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PROPOSED SUBSTANTIVE CHANGE 

Note that only accredited institutions may apply for a substantive change.

DEFINITION OF A SUBSTANTIVE CHANGE

When compared to what an institution reported at its most recent on-site review, a substantive change:

1. significantly alters an institution’s mission and/or objectives, 

2. establishes instruction at a new degree level, introduces new majors or areas of concentrations (a term generally applied to graduate degrees)  at an existing level. [Nota Bene: Adding or deleting courses or repackaging existing courses to already existing degree programs does not constitute a substantive change, however, these changes should be addressed in a letter to TRACS.], 

3. establishes instruction at a new geographic location (either a teaching site where less than 50% of a program is offered or a branch campus where 50% or more of a program is offered),

4. deletes a program of study (either a major, an area of concentration, a certificate or degree level),

5. significantly alters an institution’s legal status or control,

6. represents a significant departure in terms of method of delivery of courses (or programs), 

7. represents a change from quarter hours to semester hours (or vice versa), or

8. represents a substantial increase in the credit hour requirements for the completion of a degree, 

9. represents an addition or deletion of certificates.

NOTA BENE:  Institutions that are not certain as to whether or not a change is substantive should feel free to contact the TRACS Office to obtain clarification.

STEPS IN APPLYING FOR A SUBSTANTIVE CHANGE

STEP #1:  Institutions seeking a substantive change mush request an APPLICATION FORM for a PROPOSED SUBSTANTIVE CHANGE from the TRACS Office or download the form from the TRACS website at www.tracs.org.  Institutions that are not certain as to whether or not a change is substantive should feel free to contact the TRACS office to obtain clarification.

STEP #2:  Check the box on the form that indicates the type of change being sought. If the change involves more than one area or if the institution is uncertain as to which box to check contact the TRACS office for clarification and direction. 

STEP #3:  Institutions should respond to all the numbered items on the Prospectus Checklist that apply to the change.  

STEP #4:   All documentation for the proposed change must be submitted to the TRACS Office within the time frame noted under the substantive change category. 

SUBSTANTIVE CHANGE ACTIONS BY TRACS

Requests for a Substantive Change requiring Commission Approval will be forwarded to the to the TRACS Accreditation Commission who, after review of the institutional application (including the prospectus and all other relevant materials) will:  A.) Approve, B.) Defer (with a request for further information) or Deny (with reason) the request. These requests will only be considered at one of the two bi-annual meetings of the Commission (November or April).

Requests for Substantive Changes that require approval by the TRACS President, will be: A.) Approved, B.) Deferred (with a request for further information) or C.) Denied (with reason).  All paperwork must be submitted at least three-months in advance of the time the institution wishes its proposal implemented.  These requests can be considered once all materials are received.

This entire APPLICATION FORM must accompany the institution’s response to the Prospectus Checklist (See pages 7 ff.) that provides the details for the proposed substantive change.  A separate Prospectus must accompany each proposed substantive change.

APPLICATION FORM

 for a

PROPOSED SUBSTANTIVE CHANGE 

Note that only accredited institutions may apply for a substantive change.

Name of Institution: 

Address: 

Substantive change being sought: 

Date of application for the proposed change: 

Date of Proposed Implementation: 

President's Signature: 










Board Chair’s Signature:  __________________________________________
(indicates Board approval of the substantive change proposal)  
SUBSTANTIVE CHANGES REQUIRING COMMISSION APPROVAL

□ ADDITION OF COURSES OR PROGRAMS AT A HIGHER DEGREE LEVEL—the addition of courses or programs at a higher degree level other than what is included in the institution’s current accredited status requires that the institution must respond to the following items in the attached PROSPECTUS CHECKLIST: 1-37, 39 and 41-45.  All paperwork must be submitted at least six-months in advance of the Accreditation Commission meeting at which the institution wants its proposal considered.  New programs authorized for initiation must be evaluated upon graduation of the first class of students from the new program.  Note that Accreditation Commission approval is required and a staff visit may be conducted. 

□ BRANCH CAMPUS—the establishment of a branch campus (A branch campus is a geographic location that is not part of an institution’s main campus and where students can  earn  50%  of  more  of  the  coursework  required   for any  given  program offered.) requires that the institution respond to the following items in the attached PROSPECTUS CHECKLIST:  1-44. (Be sure to include the complete address of the branch campus.) All paperwork must be submitted at least six-months in advance of the Accreditation Commission meeting at which the institution wants its proposal considered.  Note also the following timeline that applies to branch campus approval:

1. Upon submission of the Application Form (to be done at least three months prior to the projected opening of the branch campus), the substantive change will be reviewed by the TRACS Staff Review Committee (SRC).

