in the future

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.



Please answer all questions below; if not applicable to this request indicate N/A:

1. [bookmark: _Hlk504748369]Briefly explain what options or provisions the institution is offering to students in program(s).

Click or tap here to enter text.

2. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change. 

Click or tap here to enter text.

Reclassifying Branch Campus to Additional Location; Additional Location to Branch Campus; Other Instructional Site to Additional Location; or Other Instructional Site to Branch Campus 

Provide physical address: 

	Location Name: Click or tap here to enter text.
Address Line 1:  Click or tap here to enter text.
Address Line 2:  Click or tap here to enter text.
City:  Click or tap here to enter text.
State/Province/Region:  Click or tap here to enter text.
ZIP/Postal Code:  Click or tap here to enter text.
Country:  Click or tap here to enter text.



List academic program(s), as it appears in the institution’s catalog, to be offered at the site:  

	Name of Program including credential level 
	% of program to be offered at location
	# of credit hours

	Click or tap here to enter text. 
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.



Please answer all questions below; if not applicable to this request indicate N/A:

1. Branch campus:  Attach a business plan which must include the following: (1) the educational programs to be offered at the branch campus; (2) the projected revenues and expenditures and cash flow at the branch campus; and (3) the operation, management, and physical resources at the branch campus.  Federal regulations require that institutions provide a business plan as part of the substantive change request.  This information should have been provided in an earlier section.  If it was not, you must include it here.  (Label attachment Business Plan) 

3. Branch campus:  Describe how the branch campus will operate independent of the main campus, controlling its own faculty, administrative or supervisory organization, budgetary, and hiring authority.

Click or tap here to enter text.
4. Describe the new facility.  (If the description was included above copy and paste the information here.)   
Click or tap here to enter text.

5. Describe how the institution plans to communicate with, receive support from, and provide access to the main campus.
Click or tap here to enter text.
6. List program(s) that will be eliminated, if any.

Click or tap here to enter text.

7. For international locations, provide or describe any additional issues related to the location including but not limited to emergency plans, local laws related to creating and operating the site, language and communication differences, and helping students adjust to a new culture, teaching faculty, availability of resources, and effects of distance on oversight.

Click or tap here to enter text.
8. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change. 

Click or tap here to enter text.


_________________________________________________________________________________
Reclassifying Main Campus to Branch Campus; Main Campus to Additional Location; Branch Campus to Main Campus; or Additional Location to Main Campus

Provide physical address: 

	Location Name: Click or tap here to enter text.
Address Line 1:  Click or tap here to enter text.
Address Line 2:  Click or tap here to enter text.
City:  Click or tap here to enter text.
State/Province/Region:  Click or tap here to enter text.
ZIP/Postal Code:  Click or tap here to enter text.
Country:  Click or tap here to enter text.



List academic program(s), as it appears in the institution’s catalog, to be offered at the site:  

	Name of Program, including credential level 
	% of program to be offered at location
	# of credit hours

	Click or tap here to enter text. 
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap here to enter text.



Please answer all questions below, if not applicable to this request indicate N/A:

1. Branch campus:   Attach a business plan which must include the following: (1) the educational programs to be offered at the branch campus; (2) the projected revenues and expenditures and cash flow at the branch campus; and (3) the operation, management, and physical resources at the branch campus.  Federal regulations require that institutions provide a business plan as part of the substantive change request.  This information should have been provided in an earlier section.  If it was not, you must include it here.  (Label attachment Business Plan) 

2. Branch campus:  Describe how the branch campus will operate independent of the main campus, controlling its own faculty, administrative or supervisory organization, budgetary, and hiring authority.

Click or tap here to enter text.
3. Describe the new facility.  (If the description was included above copy and paste the information here.)   
Click or tap here to enter text.

4. Describe how the institution plans to communicate with, receive support from, and provide access to the main campus.
Click or tap here to enter text.
5. List the program(s) that will be eliminated, if any.

Click or tap here to enter text.

6. For international locations, provide or describe any additional issues related to the location including but not limited to emergency plans, local laws related to creating and operating the site, language and communication differences, and helping students adjust to a new culture, teaching faculty, availability of resources, and effects of distance on oversight.

Click or tap here to enter text.
7. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change. 

Click or tap here to enter text.

Appendix 13:  Planned Institutional Closure


Please answer all questions below:

1. Anticipated Date of Closure (projected final date of operations):  Click or tap to enter a date.
[Note:  After the Commission acts on this substantive change request, you must submit an email within 30 days to substantivechange@msche.org confirming the official final date (Month, day, year) of operations which will be recorded in the institution’s history and displayed on the Statement of Accreditation Status (SAS).]
2. Describe the institution's orderly plan for Closure:
Click or tap here to enter text.
3. Formal Announcement of Closure (Notification of Intent to Close)
a. Describe how the institution will notify prospective, enrolled, alumni, and prior students, faculty and staff, and the public of its intent to close.  
Click or tap here to enter text. 

b. Attach evidence that this notification has been made, if available (label attachment NotifIntentClose).  



