Jefferson Community and Technical College
Substantive Change – Policy and Procedure

Policy
It is the policy of Jefferson Community and Technical College to be in full compliance with the
substantive change policy and procedures of the Southern Association of Colleges and Schools
Commission on Colleges. (SACSCOC) All programs, departments and administrative areas of
the College are governed by and subject to this policy. The type and scope of the substantive
change determines the type of written communication and documentation (letter of notification,
prospectus, modified prospectus, agreements/contracts, etc.) that must be submitted to
SACSCOC and how far in advance this notification and documentation must be sent to the
accrediting agency (SACSCOC.) In all cases, approval must be received from the accrediting
agency prior to the implementation of a substantive change.
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
Additional substantive changes that require notification and, in some cases, approval prior to
implementation have been approved by the SACSCOC Board of Trustees.
Glossary of Terms
A glossary of terms developed by the accrediting agency is attached to this policy for reference.
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Procedures for Reporting Substantive Changes
The following procedures outline the substantive change process at the College: (1) the protocol
for reporting substantive changes to SACSCOC; (2) the responsibilities of the members of the
Substantive Change Coordinating Committee for identifying and reporting possible substantive
changes for reporting to SACSCOC; and (3) communication of documentation required and the
timeline for submitting the needed information in order to receive approval from the accrediting
agency for different types of substantive changes.
Protocol for Submission of Information Regarding Substantive Change
All information regarding possible substantive changes must be submitted to the SACSCOC
Accreditation Liaison (the Vice President of Institutional Effectiveness, Research and Planning)
for development of a letter of notification and, as needed, development of a prospectus, or
modified prospectus, along with all necessary documentation. This material is then sent to the
President of the College for review and submission to SACSCOC. Additionally, this
information is submitted to the Director of Financial Aid who forwards it to the Department of
Education (as needed) so as to be in compliance with federal Title IV regulations.
Note: Two new procedures have been implemented to augment the monitoring of compliance
with the SACSCOC Substantive Change Policy.
 All academic areas of the College are required to report, prior to registration for
each semester, any off-campus instructional sites for review by the Accreditation
Liaison. Once reviewed and approved the course can be entered into the
College’s database for student registration. If not approved, the process for
approval of a new site and/or other substantive change requirements must be
addressed.
 A tracking file for all off-campus instructional sites is maintained in the
Institutional Effectiveness, Research and Planning Department. This file includes
names and complete addresses of all off-campus instructional sites along with a
listing of all courses offered and percentage of credentials available by year.
Substantive Change Coordinating Committee – Member Responsibilities
In order to monitor the College’s compliance with the SACSCOC Substantive Change Policy,
and to facilitate the flow of information regarding actions leading to a substantive change
notification, a Substantive Change Coordinating Committee has been established and consists of
the following individuals: Provost, All Academic Deans, Faculty Chair of the Curriculum
Review Committee / Representative to the KCTCS Curriculum Review Committee (CRC),
Associate Dean of Student Affairs, Director for e-Learning Initiatives, Dual Credit Director,
Vice President of Workforce Solutions, Campus Directors (Bullitt County, Carrollton, Shelby
County), the Director of Financial Aid, Director of Grants and Contracts, and the SACSCOC
Liaison (convener).
The JCTC Substantive Change Coordinating Committee will meet on a monthly basis to assure
comprehensive identification of all possible substantive changes and, and thus, timely reporting
to SACSCOC. Specifically, members of the coordinating committee are charged with reporting
possible substantive change information to the Accreditation Liaison and for review and
discussion by the Coordinating Committee as follows:
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Academic Deans / Campus Directors /Chair of Curriculum Review Committee – Any
academic program changes regarding new programs, new instructional sites, any level change,
initiating coursework or programs at a different level than currently approved; expansion at
current level involving significant departure from current programs; initiating a certificate
program at a new off-campus site (previously approved program) or is a significant departure
from previously approved programs; initiating joint or dual degrees; establishing a branch
campus; significantly altering the length of a program; changing from clock hours to credit
hours; closing a program, approved off-campus site, branch campus or institution.
Director Dual Credit – Initiating off-campus sites where students can obtain 50% or more
credits toward a program, or students can obtain 25-49% of credits toward a program; initiating a
certificate program at a new off-campus site (previously approved program) or is a significant
departure from previously approved programs.
Vice President for Workforce Solutions – Initiating a certificate program at employer’s request
and on short notice at a new off-campus site (previously approved program); initiating a
certificate program at employer’s request and on short notice that is a significant departure from
previously approved programs; and initiating off-campus sites where students can obtain 50% or
more credits toward a program, or initiating off-campus sites where students can obtain 25-49%
of credits toward a program.
Director of Grants and Contracts / Director of Financial Aid – Initiating programs or courses
offered through contractual agreement or consortium; entering into a contract with an entity not
certified to participate in USDOE Title IV programs; initiating joint or dual degrees with another
institution.
Vice President for Institutional Effectiveness, Research, and Planning – Significantly
altering the mission of the institution; expanding current degree level; initiating a branch
campus; initiating a merger/consolidation with another institution; changing governance,
ownership, control, or legal status of the institution; relocating a main or branch campus; moving
an off-campus instructional site (serving the same geographic area); closing a program, approved
off-campus site, branch campus, or institution; institution to teach out its own students;
institution contracts with another institution to teach-out students (Teach-out Agreement);
acquiring any program or site from another institution, adding a permanent location at a site
where the institution is conducting a teach-out for students from another institution is closing.
Accreditation Liaison – Monitors all information from the accrediting agency and from the
College departments related to possible substantive changes so as support the College’s
compliance with the SACSCOC Substantive Change Policy; convenes the monthly meeting of
the Substantive Change Coordinating Committee and provides needed information including
reports, correspondence, policies, issues, and other items as needed, and prepares all
correspondence and supporting information related to substantive change notifications for the
President to review and sign.
Additionally, the Coordinating Committee will review any updates and/or letters from the
accrediting agency regarding substantive change. The committee will review the College’s
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compliance with the substantive change policy routinely and will make revisions to the JCTC
Substantive Change Policy and Procedure as needed.
Many different types of changes fall within the SACSCOC Substantive Change Policy. In order
for the committee members to understand the scope of this policy, a copy of the entire policy is
distributed annually to all members at the fall meeting or as the policy is updated by SACSCOC.
Communication of Policy and Procedure
The College Policy and Procedure on Substantive Change shall be posted on the College’s
website. Additionally, this policy and procedure will be reviewed at the academic and staff
leadership meetings held at the beginning of each semester (August and January.) Copies of the
policy will be sent via email to all academic and staff leadership as well.
Questions or clarification regarding this policy should be directed to the SACSCOC
Accreditation Liaison (Vice President of Institutional Effectiveness, Research and Planning.)
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