SELF-EVALUATION REPORT


APPLICATION FOR INITIAL ACCREDITATION



The school completes and provides to the Commission a Self-Evaluation Report. Self-evaluation is an assessment of the complete school, conducted by faculty and students, as well as by the school administration. The process should involve the entire school. The self-evaluation process provides an opportunity for the staff and faculty of the school, whether it is a small, highly specialized school or a large, departmentalized school, to examine itself and to draft findings and recommendations for its own action. Improvements within a school should be due primarily to its internal efforts rather than an on-site evaluation by an outside team.

The process of self-evaluation is expected to be a significant and on-going experience. Schools should incorporate the self-evaluation process as a permanent part of the institution’s operation.

The accreditation cycle is a maximum of five years, but may be less at the discretion of the Commission. Also, at the Commission’s discretion, schools may at any time be required to submit a new Self-Evaluation Report, other reports, receive an evaluation team, or be subject to other Commission directed action.

SUBMIT TO:
Executive Director


Accrediting Commission of Career Schools


   and Colleges of Technology


2101 Wilson Boulevard, Suite 302


Arlington, VA 22201
The Self-evaluation Report is comprised of twelve sections and two appendices.  The twelve sections parallel the Standards of Accreditation.  The two appendices describe additional information the school will need to prepare for the on-site evaluation.  Please read each question carefully and provide a thoughtful narrative response to each with appropriate documentation, as necessary, to support the school’s response.

I. CRITERIA FOR ELIGIBILITY

A.
Describe the school’s history including when it first began training students and first received accreditation from ACCSCT.  Please include all significant events (e.g. changes in location, name, ownership, etc.) in the school’s history.

B(1).
Describe the ownership and organizational structure of the school. Describe the guidelines of communication and responsibility between the various units within the school, its main school, and/or its separate facilities.

B(2).
Provide an Organization Chart outlining and supporting this description. Identify each owner or ownership entity and the person employed in each position.

C(1).
Present the school’s mission statement and primary educational objectives.  Describe how these prepare students for entrance or advancement in one or more occupations requiring manual, manipulative or technical competence or skills. Each program objective should describe a specific field of employment:

· how the school’s training is job oriented;  

· what graduates are expected to know and be able to perform; 

· how the school provides graduates with the necessary competencies for employment; and 

· what is the expected level of competency (entry or higher level) for students after successfully completing their program of training.

C(2).
Explain why the school has chosen to implement and continue to offer each training program, and document the need for each training program and provide a summary of any resources (e.g. local workforce documents, U.S. Department of Labor research, classified advertisements for jobs in the training area, etc.) used to document the need for the training program.

C(3).
Does the school have educational objectives other than those described above (e.g., GED preparation, refresher training, avocational courses, continuing education, etc.)?  What percentage of the school’s students are enrolled in these other educational objectives?

C(4).
Has the school entered into any contractual arrangements with business, industry or government agencies to offer specialty training (e.g., group training, off-site training, modified program offerings, individually design curriculum, etc.)?  If so, please describe these arrangements in detail.  In addition, prepare a copy of each contract to be available for review by the team during the on-site evaluation.

D(1).
List all reviews and/or audits by any accrediting, state, federal or other regulatory agency that have occurred during the past two years.*

D(2).
Summarize the conclusions of these activities and any action taken by any accrediting, state, federal or other regulatory agency.

E(1).
List any government-initiated investigation, complaint, legal or regulatory action against the school, its parent company, or owners, within the past two years, and summarize the current status or final disposition of such actions.*

E(2).
List any current or pending legal or regulatory action against the school’s parent company, or owners that could ultimately affect the school.

F.
Outline any other major changes that have occurred in the last two years such as changes of ownership, name, location, student body, default management and separate facilities.
G
Attach a copy of the letter accepting the school’s Application for Initial Accreditation.

*
As this may be too voluminous to include in the Self-Evaluation Report, please have supporting documentation relative to these questions prepared and readily available for review by the on-site evaluation team. 

II. PROGRAM REQUIREMENTS

A(1).
Provide an instructional outline or course syllabi for each training program offered by the school. Each outline, or syllabus, should show the scope, sequence (including prerequisites) and timetable of the subject matter that is required to achieve each program objective. Please provide only an outline and do not include daily lesson plans.

A(2).
Provide a brief summary of each course within each training program.

A(3).
Describe how the school’s curriculum and instructional outlines are developed and who is involved in that process.  

