APPLICATION FOR APPROVAL OF A   
MASTER’S DEGREE PROGRAM


To be submitted for Commission approval prior to implementation.  This application must be bound with attachments appropriately marked and tabbed.  In accordance with Section II (B)(4)(a)(2) of the Standards of Accreditation, only institutions which are approved by the Commission to award baccalaureate degrees and which have received approval from applicable oversight agencies may apply for master’s degree approval.  Please note that an incomplete application will not be considered by the Commission until all required information is received. 
Check One:  Main School  _______    Branch _______
Name of School:














School Number:

Address:

City:











State:



Zip Code:

Telephone Number:








Fax Number:

Point of Contact:







E-mail Address:

1.
Degree Program Title:  
















2.
Credential to be awarded:  















3.
Total number of credit hours:  




Specify:  

  Semester  

  Quarter

4.
Proposed start date of degree program (month/day/year):  









5.    Does the institution currently offer an ACCSCT-approved baccalaureate degree program?  ____ yes ____ no

I certify that the information herein and attached hereto is correct and that this degree program has not been advertised or awarded to students.
Name:















Title:



(Chief Executive Officer)

Signature:














Date:
Attachments to this application:
1.
Processing fee of $1,500.  If this is a subsequent application for the same proposed program submitted concurrently by an affiliated school, submit a processing fee of $750.
2.
Program approval from the state (or applicable regulatory agency) with the title and approved clock or credit hours. If the state (or applicable regulatory agency) does not require approval, documentation from the agency to that effect must be submitted (Section I (D)(3), Standards of Accreditation).  Note - The Commission will not process applications without state or regulatory agency approval when it is required.
3.
An Outline of Degree Program (pages 4-6 of this application) to include corresponding course descriptions for each course required for completion of the proposed degree program demonstrating the following (Section II (B), Standards of Accreditation):

a. The courses within the proposed degree program are designed and will be offered in a way that provide for distinct levels of education and foster independent learning and an understanding of research methods appropriate to the academic discipline (Section II(B)(4)(b)(2), Standards of Accreditation).

b. The proposed degree program meets the minimum number of semester or quarter credit hours required (Section II (B)(4)(b)(3), Standards of Accreditation).
4.
If this proposed master’s degree program has been approved to be offered at an affiliated school (e.g., a main school, an affiliated school owned by the same corporation, etc.) accredited by ACCSCT, submit a copy of the ACCSCT approval letter including a copy of the Outline of Degree Program.
5.
If the school is applying to offer its first master’s degree program: Describe how the school plans to enhance its infrastructure to accommodate a master’s degree program in the following areas: student services, library resource system, faculty qualifications, Director of Education qualifications, faculty/student interaction, admission requirements, administrative support staff and other areas that the school deems necessary.  The plan must show that appropriate strategies and timelines are in place which demonstrates the readiness of the institution to offer an academic credential at a higher level.  
6.
Justify the implementation of the proposed degree program:

a.
Explain in detail the reason or basis for the implementation of the proposed degree program, including the following:

i. a description of the institution’s curriculum design process, which should identify those individuals involved in this process and their qualifications;

ii. how the institution places emphasis on higher-level coursework, including research and analytical skills, and independent and critical thinking skills; 

iii. how the curriculum offering is consistent with the goals, objectives, and mission of the institution; and

iv. how the graduate will benefit from the graduate level education offered that cannot be attained if the program is being offered at the baccalaureate, associate, or non-degree level. 
b.
Describe with details and supporting documentation demonstrating the school’s capacity to offer the proposed degree program in the following areas: 
i. future budget allocations;
ii. facilities; and 
iii. on-going improvement planning for the institution as a whole.

c.
A list of the diverse Program Advisory Committee (PAC) membership to include each member’s name, address, telephone number, occupations, and a brief description of the member’s professional background (Section II (B)(4)(c), Standards of Accreditation).  
d.
Submit minutes of the PAC meeting(s) to demonstrate that the committee collaborated to review and comment on the proposed degree program including the appropriateness of curriculum objectives, content, and length (Section II (A)(4) & II (B)(4)(b), Standards of Accreditation).  

7. Justify how the credit hours are awarded for the proposed degree program and explain why the chosen length of the program is appropriate to enable students to achieve the program objectives and to acquire the necessary knowledge and skills.
8. ​​​​​Training/instructional aids for the proposed degree program to include the following:  textbooks (listed by course), supplies, equipment, and audio/visual aids (Section II (A)(3), Standards of Accreditation).
9. Provide a list of learning resource system materials and describe how these materials will enhance the educational process and facilitate positive learning outcomes for students in the proposed degree program (Section II (A)(5)(b), Standards of Accreditation).