2. A staff visit to the branch will be conducted.

3. Following the staff visit and upon approval by the SRC, the substantive change will be presented to the Accreditation Commission (AC) at it next, regularly scheduled meeting for INITIAL approval.

4. Once initial approval is given by the AC, the institution prepares a self-study for the branch campus and an on-site focus team visit is scheduled.  (This visit will be scheduled to allow for sufficient time for review prior to the AC meeting where the proposal will be considered, but no later than six months after the establishment of the branch campus.)  The focus team visit will verify the institution’s substantive compliance with the TRACS Standards and Evaluative Criteria.

5. The institution will respond in writing to all of the Recommendations and Suggestions included in the Focus Team Evaluation Report.

6. In its deliberations regarding the institution’s request to add a branch campus, the AC will consider the self-study, the Focus Team Evaluation Team Report, the team chair’s recommendation and the institution’s written response to the Report. 

7. Assuming FINAL approval of the branch campus proposal, the branch will be included in subsequent reaffirmations of the institution.

□ CHANGE IN COURSE(S), CERTIFICATE(S), MAJOR(S) OR DEGREE LEVEL(S) - that represents a significant departure in content, such as the offering of courses or a degree program in a new field of study for the institution.  The institution must respond to the following items in the attached PROSPECTUS CHECKLIST: 1, 4-44.  All paperwork must be submitted at least six-months in advance of the Accreditation Commission meeting at which the institution wants its proposal considered. 

□ CHANGE IN MISSION—a change in the established mission or objectives of the institution requires that the institution must respond to the following items in the attached PROSPECTUS CHECKLIST: 1, 8-10, 12-14, 24 and 40. All paperwork must be submitted at least three-months in advance of the Accreditation Commission meeting at which the institution wants its proposal considered.   Note that Accreditation Commission approval is required and a staff visit may be conducted at the discretion of the TRACS President.

□ LEGAL STATUS CHANGE—for example, mergers or board changes that result in new operational and/or administrative control and/or ownership of the institution requires that the institution must respond to the following items in the attached PROSPECTUS CHECKLIST: 1, 8, 9, 10, 12, 13, 15, 18, 20, 24, 28, 33-35, 37-40, 41 and 45.  All paperwork must be submitted at least three-months in advance of the Accreditation Commission meeting at which the institution wants its proposal considered.  Note that Accreditation Commission approval is required and a staff visit may be conducted at the discretion of the TRACS President.

SUBSTANTIVE CHANGES REQUIRING ONLY TRACS PRESIDENT APPROVAL

□ ADDITION OF COURSES OR PROGRAMS AT AN EXISTING OR LOWER DEGREE LEVEL—the addition of courses or programs at an existing or lower degree level than what is included in the institution’s current accredited status requires that the institution must respond to the following items in the attached PROSPECTUS CHECKLIST: 1-37, 39 and 41-45. New programs authorized for initiation must be evaluated upon graduation of the first class of students from the new program.  Note that a staff visit may be conducted. 

□ CHANGE FROM QUARTER-HOUR TO SEMESTER-HOUR SYSTEM (AND VICE VERSA)—requires that an institution respond to the following items in the attached PROSPECTUS CHECKLIST: 10, 12, 14, 24, 34, 46, 48 and 49. Note that this action only requires the approval of the TRACS President; a staff visit may be conducted at the discretion of the TRACS President.

□ CHANGE IN COURSE(S), CERTIFICATE(S), MAJOR(S) OR DEGREE LEVEL(S) -
□ not representing a significant change. The institution must respond to the following items in the attached PROSPECTUS CHECKLIST:  1-5, 7, 8, 10, 12, 15, 20, 23, 27, 28, and 40.  

□ the elimination of a major or degree level requires that the institution must respond to the following items in the attached PROSPECTUS CHECKLIST: 1, 3, 8, 10, 34, 40, 46 and 47.  With the deletion of a major or degree level, a teach-out plan must be included.  

□ CHANGE IN LOCATION OF CAMPUS—where an institution moves its physical facilities from one address to another without making any other changes that are described under any of the remaining boxes in this form, it is required that the institution respond to the following items in the attached PROSPECTUS CHECKLIST:  1, 2, 8, 10, 12, 13, 27, 33, 37, 40, 41, 46, and 49.  Note that a staff visit may be conducted.

□ DISTANCE EDUCATION—must be comparable to site-based learning. The institution must demonstrate in writing that it is in compliance with the seven “TRACS Guidelines in Evaluating Distance Programs” that are enumerated in the TRACS Accreditation Manual.  In addition, the institution must respond to the following items on the attached PROSPECTUS CHECKLIST: 21-26.  Note that a staff visit must be conducted.
□ NAME CHANGE—institutions wishing to change their name must notify the TRACS Office and respond to the following items in the attached PROSPECTUS CHECKLIST: 8, 10 and 12.   The institution must also provide, of course, the proposed new name along with any anticipated impact on existing programs. Note that this action requires the approval of the TRACS President; however, at the discretion of the TRACS President, Accreditation Commission approval may be required and a staff visit may be conducted. 