B(1)
How has the school determined that each of its programs is the appropriate length to meet the training objectives?

B(2).
Explain why the chosen length of each program is the appropriate length to enable students to achieve the program objectives and to acquire the necessary knowledge and skills.
Cite external validation and opinions in this regard to include the review and comments by the school’s Program Advisory Committee(s).
C(1).
Describe how the school ascertains that relevant and current practices of each occupation are continually being taught.  Include the review and comments by the school’s Program Advisory Committee(s).

C(2).
Describe how the school ensures that instructional materials and equipment:

a) reflect what is currently being used in occupational settings;

b) are sufficiently comprehensive;

c) are sufficient in quantity;

d) include teaching devices and supplemental instructional aids appropriate to the subject(s);

e) are properly maintained and provided with proper safety devices; and

f) meet each training program objective.

C(3).
Cite external validation and opinions in this regard to include the review and comments by the school’s Program Advisory Committee(s).

D(1).
Describe the qualifications of the members of the school’s Program Advisory Committee(s) and include the members’ names and contact information, to include telephone numbers and email addresses.

D(2).
How has the Program Advisory Committee(s) participated in the development of the program(s), and how does it evaluate and support the progress of the program(s) on a regular basis?

D(3).
What is the frequency and content of meetings with the Program Advisory Committee(s)? Provide copies of minutes for each meeting of each of the school’s Program Advisory Committee(s).

E(1).
Describe the extent and nature of the school’s learning resource materials and library system.

E(2).
Explain how the school’s learning resource materials are sufficient, appropriate, and adequate in relation to the subjects taught.  

E(3).
Specify the school’s plan for renewing/updating and expanding the school’s learning resource materials and library system.

E(4).
How does the school encourage use of its library and/or resource materials?  Include any assignments or projects which require student use of the school learning resource materials.

E(5).
Explain how the library is accessible to the student body beyond classroom hours.

F(1).
Does the school have an externship/internship required for the completion of its program(s)? If so, provide a sample written training plan which specifies the student’s goals as well as the experiences and applications to be accomplished.

F(2).
Identify and describe the qualifications of the faculty member who supervises externship/internship training and describe how the supervision takes place.

G(1).
Has the school entered into any consortium, partnership or contractual arrangements with another entity to offer a portion of its training program?  If so, please describe in detail these arrangements to include the accredited status of the school’s partner in this endeavor as well as any approvals received by the Commission in this regard.

G(2).
What percentage of the total required curriculum must be completed at the school in order for a student to be awarded a completion credential?

H.
Does the school allow independent study options for its students?  If so, please address the following:

a) How is the independent study relevant and appropriate to program objectives?

b) What are the required readings, research, examinations, reports, research papers, portfolios or similar assignments which are designed to measure the student’s achieved competency relative to the required subject matter objectives.

c) What type of comprehensive educational objectives and written outlines of the competencies to be achieved does the school utilize?

d) How often are students required to meet with independent study faculty?

e) Describe the school’s credit award rationale for independent study.

f) Demonstrate how the school determines that students engaged in independent study have acquired the knowledge, skills, and/or competencies that are at least equivalent to those by students enrolled in traditional courses.

g) What is the maximum percentage of the curriculum that students may take for credit via independent study?

I.
How does the school determine that its students are achieving the competencies that are essential to success in their occupation by the time they have completed their training? What measures are used to evaluate program training effectiveness?

J.
Describe and explain the rationale for any substantive curriculum changes made in the school’s training programs during the last two years.

K.
What short or long range needs have been identified that may lead to further changes in the school’s training programs?

The following items pertain only to those schools which offer degree programs:

M.
List the name of each degree program and the type of each degree offered.  Explain the school’s rationale for offering each type of degree.

N.
For each degree program offered, attach a copy of the Outline of Degree Program from the school’s Application for Approval of a Degree Program.

O.
How does the school ensure that each student in a degree program has a high school diploma or a recognized equivalency certificate before the student starts class?

P.
For each academic degree program, state what percentage of the required curriculum must be completed at the school, at a minimum, for the student to earn the degree(s).

Q.
If the school offers a baccalaureate degree or higher, demonstrate that the courses, including prerequisites, are offered in a way that provides distinct levels of training (i.e., lower level and upper level courses).

R(1).
Demonstrate how the school maintains the appropriate library and resource materials, in sufficient titles and numbers, including: standard works of reference, relevant current periodicals, and relevant reference materials.