10. Faculty and Staff Personnel Reports for the proposed degree program (Section II (B)(4)(d)(e) and Section II (A)(5)(c),  Standards of Accreditation).

a. An organized list of all faculty for the master’s degree program showing specifically which courses they will be teaching. Include Faculty Personnel Reports for all instructors in the proposed degree program. If this information is not available, submit the specific timelines, hiring criteria, and describe the selection process for hiring faculty. 

b.
Faculty or Staff Personnel Report(s) for the individual who supervises and coordinates the graduate level education, and the individual who manages the proposed master’s degree program.   If this information is not available, submit the specific timeline, hiring criteria, and describe the selection process for hiring a qualified Director of Education/Training.
c.
A description of the credential, education and/or experience for the individual who coordinates the school’s learning resource system.  If this information is not available, submit the specific timeline, hiring criteria, and describe the selection process for hiring a Learning Resource Coordinator/Supervisor.
11. Draft catalog presentation of the proposed degree program as it will appear in the catalog (Section IV (B)(1) & II (B)(4)(f) & (g), Standards of Accreditation):
a.
Admissions requirements (Catalog Checklist, Item #6).

b. A description of the proposed degree program (Catalog Checklist, Items #8, #9, #12 and #13).

c. Maximum number of students in a classroom or laboratory (Catalog Checklist, Item #15).

d. Graduation requirements (Catalog Checklist, Item #20).

e.
The credential to be awarded upon completion of the proposed degree program (Catalog Checklist, Item #22).
12. Applied, integrated, culminating experience required for program completion (Section II (B)(2)(b)(4), Standards of Accreditation):
a.
A detailed description of the applied, integrated, culminating experience required for completion of the proposed master’s degree program (e.g., capstone experience, comprehensive examination, research project, or thesis).

b.
Provide a written training plan or course syllabus that specifies the students’ goals, as well as the applications and experiences that are to be accomplished during the culminating experience.  

c.
A Faculty or Staff Personnel Report of the designated school employee who will supervise or coordinate the student’s culminating experience.  If this information is not available, submit the specific timeline, hiring criteria, and describe the selection process for hiring a Culminating Experience Coordinator/Supervisor.
SUBMIT TO:
Executive Director





Accrediting Commission of Career Schools and Colleges of Technology





2101 Wilson Boulevard / Suite 302





Arlington, Virginia  22201

OUTLINE OF MASTER’S DEGREE PROGRAM

Name of School:













School Number:

Program Title:















Please list the number of classroom lecture, laboratory/shop, and/or externship clock hours and credit hours for each course in the school’s degree program, and attach a brief description for each course. Please refer to page six for the definition of technically/occupationally related courses.  Attach additional sheets if necessary.  

Circle One:  Quarter or Semester Credit Hours
Technical/Occupationally Related Courses:

36 quarter hours or 24 semester hours 

Minimum Number Of Total Credit Hours:

45 quarter hours or 30 semester hours
Technical/Occupationally Related Courses: 
	Course Number

Course Title
	Classroom/
Lecture

Clock Hours
	Lab/Shop/

Ind. Study

Clock Hours
	Externship

Clock

Hours
	Classroom/
Lecture

Credit

Hours
	Lab/Shop/

Ind. Study

Credit

Hours
	Externship

Credit

Hours

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Subtotals of section:
	
	
	
	
	
	


OUTLINE OF MASTER’S DEGREE PROGRAM

Applied/Integrated/Culminating Experience: (e.g., capstone, externship, comprehensive examination, project, or thesis)
	Course Number

Course Title
	Classroom/
Lecture

Clock Hours
	Lab/Shop/

Ind. Study

Clock Hours
	Externship

Clock

Hours
	Classroom/
Lecture

Credit

Hours
	Lab/Shop/

Ind. Study

Credit

Hours
	Externship

Credit

Hours

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Subtotals of section:
	
	
	
	
	
	


	TOTAL ALL SECTIONS
	
	
	
	
	
	


GLOSSARY OF TERMS

Credit Hours:


Semester Credit Hours - One semester credit hour for at least 15 hours of classroom contact; or for at least 30 hours of supervised laboratory/shop instruction; or for at least 30 hours of documented independent study activities; or for not fewer than 45 hours of externship/internship or work-related experience.


Quarter Credit Hours - One quarter credit hour for at least 10 hours of classroom contact; or for at least 20 hours of supervised laboratory/shop instruction; or for at least 20 hours of documented independent activities; or for not fewer than 30 hours of externship/internship or work-related experience. 
Technical/Occupationally Related Courses:  Technically and occupationally related courses, as distinguished from general education courses and applied general education courses, are directly related and applicable to a specific occupation or occupational cluster.  Technical and occupationally related courses provide education and training in the areas associated with theoretical knowledge, technical skills, occupationally related skills, and associated competencies necessary for a student to achieve the program objectives.

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