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L SCOPE

This policy applies to all university officers who can initiate, modify, review, approve, and
allocate resources to any changes, including those to academic and non-academic programs and
activities that may be considered a substantive change according to latest revision of SACSCOC
Policy for Substantive Changes for Accredited Institutions. Within academic areas, such
changes can originate with (1) individual or groups of faculty members, (2) department
committees, (3) Department Heads, (4) Deans and Associate Deans, (5) Provost, (6) Faculty
Senate, or (7) any other area reporting to the Provost.

In those areas outside the Division of Academic Affairs, potential substantive changes may arise
in (1) individual units, (2) among supervisors/directors in each area, (3) executive council
members, and (4) university council members. Further, the need for a potential substantive
change may come to the attention of the President or the SACSCOC Accreditation Liaison.

IL POLICY STATEMENT

In order to meet the commitment undertaken by virtue of its membership to SACSCOC and its
reaffirmation of accreditation, it is the policy of Tuskegee University to demonstrate continuing
compliance with the Principles of Accreditation: Foundations for Quality Enhancement by
adhering to all standards, requirements, policies and procedures associated with the definition
and scope of a substantive change and located in the most recent revised SACSCOC Policy for

Substantial Changes for Accredited Institutions.

If a substantive change has been inadvertently implemented without notification to the
SACSCOC accreditation liaison, the appropriate designee has the responsibility to notify the
SACSCOC accreditation liaison immediately. The SACSCOC accreditation liaison is then
responsible for notifying SACSCOC of the change as provided in the current version of the
SACSCOC substantive change policy. The Provost, vice presidents, deans, and/or directors
should conduct an annual review of their internal operating procedures to ensure reporting of
future substantive change proposals.

The vice presidents, associate and assistant vice presidents, deans and directors should recognize
that if the university fails to follow the current version of the SACSCOC substantive change
policy and procedures, it may lose its Title IV funding, be prohibited from receiving federal
contracts and grants or be required by the U.S. Department of Education to reimburse it for
money received by the institution for programs related to the unreported substantive change. In



addition, the institution’s case may be referred to SACSCOC Board of Trustees for the
imposition of a sanction or for removal from membership.

III. PURPOSE
The purpose of this policy is to establish the requirements, procedures and processes necessary to
ensure timely coordination and notification of substantive changes involving Tuskegee
University to the university’s regional accrediting body, the Southern Association of Colleges
and Schools, Commission on Colleges (SACSCOC).

IV. TO WHOM THIS POLICY APPLIES
This policy applies to the entire University community.

V. EFFECTIVE DATE
This policy is effective immediately.

V1. SIGNATURE, DATE, AND APPROVAL
Approved:
Brian L. Johnson, PhD
President

Date Approved:



TUSKEGEE UNIVERSITY
SUBSTANTIVE CHANGE POLICY

OVERVIEW

A substantive change is a significant modification or expansion of the nature and scope of an
accredited institution. SACSCOC is required by the federal government to monitor the
compliance of its member colleges and universities with the substantive change policy and to
grant permission for major changes to occur. The SACSCOC Board of Trustees requires
notification of substantive changes as a condition of accreditation (CS3.12.1) and, in some cases,
approval prior to implementation. This policy and its procedures address substantive changes
identified through federal regulations and the SACSCOC Board of Trustees. Under federal
regulations, substantive change includes:

Any change in the established mission or objectives of the institution
Any change in legal status, form of control, or ownership of the institution
The addition of courses or programs that represent a significant departure, either in
content or method of delivery, from those that were offered when the institution was last
evaluated

o The addition of courses or programs of study at a degree or credentialed level different
from that which is included in the institution’s current accreditation or reaffirmation
A change from clock hours to credit hours
A substantial increase in the number of clock or credit hours awarded for successful
completion of a program

o The establishment of an additional location geographically apart from the main campus at
which the institution offers at least 50% of an educational program
The establishment of a branch campus
Closing a program, off-campus site, branch campus or institution
Entering into a collaborative academic arrangement that includes only the initiation of a
dual or joint academic program with another institution
Acquiring another institution or a program or location of another institution
Adding a permanent location at a site where the institution is conducting a teach-out
program for a closed institution

e Entering into a contract by which an entity not eligible for Title IV funding offers 25% or
more of one or more of the accredited institution’s programs

There are two procedures established by SACSCOC for addressing the different types of
substantive changes.

e Procedure One for the review of Substantive Changes requiring notification followed by
submission of a prospectus examples include:

* Expanding at current degree level (significant departure from current programs)

