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Substantive Change: Location Change or Additional Location 
SUBMISSION FORM 

Please read these instructions carefully before submitting your request to the 
Degree Quality Assessment Board 

This template is for a location change or additional location at which the institution plans to offer 
already approved degree programs.  To apply to offer a new degree program, please see the Ministry 
website. 

SUBSTANTIVE CHANGE: LOCATION CHANGE OR ADDITIONAL LOCATION 
Consent to offer degree programs is specific to the activity, program (major and minor, if specified) and 
site described in the submitted application.  The consent holder must inform the minister before:  

• implementation of any material change in circumstances (i.e., ownership change, location 
change, material change in learning outcomes, the minimum qualifications of faculty). 
Minister's consent is required before the institution may advertise the new location. 

The institution is responsible for providing complete information and sufficient time for the 
assessment.  The process for location change or additional location takes 4 months for approval. 

Procedure: 

1. The institution submits a completed Substantive Change Request: Location Change or Additional
Location form to the DQAB Secretariat at DQABsecretariat@gov.bc.ca.

2. The Secretariat will verify the submission is complete. Incomplete submissions will not be accepted
and will be returned to the institution for further action.

3. After the submission is verified to be complete, the DQAB Secretariat will normally undertake a site
visit of the proposed location (if feasible).  The site visit will be arranged in consultation with the
institution.  The site visit normally occur before the DQAB reviews the submission.

4. Following the site visit, the submission will be placed on the next available DQAB meeting.  DQAB
meetings are typically scheduled every 6 weeks.  The Secretariat will provide observations to the
DQAB, along with the institution’s submission, for review.  The institution will receive an email
confirmation with the date the DQAB will review the request.

5. The DQAB will make a recommendation to the Minister on whether the new location or additional
location meets the expectations for degree granting institutions in British Columbia.  The DQAB
may take other considerations into account including, but not limited to, any outstanding Special
Terms and Conditions that are attached to the Institution’s Consent.

6. Minister’s decision: The institution cannot implement any material change in circumstances, i.e.,
location change or adding a location, without the Minister’s consent.

https://www2.gov.bc.ca/gov/content/education-training/post-secondary-education/institution-resources-administration/degree-authorization
mailto:DQABsecretariat@gov.bc.ca
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Instructions: 
• Please answer each question. If a question is not applicable, enter "N/A" in the appropriate

section. Do not delete any questions. Incomplete submissions will not be reviewed by the
DQAB.

• Add attachments, in PDF format, to the submission if applicable.
• This completed PDF form should be submitted to DQAB Secretariat at

DQABsecretariat@gov.bc.ca.

A. Location Overview

Name of Institution: 

The request is for a: 

 Location change

Provide physical address (current): 

Provide physical address (new): 

 Add a new location

  Provide physical address: 

(i) Briefly explain the benefits of the location to students and the institution. (150 words maximum)

(ii) Provide a list of the approved degree programs planned to be offered at the location over the
next three years, with enrollment projections. (150 words maximum)

mailto:DQABsecretariat@gov.bc.ca
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(iii) Explain how the student population will change as a result of the proposed substantive change,
if applicable. (150 words maximum)

(iv) If less than 100% of the program under consent is offered at the location, briefly explain what
options or provisions the institution will provide students who are enrolled in the program.
(150 words maximum)

B. Planning and Approval Process
(i) Describe the planning and approval process within the institution, indicating how the faculty and

other groups (administrators, trustees, stakeholders, system office, etc.) were involved in the
review and approval of the location. (150 words maximum)

(ii) Explain how the institution assessed the need for the location and how the program(s) proposed
to be offered at that location was/were determined.  Attach specific data that support the need
for the substantive change (e.g., student surveys, demographic information, etc.).
(150 words maximum)
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(iii) For additional locations, describe the administrative structure responsible for the location,
including how the location will communicate with, receive support from, and access the main
campus.  Provide an organizational chart to illustrate how the location is integrated into the
main campus academic and administrative structure. (150 words maximum)

(iv) Describe how the proposed substantive change will be conveyed in public relations
announcements, advertisements, and in all materials and communications for internal and
external constituents and include a timeline for communications. (150 words maximum)

(v) Provide a timeline of the proposed substantive change with critical milestones which include the
anticipated effective date. (150 words maximum)
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C. Physical Resources 
(i) Describe the physical and technological infrastructure and resources in support of the location. 

Include a site map, floor plans and photos of the building or location. (150 words maximum) 
 
 
 
 
 
 
 
 
 

(ii) Describe how the institution monitors the effective performance of the location to ensure that 
the facilities adequately support the academic program(s) and related student support services 
being offered, especially as/if the number of students and programs grow over time.  
(150 words maximum) 
 
 
 
 
 
 
 
 

 
D. Budget 
(i) Provide the budget projections for at least the first three years of the proposed location, based 

on the enrollment projections and including projected revenues and costs. The budget should 
include all budgetary assumptions, including commitment of institutional/system resources in 
support of any aspect of the location. (150 words maximum) 
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Sections E to G are applicable to additional locations only. 
 
E. Faculty  
(i) Provide the number of faculty (distinguishing between full-time and adjunct/part-time) 

allocated to support the program(s) at the location in terms of developing the curriculum, 
delivering instruction to students, supervising internships and dissertations, and evaluating 
educational effectiveness. Include plans for new hires as enrollment grows. (150 words maximum) 
 
 
 
 
 
 
 
 
 
 
 

(ii) Demonstrate the capacity and qualifications of faculty in developing teaching criteria and 
evaluating programs at the location. The submission should assess whether it has an adequate 
number of faculty appropriately prepared for supporting the program(s) at the location.  
(150 words maximum) 
 
 
 
 
 
 
 

 
 
F. Support Services  
(i) Describe the available student support services provided to students enrolled at this location, 

including, but not limited to:  
a) Ongoing academic advising and academic support 
b) Financial aid advising 
c) Career placement services 
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(ii) Describe the access to library systems (local, national, or global), electronic services, Internet,
information utilities, service providers, and book and document delivery services that will be
available for both faculty and students, on-site and remotely, as applicable. (150 words maximum)

(iii) Describe the library staff available to support students and faculty at the location, including
hours of availability, on-site and remotely, as applicable. (150 words maximum)

(iv) If not all services and support (e.g., IT, library, admission, advising, financial aid, career services,
etc.) are to be provided at the location, describe how they are provided and coordinated to
support students. (150 words maximum)

G. Contingency
(i) Please detail the institution’s plan for how students who begin a program will be able to finish if

the institution determines that the location is to be closed. (150 words maximum)
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