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[bookmark: _Toc182299789]Substantive Change Policy
Irrespective of required continuous improvement progress reports, compliance reports, or other reports, the CCNE-accredited program is required to notify CCNE of any substantive change affecting the NP fellowship/residency program. Substantive changes include, but are not limited to:

· significant change in established mission or goals of the program;

· change in legal status, control, or ownership of the sponsoring organizations or program, including acquisition of another institution or program; 

· a significant reduction in resources of the sponsoring organizations or program; 

· change in status with a regulatory agency, including cases in which the sponsoring organizations or program is placed on warning, probationary, or show cause status;

· change in status with an institutional accrediting agency or nursing accrediting agency, including cases in which the sponsoring organization(s) or program remains accredited but is placed on warning, probationary, or show cause status (refer to Institutional Accreditation for the reporting timeline if an adverse action is taken);

· development of a new NP fellowship/residency program (CCNE’s acceptance of a substantive change notification regarding development of a new NP fellowship/residency program does not constitute an action to accredit that new program) (see the section on New Programs);

· change in (including suspension or closure of) NP fellowship/residency program offerings or options (refer to Withdrawal of Accreditation: Closed Programs for information on the timing of reporting the closing of a program);

· the addition of courses that represent a significant change in method or location of delivery from those offered when CCNE last evaluated the program;

· change in criteria for enrollment in the NP fellowship/residency program;

· change in program length;

· change of the chief nursing officer/chief nurse executive or fellowship/residency director;

· significant change in educator and staff composition and size;

· significant change in fellow/resident enrollment;

· major curricular revisions; and

· significant change in the partnership between the healthcare organization and the academic nursing program(s).



[bookmark: _Submission_Instructions][bookmark: _Toc182299790]Submission Instructions
This document offers guidelines on the recommended content for substantive change notifications.  

Submission Length
The substantive change notification should not exceed 5 pages, excluding pertinent supplementary information, unless otherwise approved in advance by CCNE staff. The page limit does not include the cover sheet.

Due Dates
All notifications, with the exception of program closures, must be submitted to CCNE no earlier than 90 days prior to implementation or occurrence of the change, but no later than 90 days after implementation or occurrence of the change.

Notifications regarding program closure must be submitted no earlier than 90 days, but no later than 30 days prior to the closure.

Submitting Multiple Notifications
If the institution needs to notify CCNE of multiple changes, they may be submitted as one document as long as clear section headings are used to demarcate each substantive change notification. If the institution is submitting multiple substantive changes, it may use up to 10 pages per change. 

Method of Submission
All notifications must be emailed as a PDF document to ccnesubchange@ccneaccreditation.org, along with the required cover sheet. 

Questions
Please contact Ben Karnes, at bkarnes@ccneaccreditation.org or 202-887-6791, ext. 230, if you have any questions regarding substantive change notifications.
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[bookmark: _Toc182299791][bookmark: _Toc51277642][bookmark: _Toc182299792]Substantive Change Cover Sheet

GENERAL INFORMATION

Submission Date:      

[bookmark: Text1]Name of Institution:      

Summary of Substantive Change:
In one to two sentences, please describe the substantive change being addressed in the notification (if submitting multiple changes, please list each change separately):
	[bookmark: _Hlk182300787]Insert text here.



NP Fellowship/Residency Program(s) Affected (add additional rows if needed):
	Insert text here.




ENROLLMENTS AND FELLOWSHIP/RESIDENCY LOCATIONS

Please identify and provide data for the CCNE-accredited NP fellowship/residency program, inclusive of all tracks, below. In addition, identify and provide data for any other NP fellowship/residency programs offered by the institution, regardless of which program(s) are affected by the substantive change. The institution may add or delete rows in the following tables as necessary. 

NP Fellowship/Residency Program Information:

Length of Program (add additional rows If needed):

	Program Name
	Year Program Became Operational
	Length of Program in Months

	     
	     
	     

	     
	     
	     



Fellow/Resident Data (provide up to 3 years of data per program, add additional rows if needed):

	Program Name
	Program Year
	# Fellows/Residents Enrolled
	# Completed Program

	(Name of Program 1)
	
	
	

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	(Name of Program 2)
	
	
	

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     




Describe the organizational relationship between the individual programs identified above, including, but not limited to, administrative control and leadership:

     

Additional Sites:

Identify any additional sites where the NP fellowship/residency program is offered, the distance from the main location, and the average number of fellows/residents currently enrolled at each location.