* Offering 50% or more of at least one program’s credits at a new off-campus
instructional site — including a dual enrollment high school site

* Initiating a branch campus

* Initiating certificate programs that are significant departures from previously
approved programs

s Initiating a joint degree with an institution not accredited by SACSCOC

= Relocating a main or branch campus
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¢ Procedure Two for Review of Substantive Changes Requiring Only Notification Prior to

Implementation but do not automatically require submission of a prospectus examples
include:

Initiate an off-campus site — including a dual-enrollment high school site — at
which a student may earn at least 25% but less than 50 percent of credits toward a
program (please be sure to include the street address and starting date)

Move an approved off-campus instructional site within the same geographic area
to serve essentially the same pool of students. The letter of notification must
include the address of the old site, the address of the new site, and the starting
date of the new site.

Offer for the first time credit courses via distance learning/technology-based
instruction by which students can obtain at least 25% but less than 50% of their
credits towards an educational program.

Initiate programs/courses delivered through contractual agreement or a
consortium. This provision does not apply to articulation agreements with other
institutions, clinical agreements, or internship agreements.

Enter into a contract with an entity not certified to participate in USDOE Title IV
programs if the entity provides less than 25% of an educational program offered
by the accredited institution. A copy of the signed agreement must be provided.
Repackage existing approved curriculum to create a new degree level, such as an
institution that offers a full 120-hour baccalaureate program creating an associate
degree from its lower-division offerings.

Initiate a dual degree program with another SACSCOC-approved institution.

TUSKEGEE UNIVERSITY SUBSTANTIVE CHANGE PROCESS

The following steps for determining and reporting substantive change is required to be adhered
to by all faculty, staff, and administrators at all times:

STEP 1:

STEP 2:

Faculty or staff considering change notifies department head or director regarding
the change. The department head/director/dean notifies the accreditation liaison
immediately.

If any member of the faculty or staff are planning a change such as those listed in
the table on page 14 they are to immediately contact their department head,
director or dean. The department head, director or dean then contacts the
accreditation liaison immediately for further guidance. If the institutional liaison
becomes aware of a potential change through committee functions, council
meetings, or another avenue of information dissemination, the liaison will
immediately contact the chair of that department involved in the proposed change
and provide guidance related to the next steps.

The department head/director/dean completes a substantive change application.
Employees are directed to the accreditation webpage to complete a SACSCOC
Substantive Change application (Exhibit “A” page 6) related to the change under
consideration. Completion of the application assists the institutional
accreditation liaison in determining the proper course of action related to the
Dpotential change.



STEP 3: Institutional accreditation liaison determines if proposed change constitutes
substantive change according to SACSCOC Policy
Once the institutional accreditation liaison has determined that the change
proposed fits the definition of a substantive change as depicted by SACSCOC
Policy, the liaison will determine the documentation required for submission to
the Commission.

STEP 4: Institutional accreditation liaison contacts department head/director/dean to
discuss required documentation
The institutional accreditation liaison works directly with the department
head/director/dean or designee to gather data necessary to complete the
documentation required by SACSCOC.

STEP §: Documentation is prepared by the institutional accreditation liaison in accordance
with SACSCOC Policy
If a prospectus is required, the department head/director/dean or designee will
work in conjunction with the liaison to complete the document according to the
timelines listed in the table on page 14. The prospectus will have a TU
Substantive Change Routing Approval Form (Exhibit “B” page 8) which will be
required to be signed by designated TU officials for notification and approvals.

STEP 6: The institutional accreditation liaison will notify the Commission in writing
according to SACSCOC preferred methods.

All questions concerning if a change is substantive or not should be directed to the institutional
accreditation liaison for guidance. All substantive change activities are documented through a
database maintained by the institutional accreditation liaison.

Specifications of timelines for notification and means of requesting approval is can be found in
the table on page 14. Should SACSCOC choose to modify its substantive change policy,
university personnel will be notified via email by the institutional accreditation liaison and the
university policy will be updated to reflect compliance with SACSCOC Policy.

TUSKEGEE UNIVERSITY SUBSTANTIVE CHANGE
INFORMATIVE/DISTRIBUTION PROCESS

The Provost, Vice Presidents, Deans, and Directors have a vital responsibility to be aware of the
University’s substantive change policy and to assure that their staff adhere to this policy. This
policy will be posted on the University’s accreditation webpage and the University’s Policy
webpage located on the University’s website.