□ TEACHING SITE—the establishment of a teaching site (A teaching site is a geographic location that is not a part of an institution’s main campus where less than 50% of the coursework required for any given program is offered.) requires that the institution respond to the following items in the attached PROSPECTUS CHECKLIST: 1, 2, 4-8, 10, 12-14, 20, 21, 27, 28 and 33.  (Be sure to include the complete address of the new site.)  Note that this action only requires the approval of the TRACS President; a site visit may be required at the TRACS President’s discretion.

PROSPECTUS CHECKLIST

ABSTRACT

1. Describe in some detail the proposed substantive change.

2. Indicate the location of change (if applicable).

3. Date of proposed implementation.

4. Projected number of students involved (if applicable).

5. Describe primary target audience.

6. Projected life of program.

7. Instructional delivery methods.

BACKGROUND INFORMATION

8. Provide a statement of nature and purpose of change in relation to institution mission and goals.

9. Include a copy of the institution’s Biblical foundations statement that is in harmony with the TRACS Biblical Foundational Statement.

10. Provide evidence of any needed legal authority (including board approval) for the change.

11. Is proposed degree program or a similar program offered on main campus or other off-campus sites; explain as needed.

ASSESSMENT OF NEED PROGRAM PLANNING APPROVAL

12. Discuss rationale for change, including an assessment of need.

13. Provide evidence of inclusion of the change in institution’s ongoing planning and evaluation process.

14. Document that faculty, board and other groups were involved in the review, approval and continuing control (as appropriate) of new (or deleted) program.

15. Include the specific outcomes and learning objectives of courses or programs.

DESCRIPTION OF THE CHANGE

16. Include a schedule of proposed course offerings needed to complete the program. (Include all general educational requirements for any proposed associate or Bachelors degree programs.)

17. Include copies of the course syllabi.

18. Describe differences in admission, curriculum or graduation requirements.

19. Describe any special arrangements for grading, transcripts, or transfer policies.

20. Describe administrative oversight.

FACULTY

21. Provide a complete roster (using the attached Instructional Staff Listing [ISL]) of faculty employed to teach in the program. 

22. Show faculty course load in the new program as well as course work in other programs currently offered. (Use attached ISL.)

23. Provide evidence that adequate faculty members are assigned to support the program.

24. Discuss the impact of the new initiative on the faculty workload.

25. For distance learning programs, describe processes to ensure that students have access to faculty.

26. For graduate programs, document scholarship and research capability of faculty.  (Use attached ISL.)

LIBRARY LEARNING RESOURCES
27. Describe library/information resources needed to support the program.

28. Document the staffing and services in place to support the initiative.

29. If reliant upon other libraries, describe those collections and relevance to proposed program; include any formal agreement documentation in an appendix.

30. Describe availability of online resources.

31. Relative to electronic resources, describe how student/faculty will access information.

32. Describe training for faculty/students in use of online resources.

PHYSICAL RESOURCES

33. Describe the physical facilities and equipment to support initiative/change.

34. Assess impact on existing programs and services.

FINANCIAL SUPPORT

35. Include projected revenues, expenditures, and cash flow for the next five years and in which a budget for the first year of the program is included.

36. Identify the amount of resources needed for contractual or support services.

37. Describe the operational, management, and physical resources available for the change.

38. Provide the most recent institutional audit.

39. Provide contingency plans if required resources do not materialize.

40. Summarize the anticipated financial impact of the change.

EVALUATION AND ASSESSMENT

41. Describe briefly how the institution assesses overall institutional effectiveness and student learning.

42. Describe the means to monitor and ensure quality of the degree/major program.

43. Summarize procedures for systematic evaluation of instructional results.

44. Summarize procedures for using results of evaluation to improve institutional programs, services, and operations.

45. For distance learning instruction, describe the methodology for determining that levels of knowledge and competencies (student learning) are comparable to requirements of traditional programs.

POLICIES AND PROCEDURES

46. Provide any changes in the institution’s policies and procedures manual that the change will require.

47. Provide a teach-out plan for all students affected by the closing of the major/degree program.

48. Indicate and impact this change will have on students’ receipt of financial aid.

49. Identify how the institution intends to minimize any negative impact that this change will have on students.

Appendices:  Use appendices as needed to display such things as consortia agreements, meeting minutes, course syllabi, faculty resumes, etc.
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