4. State and/or Federal Agencies
a. Identify the state and/or federal agencies the institution is working with on the closure:
Click or tap here to enter text.
b. Summarize state or federal requirements for closure.  Attach documentation if available.
Click or tap here to enter text.
c. Provide the status on the dissolution or surrender of charter or degree granting authority with the state or federal agency:
Click or tap here to enter text.
5. Provisions for Faculty and Staff:  
a. Describe the institution's orderly plan for the dissolution of the workforce (faculty and staff):  

Click or tap here to enter text.

b. Identify the name of a designated staff person to supervise and implement closure activities:  

Click or tap here to enter text.

c. Describe how the institution will make every effort to assist faculty and staff in finding alternative employment.

Click or tap here to enter text.

6. Disposition of Records and Transcripts:  
a. Provide the status on the following:
i. Student records (admissions, financial aid, academic transcripts, faculty recommendations, final grades)
Click or tap here to enter text.

ii. Personnel records (faculty and staff, payroll, benefits, recommendations, etc.)
Click or tap here to enter text.

iii. Fiscal records (Federal and state grants, creditor, final audited financial statements)
Click or tap here to enter text.

b. Describe any state requirements relating to the retention and preservation of student records.

Click or tap here to enter text.

c. Indicate how the institution intends to preserve and make available student records upon closure.

Click or tap here to enter text.

d. Designate a permanent location and final custodian for student academic records.  

Click or tap here to enter text.

e. Describe how and when notification to every current and past student will occur or has occurred, indicating where the student records are being stored and how students can obtain them.  

Click or tap here to enter text.

f. Attach copies of notifications that demonstrate communications with students.  (Label attachment Communications)

g. Will you be forwarding a copy of records to students prior to closing?  Explain.

Click or tap here to enter text.

7. Disposition of Assets and Facilities:  

a. Describe how institutional assets will be distributed.  

Click or tap here to enter text.

b. Include a description of any legal requirements.

Click or tap here to enter text.

c. Note whether any obligations relating to state and/or federal funds have been approved by the proper agencies.

Click or tap here to enter text.

8. Teach-Out Plan and Agreements.
Federal regulations require that a teach-out plan be submitted with a request for approval of an institutional closure.  You must attach the Teach-out template. (Label Attachment(s) Teach-Out Plan and Teach-Out Agreement(s), if applicable])

9. Please provide, very briefly, any additional information that may be helpful to the Commission regarding this substantive change.

Click or tap here to enter text.



[bookmark: _Appendix_14_-]Appendix 14:  Experimental Sites Initiative (ESI)/EQUIP with U.S. Department of Education
Institutions must complete the Complex Substantive Change Preliminary Review Form before completing this appendix.

Educational Quality Through Innovation Partnerships Program (EQUIP)

Participation in Experimental Sites Initiative (ESI)

Has the institution been approved by the US Department of Education to participate in (ESI)?
☐ YES ☐ NO  

Check the appropriate boxes:					
For definitions of credential levels, please see IPEDS glossary at: https://nces.ed.gov/programs/coe/glossary.asp 

Program

	Credential level of the proposed program
	Currently approved credential level(s)

	☐Postsecondary Award/Certificate/Diploma  (<1 year)
☐Postsecondary Award/Certificate/Diploma (>=1 year, <2 years)
☐Associate’s or equivalent
☐Postsecondary Award/Certificate/Diploma   (>=2 years, <=4 years)
☐Bachelor’s or equivalent
☐Post-baccalaureate Award/Certificate/Diploma
☐Master’s or equivalent
☐Post-master’s Award/Certificate/Diploma
☐Doctor’s – Professional Practice
☐Doctor’s – Research/Scholarship 
☐Doctor’s – Other
	☐Postsecondary Award/Certificate/Diploma    (<1 year)
☐Postsecondary Award/Certificate/Diploma (>=1 year, <2 years)
☐Associate’s or equivalent
☐Postsecondary Award/Certificate/Diploma (>=2 years, <=4 years)
☐Bachelor’s or equivalent
☐Post-baccalaureate Award/Certificate/Diploma
☐Master’s or equivalent
☐Post-master’s Award/Certificate/Diploma
☐Doctor’s – Professional Practice
☐Doctor’s – Research/Scholarship 
☐Doctor’s – Other



Name of program as it appears in the institution’s catalog:
Click or tap here to enter text.