	Site
(City, State)
	Distance From Main Location 
(in miles)
	# Fellows/Residents Enrolled

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     

	     
	     
	     



Please note: This cover sheet cannot be used for the submission of self-study documents or continuous improvement progress reports.
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Change in Program Mission or Goals
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

1. Provide an overview of the change.
2. Demonstrate compliance with Key Elements I-A and I-B.
3. Discuss how the program will address potential impact on all existing CCNE-accredited NP fellowship/residency programs, with particular attention to Key Elements II-A, II-B, II-C, II-F, and II-G.

[bookmark: _Toc51277643]

[bookmark: _Toc182299793]Change in Legal Status, Control, or Ownership of the Sponsoring Organization or Program, Including Acquisition of Another Institution or Program
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

1. Provide an overview of the change.
2. If the sponsoring organization is a healthcare organization, provide evidence that the healthcare organization is accredited by an institutional accrediting agency that is recognized by the Centers for Medicare and Medicaid Services (CMS). If the sponsoring organization is an educational institution, provide evidence that the educational institution is accredited by an institutional accrediting agency recognized by the U.S. Department of Education and that the academic nursing program is accredited by a specialized/professional accrediting agency recognized by the U.S. Department of Education. 
3. Discuss how the program will address potential impact on all existing CCNE-accredited NP fellowship/residency programs, with particular attention to Key Elements II-A, II-B, II-C, II-D, and II-G.


[bookmark: _Toc51277644]

[bookmark: _Toc182299794]Reduction in Resources
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards.  

1. Provide an overview of the change.
2. Demonstrate compliance with Key Elements II-B, II-C, II-F, and II-G.

[bookmark: _Toc51277645]

[bookmark: _Toc182299795]Change in Status with Regulatory Agency
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

1. Provide an overview of the change.
2. Document how, if at all, the change affects the program’s compliance with CCNE accreditation standards.
3. Provide a copy of the most recent action letter from the regulatory agency. Attach the letter in PDF format along with the notification.
4. If the change in status is related to a change in resident/fellow achievement, the section pertaining to “Change in Achievement (Completion, Resident/Fellow Retention, Program Satisfaction)” should also be completed. 

[bookmark: _Toc51277646]

[bookmark: _Toc182299796]Change in Status with Institutional and/or Nursing Accrediting Agency
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

1. Provide an overview of the change.
2. Document how, if at all, the change affects the program’s compliance with CCNE accreditation standards.
3. Provide a copy of the most recent action letter from the institutional and/or nursing accrediting agency. Attach the letter in PDF format along with the notification.


[bookmark: _Toc51277647]

[bookmark: _Toc51277648][bookmark: _Toc182299797]Addition of a New Track or Program 
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

Consult with CCNE staff regarding what constitutes a new track vs. a new program.


Development of a New Track  

1. Provide an overview of the change. 
2. Provide the timeline for implementation. 
3. Discuss expectations (i.e., enrollments, program length, completion). 
4. Demonstrate compliance with Key Elements I-A, I-B, I-C, I-D, I-E, I-L, I-M, II-B, II-C, II-E, II-F, II-G, III-A, III-B, III-C, III-D, III-E, III-F, III-G, III-H, and IV-A. 
5. Discuss the methods of delivery and location.
Development of a New Program

1. Provide an overview of the change.
2. Discuss the timeline for implementation.
3. Discuss how the program will address potential impact on all existing CCNE-accredited NP fellowship/residency, with particular attention to Key Elements II-B, II-C, II-F, and II-G.

Please note that substantive change notifications do not constitute an accreditation action for a new NP fellowship/residency program. An accreditation action can only be taken by the Board, following a comprehensive on-site evaluation.

A new NP fellowship/residency program must submit a letter of intent to schedule an on-site evaluation. On-site evaluations are generally scheduled with CCNE a minimum of 12 months in advance.



