[bookmark: _Toc213673553][bookmark: _Toc213673926][bookmark: _Toc213673958][image: A close up of a logo

AI-generated content may be incorrect.]

Substantive Change Request
Instructions and form for international schools
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[bookmark: _Toc213673554][bookmark: _Toc213673927][bookmark: _Toc213673959]Introduction
This document outlines the process for requesting approval for a substantive change, such as a program, campus, or modality, within the accreditation status of an existing NEASC-accredited school. Once a school or program is accredited, any additional and substantive changes must be reported to NEASC for consideration and approval. 
Substantial changes and new elements requiring notification to NEASC and in some cases, the completion of this form:
· Change in head of school, accreditation coordinator or school board chair (notification only).
· Change in school ownership (form required).
· Addition of a new section of the school (example: adding secondary school) (form required).
· Opening a new campus or adding a new building (form required).
· Opening of an online campus (form required).
[bookmark: _Toc213673555][bookmark: _Toc213673928][bookmark: _Toc213673960]Policy Overview
[bookmark: _Int_VgEuIhkh]Schools must notify NEASC of any substantive changes not reviewed or considered at the time of their accreditation recognition. These include the addition of new campuses, programs, or modalities. Through a Review Process, NEASC will determine whether the substantive change qualifies for inclusion under the existing accreditation or requires a separate review and/or visit.
[bookmark: _Toc213673556][bookmark: _Toc213673929][bookmark: _Toc213673961]Review Process 
1. [bookmark: _Toc213673557][bookmark: _Toc213673930][bookmark: _Toc213673962]Submit the Substantive Change Request form below and include supporting documentation and evidence.

2. NEASC will assess whether the substantive change:
· Requires full review
· Constitutes a separate entity
· Qualifies for provisional inclusion

Making a judgement about whether a Substantive Change warrants inclusion within an existing school’s accreditation status with NEASC, or a separate entity entails a professional judgement made by NEASC based on all evidence provided. See the Appendix for a list of questions that may help determine this decision. 

Please note that, if applicable, once NEASC approves the Substantive Change Report under the school’s current accreditation, it will be recognized accordingly and reviewed at the next scheduled accreditation visit.

3. A visit may be scheduled to aligned with, when possible, the school’s accreditation cycle.

4. NEASC will issue one of the following decisions:
· Inclusion granted
· Inclusion granted with qualifications
· Inclusion deferred
· Inclusion denied (appealable)
[bookmark: _Toc213673558][bookmark: _Toc213673931][bookmark: _Toc213673963]Evaluation Criteria
The review will consider:
· Rationale for the request for substantive change.
· Alignment with the school’s Guiding Statements and consistency with the NEASC Foundation Standards.
· Implications and impact on the provision and quality of teaching and learning.
[bookmark: _Toc213673559][bookmark: _Toc213673932][bookmark: _Toc213673964]Substantive Change Request Form
[bookmark: _Toc213673560][bookmark: _Toc213673933][bookmark: _Toc213673965]Submission Requirements
The Head of School is responsible for submitting this form and supporting documentation and evidence. 
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[bookmark: _Toc139824583][bookmark: _Toc213673561][bookmark: _Toc213673934][bookmark: _Toc213673966]2. School Background 
	Full School Name:
	

	School Address:
	

	City, State/Province, Country:
	

	Postal Code:
	

	Head of School Name:
	

	Head of School Email:
	

	Accreditation Coordinator Name:
	

	Accreditation Coordinator Email:
	

	School Group (if applicable):
	

	Website:
	

	Date of submission:
	

	Type of Change: 
Check all that apply
	☐ New program (i.e., new section or grade levels)
☐ New campus or building
☐ New modality (i.e., online program) 
☐ Change in ownership
☐ Other (specify): 



3. School Guiding Statements
i.e. Mission, Vision, Framework for High-Quality Learning, Profile of a Learner, etc.:
	



Submit all supporting evidence either as separate attachments with your submission or by providing accessible links within the document.

4. Key Questions      
1. Provide a description and rationale for the substantive change.
	



2. Provide a description of the school’s governance and leadership structure. 
	


Submit all supporting evidence either as separate attachments with your submission or by providing accessible links within the document.