Provide the following attachments:
☐ Curriculum and course offerings for the proposed program, including information about course sequencing (Label attachment Curriculum)
☐ Course descriptions (Label attachment Courses)
☐ Learning outcomes with expected timeline for student completion (Label attachment Outcomes)

Is the program an existing program that is provided by the institution or the third-party provider?
  ☐YES  ☐NO
If yes, institution or third-party provider?  Click or tap here to enter text.

Will the institution or the third-party provider also be offering a version of the program that is not Title-IV eligible while participating in the experiment?
  ☐YES  ☐NO
If yes, institution or third-party provider? Click or tap here to enter text.

Third-Party Provider
[bookmark: _Hlk503701751]Name of Third-Party Provider:   Click or tap here to enter text.
What percentage of the program will be offered by the third-party provider? 
Click or tap here to enter text.

Is the third-party provider a for-profit entity?
[bookmark: _Hlk503962195]  ☐YES  ☐NO   

Quality Assurance Entity
[bookmark: _Hlk503962349]Name of Quality Assurance Entity:    Click or tap here to enter text.

Is the quality assurance entity a for-profit entity?
  ☐YES  ☐NO  ☐N/A

Please answer each question in this section, if not applicable to this request indicate “N/A”:  

1. Description of Program. Provide a description of the program. 

Click or tap here to enter text.
2. Total Student Costs. Describe the total costs of the program to students, including all costs to students associated with working with third-party provider(s) and Quality Assurance Entities. 
Click or tap here to enter text.
3. Contractual Agreements with Third-Party Provider(s) and Quality Assurance Entity(ies). Provide information about the contractual agreement with the third-party provider(s) and the Quality Assurance Entity(ies) that will participate in the program. Attach contracts with these to this request (label Attachment Contract). The information should include information about the nature of the services to be performed by each party, including the following:
a. The period of time for the agreement, and the conditions under which any possible renewal, renegotiation, or termination of the contract could take place;
b. Appropriate protection for enrolled students in the event that a contract is terminated or renegotiated;
c. The procedures for grievances regarding any aspect of offerings appropriated. 
d. Avenues for addressing perceived breaches of the contract.
e. Provisions which explicitly define:
· the institution’s awarding of credit
· educational courses, programs, and services included in the contract;
· how outcomes assessment will be conducted and how the contracting entities will periodically review the courses and programs;
· how student support services necessary to complete courses/programs will be assured;
· how student access to learning resources in support of requisite courses/programs will be assured;
· compensation and other considerations for the services provided by each of the parties, including for marketing, advertising, and recruiting students.

4. Resources. Provide an analytical narrative concerning how institutional resources necessary to administer the program are available and accessible to ensure program stability and overall quality, including analysis and discussion of the institution’s capacity to administer the program and monitor the role of the third-party provider in delivering program content and services.
Click or tap here to enter text.

5. Quality and Rigor. Provide the following information to demonstrate how the program's overall educational quality and rigor are assured:
a. A list of clearly-articulated statements of expected program-level student learning outcomes and how they are aligned with required courses and other learning activities that enrolled students are required to complete to achieve the outcomes;

Click or tap here to enter text.

b. A description of how the student work completed in the program will be regularly and systematically monitored by qualified faculty and/or appropriately qualified professionals to ensure that student work is appropriately rigorous and valid; 

Click or tap here to enter text.

c. A description of how programmatic student learning outcomes will be regularly assessed, including:

i. Explanation(s) of how the institution will ensure the dissemination and discussion of programmatic student learning assessments results by faculty and/or appropriately qualified professionals, and other relevant stakeholders; 

Click or tap here to enter text.

ii. Explanation(s) of how this program’s assessment process will be used for documenting success and/or improving student learning and curriculum; 

Click or tap here to enter text. 

iii. Explanation(s) of how the program’s assessment results will be used to support academic planning;   

Click or tap here to enter text.

iv. Explanation(s) of how the institution will periodically evaluate the overall assessment process of the program;  

Click or tap here to enter text.
v. An analysis of how students’ achievement of programmatic student learning outcomes is comparable to those in traditional program formats.
Click or tap here to enter text.


vi. Explanation of how institutional policies, procedures, and evaluation approaches are used to ensure that the program is rigorous and reflect standards consonant with higher education expectations and, where applicable, the expectations of employers and other institutional and higher education stakeholders.
Click or tap here to enter text.

6. General Approach to EQUIP. Describe how the EQUIP program will be administered, including the following:
1. A description and analysis of how the program will be formally managed to ensure appropriate progression of students through the program and how the institution will work with the third-party provider(s) to ensure appropriate student progress.

Click or tap here to enter text.

1. In cases where program content is delivered on-line, describe how the institution and third-party provider(s) will ensure that student work is effectively authenticated.

Click or tap here to enter text.

