
MANUAL OF PROCEDURE 
 
 

 
PROCEDURE NUMBER: 1011A PAGE 1 of 3 

 
PROCEDURE TITLE: Substantive Change 

 
STATUTORY REFERENCE: FLORIDA STATUTE 1001.64, 1001.65 

 
BASED ON POLICY: I-2 Substantive Change 

 
EFFECTIVE DATE: July 16, 2013 

 
LAST REVISION DATE: September 5, 2025 

 
LAST REVIEW DATE: September 5, 2025 

 
I. PURPOSE 

 

To assure compliance with the substantive change requirements of the Southern Association of 

Colleges and Schools Commission on Colleges (SACSCOC). A substantive change is a significant 

modification or expansion of the nature and scope of an accredited institution as defined by 

SACSCOC. Substantive change guidelines and requirements are available on the SACSCOC 

website at www.sacscoc.org or by contacting the College’s Institutional Accreditation Liaison 

(IAL) or Director of Accreditation. As outlined in the SACSCOC Substantive Change Policy and 

Procedures, some changes require notification to SACSCOC prior to implementing the change, 

while other substantive changes require approval from SACSCOC, gained through the submission 

of a prospectus or application. Some substantive changes may require an on-site visit by 

SACSCOC. 

. 

Substantive changes as defined by SACSCOC include but are not limited to: 

a. adding a program that is a significant departure from the existing programs, or method of 

delivery, from those offered when the institution was last evaluated 
b. adding an additional method of delivery to a currently offered program 
c. adding a new off-campus instructional site/additional location, including a branch campus 
d. substantially increasing or decreasing the number of clock hours or credit hours awarded or 

competencies demonstrated, or an increase in the level of credential awarded, for successful 

completion of one or more programs 
e. closing a program, a method of delivery, an off-campus instructional site, or a program at an off-

campus instructional site 
f. reopening a previously closed program or off-campus instructional site 
g. entering into a cooperative academic arrangement 
h. awarding dual or joint academic awards 

i. adding programs with completion pathways that recognize and accommodate a student’s prior or 

existing knowledge or competency 
j. adding competency-based education programs 

http://www.sacscoc.org/
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k. adding each competency-based education program by direct assessment. 
 

Failure to comply with the SACSCOC substantive change policy can result in serious 

consequences that include suspending the activity until SACSCOC approval is received, requiring 

the College to pay back financial aid dispersed to students, placing the College on sanctions, or 

removing the College’s accreditation. 

 
 

II. PROCEDURE 

 

A. The College’s Institutional Accreditation Liaison (IAL), appointed by the President, 

will be responsible for the following: 

1. Serving as a contact person and communication liaison between SACSCOC staff and 

the College regarding substantive change. 

2. Authorizing and facilitating submission of the required substantive change document 

(i.e., notification, prospectus, teach-out plan, or application) through the SACSCOC 

portal. 

3. Presenting reports to the Executive Committee on emerging or active substantive 

change issues. 

4. Ensuring that compliance with substantive change requirements is incorporated into 

the planning and evaluation process of the institution. 

 
B. The Director of Accreditation is responsible for the following: 

1. Developing a comprehensive understanding of current SACSCOC substantive change 

policy and procedures. 

2. Educating faculty, staff, administrators, and cross-functional committees regarding 

SACSCOC substantive change policy and procedures, particularly when such policy 

or procedures are revised by SACSCOC. 

3. Making the final determination, in consultation with District Academic Affairs and the 

responsible academic dean(s), of the type of substantive change reporting required, if 

any. 

4. Collaborating with the appropriate responsible administrator(s) in initiative planning 

and implementation so that all SACSCOC substantive change requirements are 

satisfied in a timely manner. 

5. Preparing reports for their supervising and the IAL of any changes that may meet the 

SACSCOC definition of “substantive.” 

6. Preparing any required substantive change notification, prospectus, teach-out plan, or 

application for submission to SACSCOC by the IAL. 

7. Keeping their administrator and IAL informed of status of preparation of substantive 

change submissions. 

 

C. College administrators are responsible for the following: 

1. Learning about and maintaining awareness of current SACSCOC substantive change 

policy and procedures. 

2. Identifying and ensuring appropriate training for employees and members of Campus 

and District units and/or committees for which the administrator is responsible. 

3. Ensuring that no substantive change is implemented without the requisite SACSCOC 

notification or approval. 

4. Initiating communication with the Director of Accreditation as soon as any change is 
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considered that might meet the SACSCOC definition of substantive change. The 

purpose of the communication is to determine through dialogue whether the proposed 

change is a substantive change, the type, and the filing required. 

5. If it is determined that the proposed change meets the substantive change criteria, 

developing an action plan in concert with the Director of Accreditation that will ensure 

compliance with SACSCOC substantive change requirements and that will result in a timely 

submission. 

6. Providing the Director of Accreditation with all necessary information and 

documentation to support the development of the notification, prospectus, teach-out 

plan, or application and supporting evidence. 
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