The Tuskegee University SACSCOC Liaison will distribute copies of the Tuskegee University
Substantive Change Policy and Procedure to the Vice Presidents, Deans and Directors annually
as well as immediately after any change in policy and procedure has been approved. The
Tuskegee University SACSCOC Liaison will also update the substantive change policy posting
on the Tuskegee University accreditation webpage.



TUSKEGEE UNIVERSITY EXHIBIT “A”

SACSCOC SUBSTANTIVE CHANGE
APPLICATION

The University must notify its accrediting body of any potential substantive change before the change
is implemented. A substantive change is a “significant modification or expansion” and includes
offering coursework or programs at a more advanced level, initiating joint degrees, and proposing
programs/courses through a contract agreement or consortium.

Please complete the application below and return to the SACSCOC Liaison to determine whether the
change you are proposing is a substantive change.

*Adapted from a survey designed for Baylor University Institutional Research & Testing

1. Name of person responsible:

2. Name of department responsible:

3. Brief description of proposed change:

4. Will coursework or programs be offered at a more advanced level than currently
approved?

O Yes
O No

5. Will the initiative expand programs at the current degree level? For example, offering a
new master’s or doctoral degree in an area significantly different to existing programs.

0O Yes
O No



10.

Are a number of new faculty required?
O Yes
O No

Are a number of new courses required?
0O Yes
O No

Are distance learning courses offered?
OYes
O No

Will the program be offered at an off-campus or foreign site?
O Yes
O No

Will the program/courses be offered through a contractual agreement, institutional
collaboration, or consortium?

O Yes
O No



TUSKEGEE UNIVERSITY EXHIBIT “B”

TUSKEGEE UNIVERSITY SACSCOC SUBSTANTIVE CHANGE
ROUTING APPROVAL FORM

Name of the Degree Program:

Originating Department:

Check one: o This substantive change involves a new degree program to be offered online or at an off-campus location
0 This substantive change is an existing and approved degree program to be offered at an off-campus location or
Utilizing a distance education delivery format

Approvals:

1. Department Chair:

2. College Dean:

3. Provost:

4. President

The TU and SACSCOC policies and procedures have been followed
in the preparation of this substantive change:

Print Name Date

Signature

I have reviewed and verify that the action steps executed by the
department chair ensure that all TU, SACSCOC, and federal
policies and procedures pertaining to the substantive change have
been met. I capprove odisapprove the substantive change.

Print Name Date

Signature

o I approve the attached substantive change

0 I approve the attached substantive change pending final approval
from official SACSCOC liaison

o I disapprove the attached substantive change

Print Name Date

Signature

o I approve the attached substantive change
o I disapprove the attached substantive change

Print Name Date

Signature



SACS(/COC”

Southern Association of Colleges and Schools
Commission on Colleges
1866 Southern Lane
Decatur, Georgia 30033-4097

SUBSTANTIVE CHANGE FOR SACSCOC ACCREDITED INSTITUTIONS

Policy Statement

Institutional Obligations:

1.

Member institutions are required to notify the Southern Association of Colleges and Schools Commission
on Colleges (SACSCOC) of changes in accordance with the substantive change policy and, when
required, seek approval prior to the initiation of changes.

Member institutions are required to have a policy and procedure to ensure that all substantive changes
are reported to the Commission in a timely fashion.

Definition: Substantive change is a significant modification or expansion of the nature and scope of an
accredited institution. Under federal regulations, substantive change includes

Any change in the established mission or objectives of the institution

Any change in legal status, form of control, or ownership of the institution

The addition of courses or programs that represent a significant departure, either in content or method of
delivery, from those that were offered when the institution was last evaluated

The addition of courses or programs of study at a degree or credential level different from that which is
included in the institution's current accreditation or reaffirmation.

A change from clock hours to credit hours

A substantial increase in the number of clock or credit hours awarded for successful completion of a
program

The establishment of an additional location geographically apart from the main campus at which the
institution offers at least 50% of an educational program.

The establishment of a branch campus

Closing a program, off-campus site, branch campus or institution

Entering into a collaborative academic arrangement that includes only the initiation of a dual or joint
academic program with another institution

Acquiring another institution or a program or location of another institution

Adding a permanent location at a site where the institution is conducting a teach-out program for a closed
institution

Entering into a contract by which an entity not eligible for Title IV funding offers 25% or more of one or
more of the accredited institution’s programs

The SACSCOC Board of Trustees has approved additional substantive changes that require notification and, in
some cases, approval prior to implementation. This policy and its procedures address substantive changes
identified through Federal regulations and Board approval.



