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Ps,	  Vs,	  and	  RTs	  

The	  Higher	  Learning	  Commission	  
A	  Commission	  of	  the	  North	  Central	  Associa2on	  	  	  

Panels,	  Visits,	  and	  Report	  
Templates	  (All	  the	  Pieces	  

Look	  the	  Same!)	  

◼ Report	  Templates	  

◼ SubstanEve	  
Change	  

◼ Panels	  and	  Visits	  

2	  

3	  

Provides	  in	  one	  
place	  a	  	  

quick	  overview	  of	  	  
informaEon	  for	  all	  

sessions	  
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◥ “Templates-‐R-‐us”	  
◥ Most	  Report	  Templates	  are	  
New	  (see	  Peer	  Reviewer	  Resources	  at	  
www.ncahlc.org)	  
 Panels	  
 Visits	  
 Embedded	  Reviews	  

!
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Substantive Change Recommendation Form: 
Change Panel 

 
After the panel achieves consensus, the Primary Reader completes this form to summarize and document the 
panel’s view. Notes and evidence should be essential and concise — a bullet or two, 50 words maximum. 
 

Institution:         City, State:      

Change requested:             

 
Part A: Analysis (See Part 1, General Questions in change application) 

Item 
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Notes 

Requested Change    

Classification of 
Change(s)   

 

Institutional Context    

Special Conditions    

Required Approvals    

 

Essential Elements 
The categories below relate to the evidence expected 
across subsections of Part 2 of the change application. 
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Evidence 

Commitment to, preparation for, and fit of the 
proposed change to the institution (characteristics, 
history, planning, design) (See Parts 1, 2, 3, 4 of 
change application.) 

   

 
 
 
 

Capacity (people, structures, and resources) for 
implementing and sustaining the change(s) (See 
Parts 1, 3, 5, 6 of change application) 

   

 
 
 
 

Strategies for systematically monitoring and 
evaluating the effects, performance, and/or quality of 
the change(s) (See Parts 1, 7 of change application.) 

   

 
 
 
 

ncahlc.org 
 

changerequests@hlcommission.org 
 
 

!

The Higher Learning Commission 
A Commission of the North Central Association of Colleges and Schools Template for Team Report 

for a Change Visit 
 
 

 

Note: This guide and template are for use only for stand-alone Change Visits. The 
standard Change Review Template, in conjunction with the appropriate focused 
or comprehensive team report template, should be used with embedded Change 
Visits. 

 
 

Delete this page before submitting report 
 
 
 

 

Note: To change headers and footers 

• Click on View Option in Menu Bar 

• Choose Headers and Footers 

• Scroll down to second page 

• Replace standard header with name of institution and visit number 

• Replace standard footer with date 
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Substantive Change Recommendation Form: 
Embedded Change Review 

 
After the team achieves consensus, the team leader completes this form and includes it with the report for the 
visit. Notes and evidence should be essential and concise — a bullet or two, 50 words maximum. 
 

Institution:         City, State:      

Change requested:             

 
Part A: Analysis (See Part 1, General Questions in change application) 

Item 
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Notes 

Requested Change    

Classification of 
Change(s)   

 

Institutional Context    

Special Conditions    

Required Approvals    

 

Essential Elements 
The categories below relate to the evidence expected 
across subsections of Part 2 of the change application. 
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Evidence 

Commitment to, preparation for, and fit of the 
proposed change to the institution (characteristics, 
history, planning, design) (See Parts 1, 2, 3, 4 of 
change application.) 

   

 
 
 
 

Capacity (people, structures, and resources) for 
implementing and sustaining the change(s) (See 
Parts 1, 3, 5, 6 of change application) 

   

 
 
 
 

Strategies for systematically monitoring and 
evaluating the effects, performance, and/or quality of 
the change(s) (See Parts 1, 7 of change application.) 

   

 
 
 
 

ncahlc.org 
 

changerequests@hlcommission.org 
 
 

!

