

Application for Approval of Substantive Change (AASC)
May 2026
 
PURPOSE
The purpose of the Application for Approval of Substantive Change (AASC) is two-fold:
1. To foster appropriate planning for, and implementation of, proposed program changes that are subject to review by the Commission on Accreditation in Physical Therapy Education (CAPTE) as outlined in Part 9 of CAPTE’s Rules of Practice and Procedure. 
 
2. To provide CAPTE with sufficient information upon which to determine that the institution and program have the necessary capacity to implement the proposed change in a manner that preserves the program’s compliance with the Standards. To that end, required documentation (both narrative and appendices) is delineated. Failure to provide required documentation can lead to the AASC not being approved. 
 
If the AASC includes the development of a consortia, a two-step process is required. Refer to §9.2(k) in CAPTE's Rules of Practice and Procedure for the submission of the initial proposal, which may be submitted at any time. 
 
SUBMISSION REQUIREMENTS
The AASC is submitted through an electronic platform of the program’s choosing (i.e., Google Drive, SharePoint, Drop Box or OneDrive). No paper copies will be accepted, nor will email attachments be accepted. Folders, and any file not in a folder, must be labeled with the type of document(s) being submitted, name of the institution, and date (i.e., AASC narrative, required documents, appendices). See AASC formatting instructions below. Instructions and forms can be found on the CAPTE Resource Page: https://www.capteonline.org/faculty-and-program-resources/resource_documents.
 
	Required AASC Deadlines
CAPTE only reviews AASCs twice a year at its Spring & Fall meetings

	 
	Due Dates for Review at Spring 
CAPTE Meeting
	Due Dates for Review at Fall 
CAPTE meeting 

	Intent to submit an AASC due via the notifications on the portal
	January 15
	July 15

	*AASC due 
	February 1 
	August 1

	*AASC fee due (see Part 15 of Accreditation Handbook for fee)
	February 1 
	August 1


*If the due date falls over a weekend or on a holiday, the AASC is due the next business day. 
 
AASC fee: The fee must be received prior to or at the same time as the AASC submission on February 1 and August 1. Failure to submit the fee by the appropriate due date will result in delay of the review to the next meeting. Once a program submits its intent to submit an AASC through the portal, an invoice will be posted in the program's portal under “My Orders”. Follow the instructions for submitting payment as listed on the invoice.
 
Eligibility for CAPTE Review: Accreditation staff will screen the AASC to determine if it is complete and formatted as requested. If, during review of the AASC, staff discover that required responses, formatting or documents have not been provided, the program will be notified by phone and email. On the assumption that the missing information exists and is only missing due to a clerical/uploading error, the program will be given a maximum of twenty-four (24) hours to provide the missing information. Failure to provide the missing information in the allotted time will result in the automatic determination that the AASC is not eligible for further review. Incomplete AASCs will not be reviewed by CAPTE. 
 
AASC Instructions:
1. The narrative and appendices must be provided in PDF file format, except for the two documents noted below, and bookmarked for ease of navigation. This requires use of Adobe Acrobat® or the equivalent.  The following documents must be provided in Word (or equivalent):
a. The AASC SUMMARY CHART: This document, if the AASC is approved, becomes part of the document utilized in the annual follow-up reports. 
b. The DOCUMENT LIST: This document is used by staff to check in the AASC and determine if the AASC is eligible for review.
 
Bookmarks should clearly represent the document; extraneous subtitles, if any, created during the development of the PDF must be deleted.
 
2. Specific references about where to find provided information (e.g., document name and page numbers) must be noted in the narrative. 
 
3. When referencing information that is available on the internet through use of a URL, the URL must be active in the AASC, e.g., when clicked on, the reader should be taken to the identified location on the internet.
 
4. The AASC should be formatted as follows:
a. Narrative in one PDF; in order of the Elements; each Element must be bookmarked.  Utilize the relevant Standards and Required Elements to paste in the full wording of the element. 
b. One PDF of the required forms (except the two forms noted above); each form bookmarked.
c. One folder with course syllabi; syllabi labelled with course prefix, number, and title in a consistent manner.
d. One folder with faculty CVs, and for PT Programs, Scholarship forms for new faculty,
e. One PDF of the remaining appendices, bookmarked.  As stated above, the exception to this is the submission of the AASC Summary Chart and the Appendix List, which are to be submitted as Word (or equivalent) documents. 
 
5. All pages (narrative, forms, & appendices) should easily be readable on a computer screen.  Pages with text that runs vertically (e.g., bottom to top of screen) must be rotated so that all text runs horizontally.
 