Table of Contents

GlOSSArY Of TOTMS ...ttt et et s ettt st nee e 3
T8 R O ] Y L i i e A A e L 5
CommisSion RESPONSIDIlItIES ............cceireeiiieiieiee ettt eee s e e esessesaseeneesseesesesnnenes 5
Institutional RESPONSIDIIItIES ............c..ceeueiieicrrrceeee ettt ee s eeene e e 5
Procedures for Reporting Substantive Changes: AN OVErvieW...............coeeeeeveveeeeveeesceernnn, 5
Reporting the Various Types of Substantive Change...............ccccoovveeeineieeeireeeeeeeeeeesesnn, 6
Required COMMIEE VISItS ...........coeeieeeeetiee ettt e e eeeee s anen e 11
POlICY SLAEMENLS ...ttt et st es et e sesenemseesseeseeeenenns 12
FEES @NA EXPENSES .....ooeieeeeieteetr ettt st s e e s st sbt s er e et e seae et e e e e e et esnensenean 14
Procedure One: ...ttt e be s e sae st sst e bt e ee s meeeenee et e neanenennas 15

The Review of Substantive Changes Requiring Approval Prior to Implementation

ProcodUure TWO: .........cccccooirieieieceerete et eae st e ss e es e bssbe e s eemeeme e e ensemeeensesesessenesseannaen 20
The Review of Substantive Changes Requiring Only Notification
Prior to Implementation

Procedure TREE: ...t eee e st s s e s st e s eneranee s meeeessaeasasesesseeeaneeses 22
Closing a Program, Site, Branch Campus or Institution

Appendices
Appendix A: Current Standards and Policy Statements Addressing .............ccccovevveeevenennn.. 24
Unreported Substantive Change
Appendix B: The Content of the Substantive Change Prospectus ...........ccceeeveeveeerenneene. 26
Appendix C: Application for Member INSHtUtioNS ..........ccceeveecierveeieiiice e 29

Seeking Accreditation at a Higher or Lower Degree Level
(Hyperlink access only)

10



Glossary of Terms

Branch campus - a location of an institution that is geographically apart and independent of the main campus of
the institution. A location is independent of the main campus if the location is
+ permanent in nature
« offers courses in educational programs leading to a degree, certificate, or other recognized
educational credential
» has its own faculty and administrative or supervisory organization and
» has its own budgetary and hiring authority

Contractual Agreement — typically is one in which an institution enters an agreement for receipt of
courses/programs or portions of courses or programs (i.e., clinical training internships, etc.) delivered by
another institution or service provider.

Consortial Relationship - A consortial relationship typically is one in which two or more institutions share in the
responsibility of developing and delivering courses and programs that meet mutually agreed upon
standards of academic quality.

Correspondence education - a formal educational process under which the institution provides instructional
materials, by mail or electronic transmission, including examinations on the materials, to students who are
separated from the instructor. Interaction between the instructor and the student is limited, is not regular
and substantive, and is primarily initiated by the student; courses are typically self-paced.

Degree completion program — a program typically designed for a non-traditional undergraduate population such
as working adults who have completed some college-level course work but have not achieved a
baccalaureate degree. Students in such programs may transfer in credit from courses taken previously
and may receive credit for experiential learning. Courses in degree completion programs are often
offered in an accelerated format or meet during evening and weekend hours, or may be offered via
distance learning technologies.

Direct Assessment Competency-Based Educational Programs - Federal regulations define a direct
assessment competency-based educational program as an instructional program that, in lieu of credit
hours or clock hours as a measure of student learning, uses direct assessment of student learning relying
solely on the attainment of defined competencies, or recognizes the direct assessment of student learning
by others. The assessment must be consistent with the accreditation of the institution or program using
the results of the assessment.

Distance education - a formal educational process in which the majority of the instruction (interaction between
students and instructors and among students) in a course occurs when students and instructors are not in
the same place. Instruction may be synchronous or asynchronous. A distance education course may use
the internet; one-way and two-way transmissions through open broadcast, closed circuit, cable,
microwave, broadband lines, fiber optics, satellite, or wireless communications devices; audio
conferencing; or video cassettes, DVD's, and CD-ROM: s if used as part of the distance learning course or
program.

Dual degree — separate program completion credentials each of which bears only the name, seal, and signature
of the institution awarding the degree to the student.

Educational program — a coherent course of study leading to the awarding of a credential (i.e., a degree,
diploma or certificate).

Geographically separate - an instructional site or branch campus that is located physically apart from the main
campus of the institution.

Joint degree - a single program completion credential bearing the names, seals, and signatures of each of the
two or more institutions awarding the degree to the student.
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