3. Respond to the prompts below as relevant and in the context of the substantive change(s): 
· Provide details of relevant learning structure, policies, and curriculum documents. If adding a new section or grade level, include information regarding diploma implications/requirements.
· Provide organizational charts and staffing details.
· Describe related health, safety, and wellness protocols.
· Describe related facilities and financial plans and resource allocations.
· Provide architectural plans and evidence of license for new campus/building. 
· If applicable, describe related boarding/residential program, policies, and practices.
	


Submit all supporting evidence either as separate attachments with your submission or by providing accessible links within the document.

[bookmark: _Toc213673562][bookmark: _Toc213673935][bookmark: _Toc213673967]5. Conclusion
Reflect on the benefits and challenges of the substantive change and outline actions planned for the next 1–2 years. 
	



Submit the completed form and documentation to cie@neasc.org and to your school’s Relationship Manager.

Reviewer/Visitor’s Conclusion and Recommendations
	


Reviewer/Visitor’s Name and title
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The following questions may help determine whether a Substantive Change warrants inclusion within an existing school’s accreditation status, as a single entity.
1. Is there one over-arching set of Guiding Statements that influences the ethos of all campuses and is put into practice at all sites?
2. When issuing opinion surveys to constituent groups, will all sites receive the same survey questions, with results tallied collectively? Will disaggregation between existing school and the new site/program be expected?
3. Are the policies guiding teaching and learning common across campuses, and the standards and expectations of teaching and learning consistent? 
4. Are similar curriculum programs on offer at the various sites? If not, is there a clear rationale for the differences, and are the guiding statements (mission/aims/values/framework for high-quality learning) common across sites? 
5. Is there one Governing Body responsible for all sites? 
6. Are all sites covered by one legal and/or ownership framework? 
7. If a separate physical campus, how far apart (in distance and time) is it from the existing school?
8. Is each campus funded by the same formula or budgetary process, even if fee levels differ, and separate cost centers exist for separate campuses? 
9. Is there one CEO/Administrator/Educational Leader who has oversight and accountability for all sites? 
10. Are Human Resources policies and practices consistent across campuses? 
11. Is a similar profile of staff employed at all sites under similar contractual conditions? 
12. Are similar or shared professional development programs available to staff on all sites?
13. Are staff routinely assigned across campuses, or each to a unique campus?
14. Are staff remunerated equally, like-for-like according to their responsibility and level of accountability, irrespective of the campus on which they operate? If not, are discrepancies justifiable and is there any plan to equalize remuneration rates, if appropriate.
15. Are students’ admissions policies similar on all sites? 
16. Are all sites serving a similar set of stakeholders, demographically and culturally? If not, are the differences justifiable? 
17. Is it expected or common for students to move from one campus to the other?
18. If there is a Parent Association (or similar group), are members drawn from both sites?
19. Are similar or shared student support services (SEN, ELS, guidance and counselling, health care, etc.) available on all sites? 
20. Are the cultures similar between the existing school and the new site/program?  If not, are differences justifiable and rationalized?
21. Do all sites have a similar quality and atmosphere of student and community life (personal and group relationships, student and parent consultation and information exchange processes)? 
22. In general, do governors, administrators, staff, students and parents on all sites feel part of one institution and act accordingly? 
23. Are operational systems applied consistently across campuses, for example health, safety and security procedures and standards? 
24. Are resources (food, security services, transport, cleaning, physical plant, IT provision, library/media center) of similar quality on all sites – and, if not, is there a plan to bring them into line? 
25. In website and overall marketing presentation, how distinct from the existing school is the new site/program represented?
26. Does the school wish to list the separate campus separately on the NEASC website, distinct from the existing accredited school?
27. Would one accreditation team be able to visit both campuses within the typical visit timeframe? Note: in some cases, a new site/program falling under the school’s existing accreditation may, at NEASC’s discretion, require extra visitors and/or visit days, or a wholly separate visit (and incur separate visit fees) for future preparatory and team visits.
Additional questions to consider for Online Programs
1. Has the school created an online campus to serve current students who prefer to learn via online program?
2. Is the online campus connected via staffing, policies, curriculum, etc. to a physical campus that is already accredited by NEASC?
3. Do students have the possibility to move between campuses (brick and mortar and online) if their circumstances or preferences change?
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