6.   Additional requirements: 
· Required naming conventions are identified in the DOCUMENTATION LIST.
· If program wishes to provide additional appendices, add rows, list items and file name of the Documentation to the Documentation list. 
· The DOCUMENTATION LIST is one of the required appendices.
· Required CAPTE templates and charts are provided via the link noted in these instructions.
· If requested policies or information live in a supporting document (e.g., Student Handbook, Faculty Handbook, catalog), separate files with separate policies or information are NOT needed. If applicable, provide the supporting document bookmarked for the requested information. In the narrative, identify the page numbers where the requested policies are found, if applicable. 
· If different, replace the file name in DOCUMENTATION LIST with name of supporting document
· IMPORTANT: must be bookmarked to identify required information
· The Signature Page can be found on the CAPTE Accreditation Resource Page. Electronic signatures placed in a PDF are acceptable.

Reference guide for required documents:
· DOCUMENTATION LIST AND AASC SUMMARY CHART to be submitted in word
· The following are found on the CAPTE Resource Page: https://www.capteonline.org/faculty-and-program-resources/resource_documents.
· AASC SUMMARY CHART  
· ADDITIONAL CLINICAL EDUCATION PLACEMENTS NEEDED BY COURSE
· CE STUDENT EXPERIENCES CHART
· LETTER OF INTENT (LOI)
· OTHER POLICIES.PDF
· PLAN OF STUDY
· PROGRAM AND INSTITUTIONAL CONTACT INFORMATION: EXPANSION PROGRAM(S)
· PT - 7D CURRICULAR MAP  
· PT - ALLOCATION AND EXPENSE FORM (BUDGET)
· PT - CV FORMAT 
· PT - PROGRAM ASSESSMENT MATRIX 
· PT - WORKLOAD FORM - ASSOCIATE FACULTY
· PT - WORKLOAD FORM – CORE FACULTY 
· PTA - 7D CURRICULAR MAP 
· PTA - ALLOCATION AND EXPENSE FORM (BUDGET)
· PTA - CV FORMAT
· PTA - PROGRAM ASSESSMENT MATRIX 
· PTA - WORKLOAD FORM - ASSOCIATE FACULTY
· PTA - WORKLOAD FORM - CORE FACULTY 
· POLICY LOCATION CHART
· FACULTY SCHOLARSHIP FORM (PT ONLY)
· SIGNATURE PAGE
· All other documents, such as the CURRICULUM ASSESSMENT FORM, do not have a required format but must be submitted in pdf form.
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	[bookmark: _Hlk159483258]DOCUMENTATION LIST: 
Indicate Yes, No or NA (not applicable) in 'Included' column before including as a Word document (May 2026)

	Institution
	

	Date
	

	
	
	

	TYPE OF AASC

Check ALL that apply 
	____ Change in delivery format    
____ Increase in number of cohorts 
____ Increase in class size
____ Additional offering (expansion)
____ Separation 

	Date of implementation

	Planned date of graduation for first cohort
	
	
	

	Elements if applicable
	Required Narrative and Documentation
	Required Format 
	Required for
	Required naming convention provided below.  If have additional appendices, add rows
	Included: 
Y/N/NA (PROGRAM)
	Staff Only

	
	Signature Page
	Yes
	All AASCs

	Signature Page.pdf
	
	

	
	Program and Institutional Contact Information 
	Yes
	Expansion Programs only
	Contact Information.pdf
	
	

	Opening Description
	Brief Summary of Change requested that must include a rationale for the proposed change, and the data and analysis that support the change /AASC Summary Chart 
	Yes 
	All AASCs
	AASC Summary Chart.docx 
Must be Word document
	
	

	2C and 2D1-9, 6H
	Program Assessment
	Yes
	For all AASCS, respond to each item listed in the Evidence of Compliance for 2C and 2D1-9 and complete the program assessment matrix.

	Program Assessment Matrix.pdf

	
	

	
	
	
	For any AASC where changes will occur to any program resources listed in 2D6, respond to all bulleted item for the specific resource.

For any AASC necessitating a change in budget (2D6), provide budget data using the Allocations and Expense form.

	Allocation and Expense Form.pdf 

Note: allocations refer to monies allocated to the program and not total tuition dollars, unless all tuition dollars are allocated to the program, in which case a statement to that effect must be included.
	
	

	
	
	
	All AASCs that address a change in the number of students or the delivery of the program, provide a narrative to 6H and the assessment for 2D8.

	CE Sites Available form.pdf
Letters of Intent.pdf
CE Student Experience Chart.pdf
	
	

	2E
	Curriculum Assessment
	No
	All AASCs, respond to each bulleted item listed.

	Curriculum Assessment Matrix.pdf
	
	

	3E and
4C (PTA)/
4D (PT)
	Workload of Core and Associated Faculty
	Yes
	All AASCS, respond to each bulleted item listed i 3E and include all core and associated faculty on the respective workload table.