[bookmark: _Toc182299798]Suspension of a Track or Program
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

Consult with CCNE staff regarding what constitutes a track vs. a program.

Suspension of Admissions for a Track

1. Provide a rationale for the suspension of admissions.
2. Provide the effective date of suspension of admissions.
3. Discuss the teach out plan for fellows/residents currently enrolled (if any) in the suspended track. The teach out plan should address:
a. the number of residents/fellows currently being taught out and the anticipated completion date,
b. if there will be any changes to curriculum or the plan of study (Standard III), and
c. if there will be any changes to fellowship/residency director, program educators, and mentors (Key Elements II-E and II-F).

Please note that once fellows/residents have been fully taught out, a separate substantive change notification must be submitted regarding the closure of the track.

Closure of a Program

1. Provide a rationale for the suspension of admissions.
2. Provide the effective date of suspension of admissions.
3. Discuss the teach out plan for fellows/residents currently enrolled (if any) in the suspended program. The teach out plan should address:
a. the number of fellows/residents currently being taught out and the anticipated completion date,
b. if there will be any changes to curriculum or the plan of study (Standard III), and
c. if there will be any changes to the fellowship/residency director(s), program educators, and mentors (Key Elements II-E and II-F).

Please note that once fellows/residents have been fully taught out, a separate notification must be submitted regarding the closure of the program.






[bookmark: _Toc182299799]Closure of a Track or Program 
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

Consult with CCNE staff regarding what constitutes a track v. a program.

Closure of a Track

If the closure of track(s) will lead to the closure of the program, please refer to the section below.

1. Identify the track(s) that are the subject of the closure.
2. Discuss the primary reason for closure of the track(s).
3. If the track(s) submitted a prior substantive change notification regarding the suspension of admissions, please append it to the notification.
a. If a substantive change notification regarding the suspension of admissions was not submitted, this notification should additionally address the date that the fellows/residents were taught out,
b. if there were any changes to curriculum or the plan of study (Standard III), and
c. if there were any changes to fellowship/residency director(s), program educators, and mentors (Key Elements II-E and II-F).
4. Identify the specific date (month, date, and year) of track(s) closure. 

Closure of a Program 

The policy regarding withdrawal of accreditation due to closure or termination can be found on page 15 of the CCNE Procedures for Accreditation of Nurse Practitioner Fellowship/Residency Programs.

An NP fellowship/residency program must remain in continuous operation with enrolled fellows/residents in order to remain accredited. A program must notify CCNE of its intent to close a program no earlier than 90 days prior to and no later than 30 days prior to the closure of the program. 

CCNE will withdraw accreditation of any NP fellowship/residency program that is closed or otherwise terminated. Accreditation will be withdrawn effective at the time of closure of the program. Actions to withdraw accreditation of closed programs are not subject to appeal. Within 30 days of learning of a program’s closure, CCNE staff will notify the institutional accrediting agency, other applicable accrediting agencies, appropriate state agencies, and the public of said action.

1. Identify the NP fellowship/residency program that is the subject of the program closure notification.
2. Discuss the primary reason for closure of the program.
3. Identify the specific date (month, date, and year) of program closure (e.g., the date on which the last fellows/residents will have completed the program). 
4. Identify how many fellows/residents are currently enrolled in the program that is closing. 
5. Identify how many fellows/residents are expected to complete the program between submission of this notification and closure of the program. 
6. [bookmark: _Toc51277650]Discuss whether the program implemented a teach-out plan. If so, please append it to the notification. 

[bookmark: _Toc182299800]Method or Location Change
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

1. Provide an overview of the change in method or location. (If the curriculum offered is different than that offered when CCNE last evaluated the program, a separate substantive change notification must be submitted for major curriculum revisions.)
2. Demonstrate compliance with Key Elements I-B, II-C, II-F, and II-G.
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[bookmark: _Toc182299801]Change in Criteria for Enrollment
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

1. Provide an overview in the change in the criteria for enrollment.
2. Demonstrate compliance with Key Elements I-B, I-C, and I-D.
[bookmark: _Toc182299802]
Change in Program Length
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

1. Provide an overview in the change in program length.
2. Demonstrate compliance with Key Elements I-C, II-B, II-C, II-F, and II-G.