R(2)
Demonstrate how the school ensures that the library and resource center is appropriate in scope for the number of students served.

R(3).
Identify the staff member who is responsible to provide oversight/management of the library/resource center. 

The following items pertain only to those schools which offer English as a Second Language programs:
S.
Provide a detailed description of each English as a Second Language (ESL) program offered by the school. Indicate if each program is a front-loaded, integrated, or stand-alone program.

T.
Describe the objective of each ESL program offered by the school.

U.
Describe how each student enrolled in an ESL program is tested prior to and at the conclusion of the program. Indicate what nationally recognized test is used, and attach copies of all testing materials.

V(1).
List admission requirements for all students entering ESL programs offered by the school.

V(2).
List all ESL instructors, both full-time and part-time, who have been employed by the school since the last accreditation review in the following format:

	Instructor Name
	FT / PT
	Date of Hire

(month/year)
	Date Employment Ceased (mo/yr)
	Reason

	
	
	
	
	


V(3).
List the number of students currently enrolled in each ESL program offered by the school. What is the percentage of the school’s total student population enrolled in ESL programs.

III. FACULTY
A(1).
Explain how the director of education/training is qualified to lead the school’s educational and training programs.  As part of your response, describe how the person responsible for oversight and management (i.e. director, director of education/training) of the school’s training programs provides supervision of faculty, manages program schedules, creates lesson plans, and coordinates with the school’s Program Advisory Committee(s).

A(2).
Describe how the director of education/training has an educational background equal to or exceeding the maximum credential offered by the school. If the school offers a degree program, demonstrate that the director of education/training has an earned degree at least one level higher than the highest degree offered at the school.

B(1).
Describe how the school ensures that all faculty teaching in a certificate, diploma or degree program meet, minimally, the accreditation requirements related to practical work experience in the subject being taught.  In addition, describe the process the school uses to verify the practical work experience of each faculty member.

B(2).
Explain how the school is able to demonstrate that all faculty members have received training in instructional methods and teaching skills, and are able to demonstrate a command of theory and practice, contemporary knowledge, and continuing study in their particular field.  Does the school have a training program to provide training in instructional methods and teaching skills?  If so, please describe the program curriculum and explain the effectiveness of this training program. 

B(3).
What documentation is maintained to demonstrate faculty members’ qualifications (i.e., academic credentials, previous work experience, and required licenses or certificates)?

C.
State the current and maximum student/teacher ratios by lecture and lab. Explain how these ratios are appropriate.  Describe how the instructional staff is sufficient in number to effectively serve the number of students in attendance at maximum enrollment.

D.
Describe how the instructional staff maintains a satisfactory working relationship with students, including sufficient time to talk to students, grade papers, stay current with the field of training, and fulfill the required contact hours of teaching. 

E(1)
Describe how the school evaluates its faculty members and explain how it addresses deficiencies in faculty performance identified through this process.  Provide a copy the instrument used to document this process.

E(2).
Provide a summary of the faculty evaluations conducted by supervisory administrators during the last 12 months.* 

E(3).
Provide a summary of student evaluations of faculty members performed within the last twelve months. Include the name(s) of the training program(s), date of the survey, number of students surveyed, number of responses, and provide of copy of the survey.  What problems related to the faculty have been identified by students, and what actions have been initiated to address these problems?* 

F.
List all instructors, both full-time and part-time, who have been employed by the school since the last accreditation review in the following format:

	Instructor

Name
	Full- or Part-Time
	Date of Hire

(month/year)
	Date of Termination

(month/year)
	Reason for Leaving

 (if applicable)

	
	
	
	
	


· What is the average length of employment for current faculty?

· Is the pattern of faculty retention, contained in the chart above typical?  Explain how this pattern is appropriate to the school and its programs.

G(1). 
Attach a copy of the school’s written plan for faculty professional development. This plan must include specific benchmarks, timelines, and goals in areas such as membership in trade and professional bodies; attendance at trade and professional meetings; in-service training; continuing education in regard to new developments, techniques, and new equipment/materials in the field of training; advanced training; and research in new technical and teaching methods.

G(2). 
Demonstrate how this plan has been implemented. Describe how, as a result of the school’s plan for faculty professional development, the improvements that have occurred in curriculum, teaching techniques and student relations.