	Workload Form – Core Faculty.pdf
Workload Form – Associated Faculty. pdf
	
	

	4A and 4D
	Core and Associated Faculty


	No
	For all AASCs, respond to each item listed in the Evidence of Compliance for the core and associated faculty who will teach in the first year of the curriculum.  If the AASC is for an expansion or an additional cohort and faculty will be shared, respond for all core and associated faculty.  If not sharing core or associated faculty, then respond only for the core and associated faculty for the expansion program or the additional cohort.

	
	
	

	
	
	No
	For any new hires, provide a written contract or letter of agreement (on institutional letterhead) of hire or future hire, signed by both institutional representative and faculty member. Salary may be redacted.

	New faculty contract.pdf 

	
	

	
	
	Yes
	Provide a CV for all new core and associated faculty providing 50% or more of a course or 50% or more of lab hours. For new PT core faculty only, also include Faculty Scholarship Form.
	CV-last name.pdf

Scholarship-last name.pdf

	
	

	4F (PTA)/ 
4G (PT)
	CV - if change in program director leadership

	Yes
	For all AASCs, except separation, respond to each item in the SRE Evidence of Compliance listing. 

For PT programs only, complete the PD Qualifications Table.

For an expansion program, per the CAPTE Rules as it relates to leadership: Consider faculty that teach the additional cohort(s) to be faculty of the established accredited program such that: A. Have a structure wherein the faculty report to the program administrator of the established accredited program.  

If this is an AASC for separation, responses for each item in the Evidence of Compliance listing are required for both programs.
	CV-last name.pdf

PT PD Qualifications Table.pdf
	
	

	4M (PT Only)
	Demonstrate an effective blend of faculty with at least 50% of core faculty with an academic doctoral degree and individuals with clinical specialization.

	
	For all AASCs, except separation, respond to each item in the SRE Evidence of Compliance listing.
	
	
	

	5A
	Policy Location Chart the policies and procedures related to the student recruitment and admission. If the policies delineated in this element are not found in supporting documents, provide a copy of the relevant policies in the bookmarked document titled: Other Policies.pdf
	No
	For all AASCs, except separation, respond to each item in the SRE Evidence of Compliance listing.  

If this is an AASC for separation, responses for each item in the SRE Evidence of Compliance listing are required for both programs.
	Policy location chart.pdf and/or Other Policies.pdf
	
	

	5B
	Policy Location Chart the policies and procedures related to relevant information about the program and institution. 
If the policies delineated in this element are not found in supporting documents, provide a copy of the relevant policies in the bookmarked document titled: Other Policies.pdf
	
	For all AASCs, except separation, respond to each item in the SRE Evidence of Compliance listing. 

If this is an AASC for separation, responses for each item in the SRE Evidence of Compliance listing are required for both programs.
	Policy location chart.pdf and/or Other Policies.pdf
	
	

	5C
	Policy Location Chart the policies and procedures related to written policies, procedures, and practices that address the rights, responsibilities, safety, privacy, and dignity of program students. If the policies delineated in this element are not found in supporting documents, provide a copy of the relevant policies in the bookmarked document titled: Other Policies.pdf
	
	For all AASCs, except separation, respond to each item in the SRE Evidence of Compliance listing. 

If this is an AASC for separation, responses for each item in the SRE Evidence of Compliance listing are required for both programs.
	Policy location chart.pdf and/or Other Policies.pdf
	
	

	5D
	The Policy Location Chart the policies and procedures related to student retention, student progression and dismissal. 
If the policies delineated in this element are not found in supporting documents, provide a copy of the relevant policies in the bookmarked document titled: Other Policies.pdf

	No
	For all AASCs, except separation, respond to each item in the Evidence of Compliance listing. 

If this is an AASC for separation, responses for each item in the Evidence of Compliance listing are required for all programs.
	Policy location chart.pdf and/or Other Policies.pdf
	
	

	5E 
	Enrollment agreement, if applicable
	No
	For all AASCs, except separation, respond to each item in the SRE Evidence of Compliance listing. 

If this is an AASC for separation, responses for each item in the SRE Evidence of Compliance listing are required for all programs.

	Enrollment Agreement.pdf
	
	

	6A and 7D
 
	The Comprehensive Curricular Plan

	Yes 
	If there are changes in the plan of study, mode of delivery, respond to each item in the SRE Evidence of Compliance listing for 6A and include a current Plan of Study Form and a 7D Curricular Map.

If no change, the program response should be: No change.  

	Plan of Study.pdf
7D PT curriculum map.pdf or 7D PTA curriculum map.pdf

	
	

	6G
	Distance Education

	No
	If this is an AASC for change in delivery format for distance education, respond to each item in the Evidence of Compliance listing.
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