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What is a Substantive Change?
A substantive change is a significant change that may affect the educational 

program or the program’s accreditation.

CoAEMSP Policies and Procedures Manual
Policy IV.C.





Examples of a substantive change

Change in Sponsorship
Change in Owner/Change in Name of Sponsoring Institution

Change in Program Location
Addition of a Satellite Location

Change in Key Personnel



When do I notify CoAEMSP?

Programs must notify CoAEMSP within forty-five (45) 
calendar days of the substantive change.

Substantive changes require submission of supporting 
documentation and may require immediate submission of a Progress 
Report and/or submission of a Self-Study Report and/or scheduling of 

a site visit.



Change in Sponsorship
CoAEMSP Policy III.K

CAAHEP accreditation cannot be transferred from one program to another. However, 
sponsorship of a CAAHEP accredited program may be transferred from one sponsor to 
another and such transfer may or may not affect the accreditation status of the program.

• Program Director notifies CoAEMSP in advance (minimum 60 days)

• CoAEMSP provides a list of required documentation

• Documentation Reviewed by CoAEMSP and Legal Counsel

• $1500 TOS Fee due to CoAEMSP

• Recommendation forwarded to CAAHEP for consideration



Change in Owner/Change in Name of Sponsoring 
Institution

CoAEMSP Policy III.J

If a program sponsor undergoes a change of name and/or change of controlling 
ownership, this information must be submitted to CAAHEP and the CoAEMSP via 
email. If the CoAEMSP determines that such change will have no impact on the 
accredited program(s), it will notify CAAHEP of that fact and no CAAHEP Board 
action will be necessary. If the change is more significant and will impact factors 
mentioned in CAAHEP Policy 207 then it will be considered a Transfer of 
Sponsorship and should follow the procedure outlined in that section.



Change in Owner/Change in Name of Sponsoring 
Institution, contd

Documentation required:

• Program Director notifies CoAEMSP in advance (minimum 60 days)
• CoAEMSP provides a list of required documentation

• Documentation Reviewed by CoAEMSP

• Recommendation forwarded to CAAHEP for consideration

• No Fee due to CoAEMSP



Still with us?



Change in Program Location
CoAEMSP Policy III.M

In the event of a change of location of the Paramedic and/or AEMT 
program location, notification is required at least sixty (60) calendar days 
in advance, or to assist in identifying the location where the program is 
offered if CoAEMSP or CAAHEP become aware the program location 
address is not on the record, the sponsor must complete and provide 
CoAEMSP with the following documentation. 



Change in Program Location, contd
Documentation required:
• Signed and dated letter from the President/CEO identifying the location and effective date 

of the re-location; 

• A CoAEMSP Personnel form for each key personnel individual affected by the move; 

• A brief virtual site visit of the new campus location may be required as part of the approval 
process; 

• Evidence the ‘new’ location is considered part of the main campus and doesn’t require 
approval by the institutional accreditor OR evidence the institutional accreditor approved 
the ‘new’ location as a campus or location including the name and address of the 
campus/location.



Addition of a Satellite
CoAEMSP Policy XIII.C

Off-campus location(s) that are advertised or otherwise made known to 
individuals outside the sponsor. The off-campus location(s) must offer all the 
professional didactic (which may include any distance education delivery 
modality) and laboratory content of the program. Satellites(s) are included in the 
CAAHEP accreditation of the sponsor and function under the direction of the Key 
Personnel of the program. The CoAEMSP may establish additional requirements 
that are consistent with CAAHEP Standards and policies.



Steps to Add a Satellite

• Submit Personnel Documentation to Add Satellite Lead Instructor in advance of Application
Ø Personnel Form
Ø Resume
Ø License(s) with expiration date
Ø Official e-transcript to validate highest degree

• Submit Satellite Application Minimum of 60-90 days in advance of start date for first cohort
Ø Use most current Satellite Application form posted on Resource Library webpage
Ø Formatted following Step By Step Instructions
Ø Brief virtual site visit at satellite (45 mins max) with either Dr Miller or Dr Cook
Ø Pay initial $500 fee





Change in Program Key Personnel
CoAEMSP Policy XVI

WHO are the key personnel?
• President/CEO

• Dean or equivalent

• Program Director

• Medical Director

• Satellite Lead Instructor (if applicable)



Change in Key Personnel, contd

Programs must notify CoAEMSP via email within 30 
calendar days of the vacancy or change in personnel 

whether interim or permanent 



Personnel Documentation Required

• CoAEMSP Personnel Form for all key personnel changes
• President and Dean – no additional supporting documentation
• Program Director – resume, current licensure with expiration date, 

official e-transcript validating highest degree
• Medical Director – resume, current licensure with expiration date, 

current Board certification with expiration date
• Satellite Lead Instructor – resume, current licensure with expiration date, 

official e-transcript validating highest degree
• Email to: personnel@coaemsp.org

mailto:personnel@coaemsp.org






Use The Resources



Resources
CoAEMSP Policies & Procedures Manual

Satellite Application Form
Detailed Step By Step Instructions

CoAEMSP Personnel Form
CoAEMSP Staff







Thank You 
Contacts:

Dr George Hatch, ext 112, george@coaemsp.org
Dr Mike Miller, ext 120, mike@coaemsp.org

Dr JC Cook, ext 121, jc@coaemsp.org
Lynn Caruthers, ext 115, lynn@coaemsp.org

mailto:george@coaemsp.org
mailto:mike@coaemsp.org
mailto:jc@coaemsp.org
mailto:lynn@coaemsp.org

