INSTRUCTIONS FOR SUBMITTING ASIGNIFICANT PROGRAM CHANGE

1. [bookmark: _GoBack]Please review ACOTE Policy “IV.B.1. Additions or Changes” on the ACOTE Policies and Procedures webpage to appropriately categorize the program change and review the documentation to be submitted.
2. Log in (as program director) to ACOTE Online (https://acote.aota.org).
3. Click on “SUBS. CHANGE” in the black bar.
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4. Click on “Add New Substantive Change” (blue bar).
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5. Select the radio button for a Significant Program Additions or Changes, Program Director Change or Other:
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6. Add a title under “Substantive Change Title”, add a description in the “Description” box, and click on “Save Substantive Change” (blue bar).
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7. Under “Upload Documents”, add a title for your document to be uploaded, a description, and click on Browse.
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8. Once you have located the document you wish to upload, hit “Upload” (blue button).
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9. When you are ready to submit your substantive change, hit “Submit Substantive Change” (black button).
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Select one of the following categories of Substantive Change:
O significant Program Additions or Changes

O Program Director Change
O Other (changes to institutional name, transfer of program sponsorship/ownership, or additional reports as directed by Accreditation staff)
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« addition or change of participating colleges in an accredited consortium A

« move to new facilities within the current administrative unit, but at a different campus (include information on how the change of location affects
compliance with the Standards, such as the impact on classrooms, laboratory, storage, offices, and space for private advising of students)
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Annual Report

Please complete the indicated sections below, and retur here to submit your annual report
After updating the Faculty tab, please complete the following the six sections of the survey. Please take a few minutes to read the directions at the beginning of
every section. As you complete your survey, the table below will show your progress as "Not Started,” "In Progress,” or "Complete.” When all sections are
"Complete," a Submit button will appear at the bottom of this page. You must hit the Submit button in order to complete your survey. The deadline for completing
and submitting your survey is February 20, 2014.

'SECTION E STATUS

Section I: General Program Information Not Started

Section II: Applicants & Enrollment Not Started

Section Il: Faculty Not Started

Section IV: Program Operations Not Started

Section V: Outcomes Not Started

Section V1. Access to Information Not Started

FACULTY PROFILES STATUS (“MARKED AS IN PROGRESS) é COUNT
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