*
As this may be too voluminous to include in the Self-Evaluation Report as supporting documentation, please have the completed faculty and student  surveys readily available for review by the on-site evaluation team.

IV. STUDENT RECRUITMENT

A.
Describe the nature and extent of the school’s recruitment program (as distinct from admissions practices) including the geographical recruitment area and the forms used for advertising and promotion.

B(1).
Who conducts recruitment activities for the school (i.e. representatives, recruiters, surveyors, international third-party, agents, etc.)? Does any part of the enrollment process take place outside the school premises, including the actual signing of the enrollment agreement?  Include the job title and describe the job duties of the person(s) responsible for conducting recruitment activities for the school.

B(2).
Describe how recruiting and admissions personnel are selected, trained and supervised. Explain how the school ensures that only ethical practices are used.

C.
Describe the method of compensation for all recruitment and admissions personnel by title, explaining the contractual relationship of each with the school.

D.
Does the school use employment agencies to recruit prospective students?  If yes, explain how the school ensures that explicit or implicit promises of employment are not made to prospective students.

E.
What process does the school use to develop and place advertising and other promotional materials or activities? Who approves advertisements and promotional materials?

F. Identify the position(s) and person(s) responsible for, and describe the process by which applicants to the school are informed about all charges for training, to include possible tuition increases, the methods of paying for their program, and the availability of financial aid opportunities.

G.
What is the school’s cancellation policy? How are students informed about this policy?  

H.
Have any improvements for the school’s recruitment procedure been identified for implementation in the near future? If so, please describe.

I.
If the school uses statements of endorsement in its catalog, literature or advertising, please describe the process used to secure written authorization for the author or source.*

*
As this may be too voluminous to include in the Self-Evaluation Report, please have supporting documentation relative to this question prepared and readily available for review by the on-site evaluation team.

V. ADMISSION POLICIES AND PRACTICES
A.
Describe the school’s admission policies and admission practices (as distinct from recruitment practices). How does the school determine that its admissions policies are appropriate measures of a potential student’s success and that the potential student is capable of benefiting from the training offered?

B(1).
Describe the enrollment process, including where and when enrollment occurs and how does the school determine with reasonable certainty that each person who enrolls is fully informed about the nature of training provided.

B(2).
How does the school document that all students meet the school’s admissions requirements prior to matriculation?
C(1).
If applicable, what tests are used to assess ability-to-benefit students (i.e., students admitted without a high school graduation or the equivalent) prior to matriculation? Attach all testing materials or instruments that are used to determine ability-to-benefit status and provide the required passing scores. If the school uses tests that are not on the U.S. Department of Education list of approved tests, attach an evaluation and provide a rationale for selecting these tests.   Include a résumé or credentials of the independent third party that evaluated the tests for appropriateness.

C(2).
Of the current students in attendance, how many were admitted, by training program, on the basis of ability-to-benefit (ATB)? Indicate by program listed in the following format.

	Program Title
	Total Students
	ATB Population
	Percentage of Total ATB Students

	
	
	
	


D.
How does the school determine the effectiveness of its admission requirements, to include policies related to ability to benefit students? What periodic studies have been conducted for this purpose? What have been the results of studies conducted by the school?

E.
Have any improvements in the school’s admission policies and practices been identified for implementation in the near future? If so, please describe.

F.
Describe the policy and practice by which students are denied admission to the school. How does the school document the basis for denial?

VI. STUDENT SERVICES
A(1).
Describe the school’s student services and detail the method of delivery for each service.  Address, at a minimum, the following areas: student advising, special support for ability-to-benefit students, record keeping, financial aid assistance, student loan management training, placement assistance, and graduate follow-up. How are students made aware of the services offered?

A(2).
How is each student service continually monitored and evaluated for effectiveness? How do these services support and enhance the school’s training programs?

B(1).
For degree granting schools, or schools which enroll ability-to-benefit students, demonstrate that the student services offered at your school are comprehensive in nature and take into account the number of programs offered and the size and mix of your student body.   Demonstrate that these services include life skills, coping skills, career development skills, budget and personal financial planning skills, and general development appropriate to higher education studies.

 B(2).
For schools which enroll ability-to-benefit students, demonstrate that the school’s student services include, at a minimum, academic and individual advising; supervision and monitoring of attendance records and leaves of absence; placement assistance; and information concerning housing, transportation, and child care.

B(3).
How is individual counseling provided to students, when necessary?  

C(1).
Who is the individual responsible for each area of student services and how are they qualified to coordinate the student service(s)?

