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Procedures for Final Approval


Of Substantive Change – Program Addition
Upon submission of a substantive change request with the appropriate documentation for the addition of a program, the initial approval by the Accreditation Commission to begin the program, and the projected graduation of the first student from the program, the following procedures for final approval of the substantive change are as follows:

1. 
Submit an official letter to the TRACS office at least three (3) months prior to the graduation of the first student from the program stating the number of students that will graduate and the date of graduation.  Additionally, the letter should request a focused team visit.

2. 
A focused team visit will be scheduled (subsequent to the graduation of the first student).

3. 
The basis of the visit will be the verification of the substantive change request and the submitted documentation.  A copy of this document should be sent to the members of the team.

4. 
The institution must prepare a follow-up document that includes the following information.  In narrative form, address each issue below using the standards under each particular criteria area as the basis for the discussion.  Where appropriate, every statement must be documented.  The lack of appropriate or complete documentation could result in the delay of final approval or the rejection of the program.

a.
Document that the institution has the faculty, finances, library, and facilities to support the program.  

b.
Describe the program by giving the rationale, objectives, and curriculum.  Submit the latest catalog.

c. Describe the organizational and administrative structure that provides oversight to the program.

d.
Describe how the program fits into the institutional planning process.  Submit a copy of the planning document that demonstrates the inclusion and addressing of the program in the planning process.

e.
Describe the assessment mechanism for the program.  Evidence the data that has been collected and demonstrate how the data has been used.  Specifically, demonstrate that the program is fulfilling the mission of the institution.

5. 
The focused team will interview graduates and current students enrolled in the program.  Particular attention will be given on quality of the program and the ability of students to use the program for vocational goals.

Final Instructions: 

Two copies of the follow-up report should be submitted to the TRACS Office and one copy of the follow-up report along with the original substantive change request with documentation should be submitted to each team member at least six weeks prior to the visit.  

Delay in reception of the report or failure to fully document compliance could result in a delay of final approval.
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