[bookmark: _Toc182299803]Change in Chief Nursing Officer/Chief Nurse Executive
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

1. Demonstrate compliance with Key Elements II-H and II-I, including describing how the chief nursing officer/chief nurse executive is vested with administrative and budgetary authority.
2. Please provide full contact information (name with credentials, address, phone number, fax number, and email).
3. Provide a copy of the chief nursing officer’s/chief nurse executive’s current CV. Attach the CV in PDF format along with the notification.

[bookmark: _Toc51277652]

[bookmark: _Toc182299804]Change in Residency Director
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

1. Demonstrate compliance with Key Element II-E, including describing how the residency director provides effective leadership to the program.
2. Please provide full contact information (name with credentials, address, phone number, fax number, and email).
3. Provide a copy of the residency director’s current CV. Attach the CV in PDF format along with the notification.


[bookmark: _Toc182299805]Change in Chief Nurse Administrator of the Partnering Academic Nursing Program
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

1. Demonstrate compliance with Key Elements II-J and II-K, including describing how the chief nurse administrator is vested with administrative and budgetary authority.
2. Provide a copy of the chief nurse administrator’s current CV. Attach the CV in PDF format along with the notification.


[bookmark: _Toc182299806]Change in Educator and Staff Composition and Size
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

1. Provide an overview of the change.
2. Demonstrate compliance with Key Elements I-E, I-F, I-I, I-J, II-F, and II-G.
3. Discuss how the change in educator/staff composition/size will impact all existing CCNE-accredited NP fellowship/residency programs. 
[bookmark: _Toc51277653]

[bookmark: _Toc182299807]Change in Fellow/Resident Enrollment
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

1. Address the scope and nature of the change in resident enrollment (e.g., addition of fellow/resident cohorts, increase in staffing related to expansion of the healthcare organization).
2. Demonstrate compliance with Key Elements I-B, II-C, II-F, and II-G.
3. Discuss how the change in fellow/resident enrollment will impact all existing CCNE-accredited NP fellowship/residency programs.


[bookmark: _Toc51277654]

[bookmark: _Toc51277655][bookmark: _Toc182299808]Major Curricular Revision(s)
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

1. Provide an overview of the change, including content descriptions.
2. Address all key elements in Standard III applicable to the curricular revision.
3. Provide the timeline for implementation.

[bookmark: _Toc51277656]

[bookmark: _Toc182299809]Change in the Partnership Between the Healthcare Organization and the Academic Nursing Program(s)
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

1. Provide an overview of the change.
2. Demonstrate compliance with Key Element II-A.
3. As applicable, demonstrate compliance with Key Elements II-H and II-I, including describing how the chief nursing officer/chief nurse executive is vested with administrative and budgetary authority.
4. As applicable, provide a copy of the chief nursing officer’s/chief nurse executive’s current CV. Attach the CV in PDF format along with the notification.
5. As applicable, demonstrate compliance with Key Elements II-J and II-K, including describing how the chief nurse administrator is vested with administrative and budgetary authority.
6. As applicable, provide a copy of the chief nurse administrator’s current CV. Attach the CV in PDF format along with the notification.

[bookmark: _Toc182299810]Change in Achievement (Completion, Fellow/Resident Retention, Program Satisfaction)
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards. 

Program Completion Rates
1. Provide a detailed explanation as to why the expected level of achievement has not been met. See Key Element IV-D.
2. Provide an action plan for improving the completion rates.

Fellow/Resident Retention Rates
1. Provide a detailed explanation as to why the expected level of achievement has not been met. See Key Element IV-E.
2. Provide an action plan for improving the retention rates.

Satisfaction Rates from Both Fellows/Residents and Other Stakeholders
1. Provide a detailed explanation as to why the expected level of achievement has not been met. See Key Element IV-F.
2. Provide an action plan for improving the retention rates.

[bookmark: _Toc51277657]

[bookmark: _Toc182299811]Other Type of Substantive Change
Please refer to the submission instructions on page ii.

All key elements refer to the 2020 Standards.

1. Provide an overview of the change.
2. Document how, if at all, the change affects the program’s compliance with CCNE accreditation standards. 
3. Attach any relevant documentation in PDF format along with the notification.
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