C(2).
Describe how, and explain with what frequency, students are advised of their training progress.  What provisions are included in this process to assist students who are having difficulties? How does the school maintain documentation of student advising sessions?

D(1).
Submit a copy of the school’s official transcript for a recent graduate (name may be removed). Explain how this record shows that the student has graduated successfully from the school. Describe the school’s policy for issuing transcripts.

D(2).
Describe how a student’s permanent educational and necessary financial records, including transcripts, are maintained and protected against fire, vandalism, and other perils.

E.
If public notices of placement rates are used, attach copies of those notices and explain how they are used by the school.  
F(1).
Provide the school’s published procedure for handling student complaints.  How are students informed of this procedure and what other steps can they take if they have a concern?

F(2).
Provide rationale explaining why the school believes this procedure has been effective during the last two years.  If applicable, describe how it has been updated in that timeframe?

VII. STUDENT PROGRESS

A(1).
Present the school’s practice for objective evaluation of student progress and achievement.  How does the school determine its individual benchmarks for the objective evaluation of student progress and achievement? Describe the grading system used by the school to indicate student progress.

A(2).
State the school’s policy on attendance.  How has the school determined that this policy is appropriate and effective to attain the objectives of each program and ultimately, the school’s mission? How is this policy enforced in conjunction with the school’s satisfactory progress policy.

A(3).
State the school’s leave of absence policy.

B.
State the school’s satisfactory progress policy.

C.
Please submit a Completion and Placement Chart for each program offered at the school (to include a separate chart for same programs which vary in length).  Each Completion and Placement Chary must use a Report Date between the date that the school’s Application for Initial Accreditation was accepted and the date that the SER is due in the Commission office. Please ensure that these reports have been correctly and accurately prepared and have all supporting documentation available for review and verification by the on-site evaluation team.  

D(1).
How do the completion rates for each training program demonstrate successful student achievement?

D(2).
Does the school have a retention improvement program? If so, please describe.

D(3).
Based upon the number of withdrawn students working in the field of training or a related field, explain, in general terms, why these students did not complete their program.

E. How do the placement rates for each training program demonstrate successful student achievement?

F. Describe how the school maintains student placement records for each of the past five (5) years. Provide a sample placement record for review.

G.  Provide a list of 20 employers (or as many as possible) for each training program offered at the school who have employed the school’s graduates within the past six months.  For each employer, please include, at a minimum, the following elements:

· Name and address of employer

· Name of contact person for verification

· Employer telephone number

· Name of graduate/student and identification number

· Graduate telephone number

· Date of graduation

· Date of initial employment and Job title

H.
What follow-up program is used by the school after the graduates are placed in jobs? Describe how this program helps to verify acceptance of the graduates in the field of training.

I(1).
Is certification/licensure required before a graduate may gain employment in the field for which training was provided? If yes, describe the certification/licensure requirement (including who administers the certification/licensing examinations, how often are tests given, etc.).

I(2).
How do the state or federal licensing examination pass rates for each training program demonstrate and support successful student achievement?

VIII. MANAGEMENT
A(1).
Describe how the school’s leadership, management and administrative capacity are adequate, appropriate and sufficient to ensure that the school meets its objectives, fulfill its obligations to students and meets or exceed accrediting standards on an on-going basis.

A(2).
Explain and provide documentation that the school is supervised full-time by an on-site individual or team with the appropriate combination of education, experience and demonstrated ability to lead and manage a post-secondary educational institution.

A(3).
Describe and provide evidence that all owners, members of school management, and administrative employees have past records of integrity, are qualified for their particular roles, and possess the appropriate education, training and experience commensurate with the level of their responsibilities.

A(4).
Explain how the number of managers and administrative employees necessary to support the school’s operations, student services and educational programs is sufficient.

A(5).
Describe how the school’s administrative and operational policies and procedures are appropriate and demonstrate how the school adheres to, reviews and updates these policies and procedures as needed.
A(6).
Describe how members of school management and administrative employees participate in on-going development and training activities which support their particular roles in the school.

A(7).
Demonstrate that the continuity of management and administrative capacity is ensured through the reasonable retention of management and administrative staff.

	Staff Member’s Name
	FT / PT
	Date of Hire

(month/year)
	Date Employment Ceased (mo/yr)
	Reason

	
	
	
	
	


A(8).
Describe changes in management personnel and significant changes in policies and practices that have occurred during the last accreditation cycle.