1. Descriptions of procedures regarding the recording of evaluated learning by the awarding institution, and how these procedures will be published and consistently implemented. The description should also contain information about how transcripts will:

· Be kept and maintained for each student and which document student achievement;

 Click or tap here to enter text.
· Be regularly updated;

 Click or tap here to enter text.
· Contain information that is clear and sufficient for other institutions and employers for the purposes of transfer out of the program, enrollment in programs (e.g., graduate programs) after completion of the EQUIP program, and employment.
 Click or tap here to enter text.
7. Role of Faculty or Qualified and Appropriately Prepared Professionals. Provide the following:
1. Explanation and analysis of how the institution will ensure that student work in the program, especially that provided by the third-party provider(s), is regularly and systematically evaluated by qualified and appropriately-prepared professionals:

Click or tap here to enter text.
1. Explanation and analysis of how the institution’s faculty and other qualified professionals play a meaningful and substantive role in the oversight of the program’s curriculum and its delivery, including that provided by the third-party provider:

Click or tap here to enter text. 
8. Student-Faculty Interaction. Provide the following information:
0. Explanation and analysis of how regular and substantive student-faculty interaction will be achieved in the program and how the quality of such interactions will be regularly monitored and evaluated, including:
Click or tap here to enter text.
0. How students who are struggling or who might otherwise wish to interact with faculty and/or instructional professionals will be able to do so:

Click or tap here to enter text.
0. How the program is designed so that regular and substantive interaction between students and qualified faculty and/or appropriately qualified professionals occurs with predictable regularity and which ensures that such interactions focus on the academic subject matter in which students are engaged.

Click or tap here to enter text.
0. How the institution will evaluate the quality of interactions between students and instructional professionals regardless of content delivery method or modality to ensure the effectiveness of student learning.
Click or tap here to enter text.

9. Institutional Student Learning Outcomes and Student Achievement. Provide an explanation and analysis of:
a.  How the institution’s institutional learning outcomes (e.g., general education, graduate outcomes across the curriculum, etc.) will be part of the overall program and how the institution ensures that such outcomes will be achieved by students in the program.
Click or tap here to enter text.
b. Consistent with the mission, how the institution will measure and evaluate measures of student success, including student retention, completion, and success after completion, and how such information will be monitored, considered, and acted upon to ensure overall program effectiveness.

Click or tap here to enter text.
10. Student Advisement and Services. Describe how the institution and third-party provider will assist students in following ways:

a. Gaining the knowledge needed to progress through the program and how the institution will ensure the following:

i. Accessing student support services that are reasonably necessary to enable each student to achieve program and institutional learning goals.

Click or tap here to enter text.

ii. Identifying students who are not fully prepared for college level study or are having difficulty working within a direct assessment modality and procedures that are in place for referral to relevant courses and support services for such students.

Click or tap here to enter text.  

iii. Applying systematic procedures that identify students who are not fully prepared for college level study and procedures that are in place for referral to relevant courses and support services for these students.

Click or tap here to enter text.

iv. Assisting students who drop out of the program, so they might complete comparable programs of study or might otherwise be advised to complete their education. 

Click or tap here to enter text.

v. Enabling students access to learning resources comparable to those offered in traditional programs.

Click or tap here to enter text.

vi.  Regularly evaluating the extent to which the institution supports its students toward the achievement of learning competencies and program completion, with reference to the points above.

Click or tap here to enter text.

11. Ethics and Integrity. Provide information about how the institution does the following:

a. Adheres to the institution’s own policies and to overall ethical standards, including accurate and comprehensive information regarding financial aid, all tuition and fees, all other costs associated with the program, scholarships, loans, refunds, program length, curriculum, and expected student learning outcomes.

Click or tap here to enter text.

b. Publishes and implements policies and procedures regarding transfer credit, prior learning assessments, and credit for extra-institutional college level learning that state the criteria established by the institution regarding transfer credit.

Click or tap here to enter text.

c. Ensures that institution-wide policies will be consistently applied to this program, including policies related to transfer of credit into or out of the program.

Click or tap here to enter text.

d. Policies and processes relating to the Commission’s policy Published Information, including but not limited to procedures in place to ensure that:

· Statements and representations about the program, including in marketing and advertising materials, are clear, factually accurate, and current.

Click or tap here to enter text.

· Information about the program, including (where applicable) required disclosures about career placement and other measures of student achievement, are accurate and regularly updated.

Click or tap here to enter text.

d. Independent agents or contractors or agents used by the institution or, if applicable, by the third-party provider, are governed by the same principles as institutional admissions officers and volunteers.

Click or tap here to enter text.

e. Avoidance of conflicts of interest among the third-party provider(s), the Quality Assurance Entity and the institution and how the activities, evaluations, and assessments of the Quality Assurance Entity are sufficiently independent to inform overall quality and the processes the institution will use to consider such information and use it to improve student learning, teaching, and curriculum. 

Click or tap here to enter text.
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