
PREPARING A
SUCCESSFUL
APPLICATION

Download the appl icat ion direct ly  f rom the ACCSC Websi te  (under
Forms and Reports)  pr ior  to  s tar t ing the appl icat ion to  ensure you
are using the most  up-to-date  appl icat ion.
If  the school  submits  an appl icat ion changing academic level  ( i .e . ,
f i rs t  associate  degree and /or  baccalaureate  degree program),  the
appl icat ion wil l  be forwarded to  the Commission for  review.  Note
that  a l l  master’s  degree level  appl icat ions wil l  be forwarded to  the
Commission.  Ensure to  review the substant ive change deadl ines
avai lable  on the ACCSC websi te  in  preparat ion of  the submission.  
Review the information requested on the cover  page of  the
appl icat ion and make cer ta in that  a l l  information provided is
accurate  and complete:

Provide evidence of  payment .  When mail ing payment ,  include the
Payment  Submission Form with the check to  ensure the payment  is
credi ted to  the correct  school  and appl icat ion.  
The completed appl icat ion must  be  one continuous,  bookmarked
PDF .  Also,  take t ime to  turn scanned pages in  the correct  direct ion.
I t  is  good pract ice  to  review the completed appl icat ion to  ensure al l
quest ions have been answered and al l  documentat ion is  included.
When reviewing the completed appl icat ion,  i t  helps  to  review the
appl icat ion from an “outs ider”  perspect ive:

KEYS TO A SUCCESSFUL APPLICATION

 

Examples
A new program appl icat ion:  the cover  page asks for  detai led
information about  the new program, such as  t i t le ,  credent ia l ,  c lock
hours ,  credi t  hours ,  externship/cl inical  experience.  Complete
everything and make sure  al l  c lock and credi t  hours  a l ign with the
program out l ine included la ter  in  the appl icat ion.

A non-substant ive program modif icat ion or  substant ive program
modif icat ion:  Make sure  the current  program t i t le ,  credent ia l ,  c lock
hours ,  credi t  hours ,  and externship hours  match what  is  current ly
approved by ACCSC. You can check the web directory i f  you are
unsure of  the current  approved program information.

In some appl icat ions,  “Not  Applicable” may be an acceptable  response,
i .e . ,  externship information – the program may not  have an externship;
general  educat ion facul ty  for  a  non-degree program with no general
educat ion courses .  Otherwise please provide al l  information requested.

INTRODUCTION

The purpose of this document is to
provide tips and suggestions for
schools submitting substantive
change applications. While each
type of substantive change
application may ask for a variety
of information and documentation,
successful applications provide
sufficient narrative to respond to
the interrogatories in the
application and include all
requested back-up documentation.
Following this overview are
sample applications with notes to
assist the school in preparing a
complete application. 

PLEASE NOTE

While Institutional Review and
Development staff are willing to
answer specific questions as you
prepare your application, due to
our workload, we are unable to
provide an in-depth analysis of
your application prior to
submission.



Narrative responses  –  provide a  narrat ive that  direct ly  addresses  the information requested in  the
appl icat ion.  No need to  make i t  a  disser ta t ion!  More is  not  necessar i ly  bet ter ;  however ,  the response
should provide suff ic ient  information to  specif ical ly  address  the i tem.  
In  new program appl icat ions,  when providing information about  a  proposed program’s viabi l i ty ,
use  local ,  and/or  nat ional  data ,  when appl icable .  For  example,  i f  a  program is  offered 100% onl ine
and enrol ls  appl icants  f rom outs ide your  s ta te ,  nat ional  data  may support  the viabi l i ty  of  the
program. However ,  for  res ident ia l  programs,  local  data  within the s ta te  or  region is  required to
ensure graduates  have employment  opportuni t ies  in  the geographical  area that  the program is
offered.  
Include the most  up-to-date  program out l ine as  appropriate  for  the type of  program (See the ACCSC
websi te  –  Forms and Reports) .  Also do not  t ry  to  change the out l ine as  i t  wi l l  resul t  in  incorrect
calculat ions of  c lock and/or  credi t  hours  for  the program.
When complet ing the table  for  technical  faculty ,  be  sure  to  include the complete  information for
the type and level  of  degree earned and when documenting work experience,  include the month and
the year :

I f  the appl icat ion askes for  a  draf t  catalog,  be sure  to  only include the i tems requested:

Incomplete  and inaccurate  appl icat ions delay the approval  process .  The analyst  wil l  need addi t ional
information and that  s lows the process .  

Current  program information is  incomplete  or  does not  match what  is  current ly  approved.
Proposed changes to  the program do not  a l ign with the information on the non-degree program
outl ine or  the degree out l ine included as  documentat ion for  the appl icat ion.

Proposed program information does not  a l ign with the information on the s ta te  approval ,  non-degree
program out l ine or  the degree out l ine.
The narrat ive responses  do not  specif ical ly  address  the areas  requested.
Program viabi l i ty  assessment  ut i l izes  nat ional  data .