B(1).
Describe the school’s on-going institutional assessment and improvement activities and planning. How are these activities appropriate to the size and scale of the school’s operations and support the management and administration of the school as well as the quality of education provided?
B(2).
How does the school use institutional assessment and improvement activities to support and enhance the quality of the education provided using information obtained internally (e.g., staff and faculty development and planning, student input and feedback, etc.) and externally (e.g., Program Advisory Committees, employers, community involvement, school graduates, etc.) and as a means to validate the school’s educational and administrative practices and to document and improve student learning and achievement? 

B(3).
Attach a copy of the school’s written and comprehensive plan which examines school operations and sets forth specific short- and long-range (i.e., minimally three years) goals for improvement with measurable benchmarks and timelines for implementation. and provide documentation to evidence the implementation of this plan. (The institutional assessment and improvement plan must address the entire school in such areas as management; fiscal condition and budget; administrative policies and practices; student support services; faculty and staff development; educational program curricula; learning resources system, equipment, and supporting materials; facilities; and student achievement outcomes.)

C(1).
Describe how the school’s financial structure is sound with resources sufficient for the proper operation of the school and discharge of obligations to students.

C(2).
Describe the school’s budgeting process.  How does the school monitor its budgetary projections in relation to actual income and expenses on a regular basis throughout the fiscal year?
C(3).
How has the school allocated working capital for expenditures required to ensure the proper operation of the school and the discharge of its obligations to students as well as for institutional improvement and faculty development activities. 
C(4).
 Attach a copy of the school’s current fiscal year budget with a budget-to-actual analysis as of one month prior to the due date of the Self-Evaluation Report.

C(5).
Describe how the school determines that its insurance coverage provides adequate protection for the school and its students.

D.
Describe how tuition is charged. Does the school require payment in advance or does it provide for payment plans? Does the school charge interest for installment payments? Does the school continue to charge payments beyond graduation?  If applicable, please demonstrate how the school’s payment plan is in compliance with the federal Truth in Lending Act (Regulation Z).

E.
List scholarships awarded to students or tuition discounts given in the last accreditation cycle and describe how the school advertises scholarships.  Specify the sources of funds, and explain the objectives of each scholarship program. Provide approval letters if required by the state.

F.
Present the school’s refund policy.  Explain how this policy complies with all applicable state, federal and other third party requirements.

G.(1)
Demonstrate that all facilities owned or controlled for administrative, instructional, and housing purposes meet fire, safety and sanitation standards required by appropriate regulatory authorities.  

G(2).
How are the school’s physical facilities sufficient in size to create an effective and suitable learning environment. 

G(3).
Describe any changes that have been made to the physical facility in the last accreditation cycle. How have these changes affected the training at the school?  

IX. STUDENT LOAN REPAYMENT
A.
Provide the school’s written comprehensive student loan plan which addresses such areas as student loan information, advising and monitoring, cooperation with lenders, and collection of information to facilitate location of borrowers.

B. 
Provide sufficient documentation to demonstrate implementation of this plan.

C. 
If applicable, state the school’s official default rate for the most recent three years, as published by the U.S. Department of Education.  If the most recent of these rates is above the U. S. Department of Education threshold, explain the circumstances that caused this rate. In addition, please attach a copy of the school’s most recent letter from the U.S. Department of Education regarding the school’s default rates.

X. SEPARATE FACILITIES

Branch Campus:
A(1).
List the name and address of each branch campus and the training program(s) offered there. 

A(2).
Describe how branch campuses are supervised. Demonstrate that the management and supervision oversight of the branch campus is carried out by the same ownership and management that controls the main school.

A(3).
Demonstrate that the main school has sufficient financial and managerial resources to operate and supervise its separate facilities.

Satellite Location:

B(1).
List the name and address of each satellite location and the training program(s) offered there.

B(2).
Describe the reasonableness of the distance between the school and its satellite location. 

B(3).
Describe how the school manages each satellite location. Demonstrate that the school has sufficient financial and managerial resources to operate and supervise its satellite location(s).

B(4).
Explain how the school supervises and provides services to staff and students at all satellite location(s).

B(5).
Describe how students attending each satellite location have access to educational and support services that are equivalent to those offered to students at the oversight school.

B(6).
If the satellite location that provides more than 50% of any one program, the school must submit a separate Completion and Placement Chart for that program for the students attending the satellite location. 

