












 

I. PVAMU Substantive Change Matrix 

 
Because a variety of individuals are involved in the substantive change process, the SACSCOC matrix below has been adapted to 

delineate individual responsibilities in the reporting and documentation of substantive changes (SACSCOC, 2018). 
 

 
Type of 
Change 

Notification 
Letter 

Required 

Prior 
Approval 
Required 

SACSCOC 
Liaison 

informed of 
the change 

through the: 

 
Documentation & 
Advance Submission 

Timeline 

 
Documentation 
Responsibility: 

(Submit to 
Liaison) 

Initiating coursework or programs at a 
different level than currently approved 

Example: Initiating an Associate Degree 
in Substance Abuse 

No Yes University 
Curriculum Process 

Application for Level 
Change 

12 months in advance 
 

Due Date to SACSCOC: 
March 15 for June 

review 
September 1 for 

December review 

Department Head or 
Program Coordinator 

Initiating off-campus sites where student 
can obtain 50% or more credits toward a 

program (including but not limited to Early 
College High School, dual enrollment 

programs offered at a high school, and 
certificate programs that are not at 

employer’s request and not on short notice) 
Example: Providing more than 50% of 

the courses for the BSN in Nursing at the 
RELLIS site. 

No Yes University 
Curriculum Process 

Prospectus 
8 months in advance 

 
Due Date to SACSCOC: 

January 1 for  
fall implementation 

July 1 for  
spring or summer 
implementation 

Department Head or  
Program Coordinator 

 



 

 
Type of 
Change 

Notification 
Letter 

Required 

Prior 
Approval 
Required 

SACSCOC 
Liaison 

informed of 
the change 

through the: 

Documentation & 
Advance Submission 

Timeline 

Documentation 
Responsibility 

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

Example: Development and implementation of 
MS in Physical Therapy 

No Yes University 
Curriculum Process 

Prospectus 
8 months in advance 

 
Due Date to SACSCOC: 

January 1 for  
fall implementation 

July 1 for  
spring or summer 
implementation 

Department Head or 
Program Coordinator 

Expanding program offerings at previously 
approved off-campus sites  by adding 

programs that ARE significantly different 
from current programs at the site AND at 

the institution 

No Yes University 
Curriculum Process 

Prospectus 
8 months in advance 

 
Due Date to SACSCOC: 

January 1 for  
fall implementation 

July 1 for  
spring or summer 
implementation 

Department Head or 
Program Coordinator 

Initiating degree completion programs No Yes University 
Curriculum Process 

Prospectus 
8 months in advance 

 
Due Date to SACSCOC: 

January 1 for  
fall implementation 

July 1 for  
spring or summer 
implementation 

Department Head 
or Program 
Coordinator 

 



 

 
Type of 
Change 

Notification 
Letter 

Required 

Prior 
Approval 
Required 

SACSCOC 
Liaison 

informed of 
the change 

through the: 

Documentation & 
Advance Submission 

Timeline 

Documentation 
Responsibility 

Initiating a branch campus (defined as “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.”) 

No Yes President 

Prospectus 
8 months in advance 

 
Due Date to SACSCOC: 

January 1 for  
fall implementation 

July 1 for  
spring or summer 
implementation 

SACSCOC Liaison 

Relocating a main or branch campus No Yes President 

Prospectus 
8 months in advance 

 
Due Date to SACSCOC: 

January 1 for  
fall implementation 

July 1 for  
spring or summer 
implementation 

SACSCOC Liaison 

Entering into a contract with an entity not 
certified to participate in USDOE Title IV 

programs if the entity provides 25% or more 
of an educational program offered by the 

SACSCOC accredited institution 

No Yes President or 
Provost 

Prospectus 
8 months in advance 

 
Due Date to SACSCOC: 

January 1 for  
fall implementation 

July 1 for  
spring or summer 
implementation 

SACSCOC Liaison 

 
Type of 

Notification 
Letter 

Prior 
Approval 

SACSCOC 
Liaison 

Documentation & 
Advance Submission 

Documentation 
Responsibility 



 

Change Required Required informed of 
the change 

through the: 

Timeline 

Initiating dual or joint degrees involving program 
expansion (significant departure) or initiating a 

new site where student can obtain 50% or more 
credits toward a program 

No Yes 
Provost or 
University 

Curriculum Process 

Prospectus 
8 months in advance 

 
Due Date to SACSCOC: 

January 1 for  
fall implementation 

July 1 for  
spring or summer 
implementation 

SACSCOC Liaison and 
Appropriate 

Department Heads 

Initiating joint or dual degrees with at 
least one institution not accredited by 

SACSCOC 

Yes 
At least 6 

months prior 
Yes 

Provost or 
University 

Curriculum Process 
8 months in advance 

SACSCOC Liaison and 
Appropriate 

Department Heads 

Initiating a direct assessment competency-based 
program 

Yes 
Screening 

form 
Yes University 

Curriculum Process 

Due Dates to SACSCOC: 
March 15 for  
June Review 

September 1 for 
December Review 

SACSCOC Liaison and 
Appropriate 

Department Heads 

Initiating a merger/consolidation with another 
institution 

Yes 
December 
15 for June 

review 
June 1 for 
December 

review 

Yes President 

Prospectus 
 

Due Dates to SACSCOC: 
March 15 for  
June review 

September 1 for 
December review 

SACSCOC Liaison 

 
 