Example
I f  you report  2018-2021 for  years  of  work experience i t  appears  to  be 3 years ,  but  i f  the person worked
from 12/2018-1/2021-  i t  i s  only 2 years  and one month.  

Example 
-  A new program -  include only the ACCSC Catalog Checkl is t  i tems as  requested in  the appl icat ion.
-  The fol lowing appl icat ions require  a  complete  draf t  catalog and/or  enrol lment  agreement  (each cross-
referenced with the ACCSC Catalog Checkl is t  and ACCSC Enrol lment  Agreement  Checkl is t ,
respect ively) :  
�          Appl icat ion for  Change of  Name – Part  I
�          Appl icat ion for  Branch Campus – Part  I I
�          Appl icat ion for  a  Branch Real ignment  –  Par t  I I
-  The fol lowing appl icat ions require  a  f inal  catalog and enrol lment  agreement  (each cross-referenced
with the ACCSC Catalog Checkl is t  and ACCSC Enrol lment  Agreement  Checkl is t ,  respect ively) :
�          Appl icat ion for  Change of  Name – Part  I I
�          Appl icat ion for  Use of  “Universi ty” in  School  Name – Part  I I

AVOID THE MOST COMMON APPLICATION ERRORS
 
The l is t  below ident i f ies  the most  common reasons ACCSC staff  request  addi t ional  information.  I t  helps
to review each appl icat ion with these of ten missed s teps  in  mind to  ensure you have provided al l
required information pr ior  to  submission.

Non-substant ive  Program Modif icat ion and Substant ive  Program Modif icat ion:

New Program Applicat ions (Non-degree and Degree):



Program Advisory Commit tee:

Academic Adminis t ra t ion:

Technical  Facul ty  Charts :

Applied and/or  Academic General  Educat ion Facul ty:

Program Outl ine:

Catalog:

Program information does not  a l ign with current  approval  (or  proposed program if  submit ted with a
new program appl icat ion);
Program out l ine (degree out l ine or  non-degree out l ine)  not  f i l led out  correct ly  or  modif ied;
No response regarding s ta te  approvals  or  school’s  plan to  obtain necessary s ta te  approvals ;
No access  provided for  the Learning Management  System (“LMS”) or  access  l imited to  short  per iod
of  t ime and i t  expires  before  the appl icat ion is  reviewed;
No sample courses  in  the LMS;
No information about  t ra ining facul ty  to  teach onl ine is  provided;  
No assessment  tool  to  es tabl ish the s tudent’s  technical  ski l ls ,  competencies ,  and access  to
technology necessary to  succeed in  a  dis tance educat ion environment  pr ior  to  their  enrol lment  in
the program or  course of  s tudy;  and
No assessment  tool  to  es tabl ish the s tudent’s  capabi l i ty  to  benefi t  f rom enrol l ing in  a  dis tance
educat ion program prior  to  enrol lment .

Par t  I :

Par t  I I :

-  Meet ing minutes  not  included;
-  Meet ing did not  have at  least  3  members  present ;
-  Meet ing did not  have 3 members  in  a t tendance represent ing the program area;  and
-  Minutes  do not  include documentat ion that  the PAC reviewed and commented on the appropriateness
of  curr iculum object ives ,  program length,  and curr iculum content  of  the proposed program.

-  The current  director  of  educat ion does not  have suff ic ient  credent ia ls  to  oversee the proposed
program ( i .e . ,  proposed program is  a  baccalaureate  degree and current  director  of  educat ion only has
an associate  degree) .  

-  Courses  that  facul ty  wil l  teach not  included;
-  Credent ia l  information for  facul ty  incomplete;
-  Work experience incomplete  –  does not  include Month/Year  as  requested;  and
-  Facul ty  do not  have suff ic ient  work experience ( instruct ional  experience does not  qual i fy  as  work
experience)

-  Courses  that  facul ty  wil l  teach not  included;
-  Degree information for  facul ty  incomplete;  and
-  Insuff ic ient  graduate  and/or  undergraduate  courses  taken to  meet  e l igibi l i ty  (a t  least  15 semester
hours  or  equivalent  in  the subject  area for  each course area)  to  teach the proposed course(s) .

-  Not  f i l led out  correct ly  or  modif ied

-  Complete  catalog submit ted – please only provide required areas .

Distance Educat ion Applicat ions

Applicat ions for  a  Branch Campus

-  Proposed budget  for  branch not  included;
-  Program Charts  for  both main school  and proposed branch not  f i l led out  or  f i l led out  incorrect ly
(wrong programs or  wrong clock and/or  credi t  hours) ;  and
-  Lease not  included.

-  State  approval  not  included;
-  Cert i f icate  of  Occupancy not  included;  
-  Adminis t ra t ive team incomplete  (usual ly  need at  least  a  Director ,  Director  of  Educat ion,  Director  of
Admissions) ;  and
-  Applicat ion(s)  for  Ini t ia l  Distance Educat ion ( i f  new branch wil l  offer  hybrid del ivery or  100%
online programs) ,  Applicat ion(s)  for  any programs not  offered at  the main,  or  Applicat ion(s)  for  any
program modif icat ions for  programs different  f rom the main not  provided.