XI. DISTANCE EDUCATION

A(1).
Describe how distance education courses of study and programs are consistent with the mission of the school and its educational and training objectives.

A(2).
Describe how the school’s distance education programs and courses of study are appropriate for delivery through distance education methods.

A(3).
How does the school ensure that materials, courses, and programs are current and comprehensive?

B(1).
Identify the outcomes expected from the course of study or program and demonstrate how these outcomes are consistent with the course or program objectives and the credential awarded? How does the institution assess whether the student outcomes have been achieved?

B(2).
What observable, measurable, and achievable student performance outcomes has the school identified so that courses of study and programs offered through distance learning methods can be compared to courses and programs with similar subject matter and objectives?

B(3).
Explain how the knowledge, skills, and competency levels that students are expected to achieve in a distance learning course or program are equivalent to those expected from comparable non-distance education courses and programs?

C.
If applicable, justify and explain any deviation from established clock-to-credit hour conversions.

D.
What are the school’s policies on ownership of instructional materials and protection of copyrights?

E.
How does the school assess whether students have the skills and competencies to succeed in a distance learning environment prior to their enrollment in the program or course of study?

F(1).
What are the qualifications, experience, and credentials of the school’s faculty that provide instruction in the subject matter of the distance education program or course of study? Describe how they are comparable to those of faculty teaching programs or courses with similar subject matter in traditional settings?

F(2).
Describe how the school ensures that its faculty have the qualifications and the experience to teach using distance learning methods.

F(3).
How does the school evaluate faculty effectiveness?

G.
Describe how the courses of study and programs provide for timely and meaningful interaction between students and faculty and among students?

H.
What are the school’s policies related to teaching load, class size, time needed for course development, and the sharing of instructional responsibilities? Explain how these policies allow for effective teaching using distance education methods.
I(1).
Describe the school’s facilities, equipment, and financial resources available to support distance learning. Describe how laboratories, facilities, and equipment are available and appropriate to the subject matter of the course or program?

I(2).
Provide information which demonstrates how the facilities, equipment, and other resources associated with distance learning are reflected in the school’s long-term plan and budget?

J.
Describe what student services are available which enable students to achieve their educational objectives in the distance learning course or program. Who is responsible for supervising these student services?

K(1).
What learning resources are available to students enrolled in distance education programs? How are these learning resources equivalent to those available to students enrolled at the school?

K(2).
How and when does the school evaluate the adequacy and accessibility of the resources and services for students in distance learning courses and programs?

L.
Describe how the school’s management and administration knowledgeably and effectively oversee the school’s distance learning courses of study and programs.

M.
Has school entered into any contractual arrangements, partnerships, or consortia with third parties for the provision of components of a distance education program or course of study? If so, how does the school ensure the educational quality of these components of the distance education program or course of study?

XII. APPLICATIONS AND REPORTING REQUIREMENTS
Although there are no questions in the Self-Evaluation Report on this section of the Standards, the school should ensure that each member of its staff responsible for preparing reports to the Commission has reviewed Section XII with respect to the types and frequencies of reports due.

The Commission requires that the on-site evaluation team for each school seeking renewal of accreditation include an Occupation Specialist for each program, or groups of related programs, offered by the school.  Therefore, please complete Appendix A for each distinct program or group of closely related programs offered at the school

The school must prepare a bound information package for each of these program areas, which is labeled “Occupation Specialist Materials” and indicate the program name or area of concentration on the cover.  These information packages must also contain a copy of the school’s current catalog.  In addition, the information package must include the following items, as it relates to each program area:

II. PROGRAM REQUIREMENTS

A(1).
Provide an instructional outline or course syllabi for the training program. The outline, or syllabus, should show the scope, sequence (including prerequisites) and timetable of the subject matter that is required to achieve each program objective. Please provide only an outline and do not include daily lesson plans.

A(2).
Provide a brief summary of each course within the training program.

A(3).
Describe how the program’s curriculum and instructional outlines are developed and who is involved in that process.  Include the review and comments by the school’s Program Advisory Committee(s).

B(1)
How has the school determined that the program is the appropriate length to meet the training objectives?

B(2).
Explain why the chosen length of the program is the appropriate length to enable students to achieve the program objectives and to acquire the necessary knowledge and skills.