The Higher Learning Commission 
A Commission of the North Central Association of Colleges and Schools 

Refer	  to	  page	  13	  of	  reference	  book	  for	  template	  inventory.	  
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New	  Documents	  
New	  PaTern	  for	  Review	  

Moves	  Separately	  through	  
Decision	  Process	  
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Change	  Applica:ons	  Received	  Since	  September	  2010	  

Change	  Applica:ons	  

LocaEon	  

Program	  

Delivery	  30%	  

39%	  

15%	  

Change request 
triaged to review 

process 
(Change Team 

& liaison) 

Desk Review 

Change 
Panel 

Change 
Visit 

Recommendation 
for Approval 

Recommendation 
for Denial 

Institutional 
Response 

Decision 
Process 

Change requests processed since September 2010 

Desk	  
Review	  

Change	  
Panel	  

Change	  
Visit	  

0	  

50	  

100	  

150	  

200	  

250	  

300	  

Type	  of	  Change	  Review	  

221	   285	   151	  
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Typical	  Emeframe	  for	  review	  
(esEmaEon):	  
 Desk	  review	  –	  2-‐3	  months	  
 Change	  panel	  –	  4	  months	  	  
 Change	  visit	  –	  6	  months	  

 ApplicaEon	  is	  sent	  to	  central	  e-‐mail	  
 Change	  Team	  reviews	  the	  submission	  
for	  completeness	  

 Intake	  and	  triage	  –	  preliminary	  
classificaEon	  	  

 Liaison	  classificaEon	  review	  	  

 Review	  process	  implemented	  
 Change	  review	  report	  submiTed,	  
quality	  check	  conducted	  

 Decision	  date	  scheduled	  (insEtuEon	  
noEfied)	  

 Decision	  made,	  tracked	  and	  
communicated	  	  
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The	  Panel	  Process	  
Change	  Visits	  

14	  

Before	  Change	  Panel	  Analysis	  

 You	  will	  receive	  an	  invitaEon	  email	  
 Email	  idenEfies	  type	  of	  change,	  team	  
leader,	  team	  members,	  and	  
insEtuEons	  with	  requests	  

 Materials	  for	  review	  will	  be	  sent	  from	  
YouSendIt	  account	  

4/6/12	   15	  



Panel Training: Substantive Change 
Programs, Locations, Delivery Applications 

Fall	  2011	   6	  

Before	  Change	  Panel	  Analysis	  

 Review	  the	  materials	  for	  the	  requests	  that	  
were	  sent	  

 Fill	  out	  the	  recommendaEon	  form	  to	  assist	  
with	  panel	  discussion	  

 Convener	  (panel	  leader)	  will	  contact	  panel	  
members	  to	  set	  up	  Eme	  for	  conference	  call	  

 QUESTIONS?	  

4/6/12	   16	  

Panel	  Discussion	  

 All	  panel	  members	  meet	  virtually	  to	  
discuss	  the	  change	  requests	  

 Review	  the	  forms:	  	  
 ApplicaEons	  (Delivery,	  Program,	  LocaEon)	  	  
 RecommendaEon	  form	  

4/6/12	   17	  

CompleEng	  the	  Form	  

 Limited	  opEons	  for	  recommendaEon	  
 For	  requests	  that	  need	  more	  
informaEon	  the	  panel	  leader	  
contacts	  the	  insEtuEon	  

 Return	  recommendaEon	  forms	  to	  
HLC	  within	  the	  4	  week	  Emeframe	  

 QUESTIONS?	  
4/6/12	   18	  



Panel Training: Substantive Change 
Programs, Locations, Delivery Applications 

Fall	  2011	   7	  

19	  

20	  

Change	  Visits	  

 Used	  only	  when	  required	  
 New	  template	  in	  place	  
 Uses	  the	  same	  evaluaEon	  points	  as	  
the	  change	  panel	  form—not	  the	  
focused	  visit	  you	  may	  be	  familiar	  
with	  

 EvaluaEon	  based	  on	  change	  
applicaEon	  

4/6/12	   21	  
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Goals:	  
Deny	  versus	  monitor	  

Don’t	  add	  sEpulaEons—call	  first	  
Don’t	  add	  conEngencies	  

23	  

24	  
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◥ 	  QuesEons?	  
 Lisa	  Ncube	  –	  lncube@hlcommission.org	  
Director,	  Peer	  Review	  Corps	  

 Pat	  Newton-‐Curran-‐	  
pnewton@hlcommission.org	  Director	  of	  
AccreditaEon	  OperaEons	  