 
 

 
Type of 
Change 

Notification 
Letter 

Required 

Prior 
Approval 
Required 

SACSCOC 
Liaison 

informed of 
the change 

through the: 

Documentation & 
Advance Submission 

Timeline 

Documentation 
Responsibility 



 

Changing governance, ownership, control, or 
legal status of an institution 

Yes 
December 
15 for June 

review 
June 1 for 
December 

review 

Yes President 

Prospectus 
 

Due Dates to SACSCOC: 
March 15 for June 

review 
September 1 for 

December review 

SACSCOC Liaison 

Acquiring any program or site from another 
institution 

Yes 
December 
15 for June 

review 
June 1 for 
December 

review 

Yes President 

Prospectus 
 

Due Dates to SACSCOC: 
March 15 for  
June review 

September 1 for 
December review 

SACSCOC Liaison and 
Department Head 

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

students from another institution that is 
closing 

Yes 
December 
15 for June 

review 
June 1 for 
December 

review 

Yes President 

Prospectus 
 

Due Dates to SACSCOC: 
March 15 for  
June review 

September 1 for 
December review 

SACSCOC Liaison 

Initiating  a certificate program at a new off-  
campus site at employer’s request and on short 

notice (previously approved program) 
No Yes University 

Curriculum Process 
Modified Prospectus 

Contact SACSCOC Liaison 
SACSCOC Liaison and 

Department Head 

 

 
Type of 
Change 

Notification 
Letter 

Required 

Prior 
Approval 
Required 

SACSCOC 
Liaison 

informed of 
the change 

through the: 

Documentation & 
Advance Submission 

Timeline 

Documentation 
Responsibility 

 
Initiating  a certificate program that is a 

significant departure from previously approved 
programs at employer’s request and on short 

 
No 

 
Yes 

University 
Curriculum Process 

 
Modified Prospectus 

Contact SACSCOC Liaison 

Department Head or  
Program Coordinator 



 

notice 

Adding a site under a U.S. military contract for a 
previously approved program No Yes 

University 
Curriculum Process 

or Provost 

Modified Prospectus 

Contact SACSCOC Liaison 
SACSCOC Liaison and 

Department Head 

Altering significantly the length of a program No Yes University 
Curriculum Process 

Modified Prospectus 

Contact SACSCOC Liaison 
Department Head or  
Program Coordinator 

Altering significantly the educational mission 
of the institution No Yes President 

Modified Prospectus 

Contact SACSCOC 
Liaison 

SACSCOC Liaison 

Changing from clock hours to credit hours No Yes 
University 

Curriculum Process 
and Provost 

6 months in advance SACSCOC Liaison 

Moving an off-campus instructional site 
(serving the same geographic area) Yes No President Prior to implementation SACSCOC Liaison 

Initiating dual or joint degrees with other 
SACSCOC accredited institution (s) 

Yes 
 No 

President, Provost 
or University 

Curriculum Process 

Prior to 
Implementation, At 
least 6 months prior 

SACSCOC Liaison  

 
Type of 
Change 

Notification 
Letter 

Required 

Prior 
Approval 
Required 

SACSCOC 
Liaison 

informed of the 
change through 

the: 

Documentation & 
Advance 

Submission 
Timeline 

 
Documentation 
Responsibility 

Initiating programs or courses offered through 
contractual agreement or consortium Yes No 

Department Chair 
and University 

Curriculum Process 

Letter of notification 
and copy of signed 

agreement 
 

Prior to implementation 

Dean and 
SACSCOC 

Liaison 



 

Entering 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 

SACSCOC accredited institution 

Yes No President or 
Provost 

Letter of notification 
and Copy of Signed 

Agreement 
8 months in advance 

 
Due Dates to SACSCOC: 

January 1 for 
 fall implementation 

July 1 for  
spring implementation 

SACSCOC Liaison and 
Department Head 

Initiating off-campus sites where student can 
obtain 25-49% of credits toward a program 
(including but not limited to Early College 

High School, dual enrollment programs 
offered at a high school, and certificate 

programs that are not at employer’s request 
and not on short notice) 

Yes No 

President or 
Provost or 
University 

Curriculum Process 

Letter of notification 
Prior to implementation 

SACSCOC Liaison and 
Department Head 

Initiating distance learning by offering 
25-49% of the first program for the 

first time 
Yes No University 

Curriculum Process 
Letter of notification 

Prior to implementation 
SACSCOC Liaison and 

Department Head 

 

 
Type of 
Change 

Notification 
Letter 

Required 

Prior 
Approval 
Required 

SACSCOC 
Liaison 

informed of the 
change through 

the: 

Documentation & 
Advance 

Submission 
Timeline 

 
Documentation 
Responsibility 

Closing a program, approved off-campus site, 
branch campus, or institution  where the 

institution plans to teach out its own 
students 

Yes Yes University 
Curriculum Process 

Description of teach-
out plan included with 

letter of notification 
Immediately following 

decision to close 

Department Head and 
SACSCOC Liaison 



 

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

where the institution plans contracts 
with another institution to teach-out 

students (Teach-out Agreement) 

Yes Yes University 
Curriculum Process 

Description of teach-out 
plan, copy of signed 

teach- out agreement 
detailing terms included 

with notification 
Immediately following 

decision to close 

Department Head 
and SACSCOC Liaison 
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