C(1).
Describe how the school ensures that instructional materials and equipment:

a) reflect what is currently being used in occupational settings;

b) are sufficiently comprehensive;

c) are sufficient in quantity;

d) include teaching devices and supplemental instructional aids appropriate to the subject(s);

e) are properly maintained and provided with proper safety devices; and

f) meet each training program objective.

D(1).
Provide a list of the Program Advisory Committee members and describe the qualifications of the members.

D(2).
How has the Program Advisory Committee participated in the development of the program(s), and how does it evaluate and support the progress of the program(s) on a regular basis?

E.
Describe how the school ascertains that relevant and current practices of each occupation are continually being taught.  Include the review and comments by the school’s Program Advisory Committee(s).

F(1).
Describe the extent and nature of the school’s library and/or resource materials for the training program.  

F(2).
Explain how the school’s library/resource materials are sufficient, appropriate, and adequate in relation to the subjects taught.  Include the review and comments by the  Program Advisory Committee.

F(3).
Specify the school’s plan for renewing/updating and expanding the school’s reference materials and audio-visual resources.

F(4).
How does the school encourage use of its library and/or resource materials?

F(5).
Explain how the library is accessible to the student body beyond classroom hours.

G(1).
Does the school have an externship/internship required for the completion of its program(s)? If so, provide a sample written training plan which specifies the student’s goals as well as the experiences and applications to be accomplished.

G(2).
If applicable, identify and describe the qualifications of the faculty member who supervises externship/internship training and describe how the supervision takes place.

H.
Does the school allow independent study options for its students?  If so, please address the following:

a) How is the independent study relevant and appropriate to program objectives?

b) What are the required readings, research, examinations, reports, research papers, portfolios or similar assignments which are designed to measure the student’s achieved competency relative to the required subject matter objectives.

c) What type of comprehensive educational objectives and written outlines of the competencies to be achieved does the school utilize?

d) How often are students required to meet with independent study faculty?

e) Describe the school’s credit award rationale for independent study.

f) Demonstrate how the school determines that students engaged in independent study have acquired the knowledge, skills, and/or competencies that are at least equivalent to those by students enrolled in traditional courses.

g) What is the maximum percentage of the curriculum that students may take for credit via independent study?

I.
What short or long range needs have been identified that may lead to further changes in the training program?

J. Present the school’s practice for objective evaluation of student progress and achievement.  How does the school determine its individual benchmarks for the objective evaluation of student progress and achievement?

The following items pertain only to those schools which offer degree programs:

K.
For the degree program, attach a copy of the Outline of Degree Program from the school’s Application for Approval of a Degree Program.

L(1).
If the school offers a baccalaureate degree or higher, demonstrate that the courses, including prerequisites, are offered in a way that provides distinct levels of training (i.e., lower level and upper level courses).

L(2).
Demonstrate how the school maintains the appropriate library and resource materials, in sufficient titles and numbers, including: standard works of reference, relevant current periodicals, and relevant reference materials.

L(3)
Demonstrate how the school ensures that the library and resource center is appropriate in scope for the number of students served.

L(4).
Identify the staff member who is responsible to provide oversight/management of the library/resource center and his/her library training background. 

III. FACULTY
A(1).
Describe how the school ensures that all faculty teaching in a certificate, diploma or degree program meet, minimally, the accreditation requirements related to practical work experience in the subject being taught.  In addition, describe the process the school uses to verify the practical work experience of each faculty member.

A(2).
Explain how the school is able to demonstrate that all faculty members have received training in instructional methods and teaching skills, and are able to demonstrate a command of theory and practice, contemporary knowledge, and continuing study in their particular field.  What training program and/or tool does the school utilize to provide training in instructional methods and teaching skills?  Prepare and provide the training program and/or tool for the team to review during the on-site evaluation.

A(3).
What documentation is maintained to demonstrate faculty members’ qualifications (i.e., academic credentials, previous work experience, and required licenses or certificates)?

B.
State the current and maximum student/teacher ratios by lecture and lab. Explain how these ratios are appropriate?  Describe how the instructional staff is sufficient in number to effectively serve the number of students in attendance at maximum enrollment.

C.
 Describe how the instructional staff maintains a satisfactory working relationship with students, including sufficient time to talk to students, grade papers, stay current with the field of training, and fulfill the required contact hours of teaching? 

D(1). 
Attach a copy of the school’s written plan for faculty professional development. This plan must include specific benchmarks, timelines, and goals in areas such as membership in trade and professional bodies; attendance at trade and professional meetings; in-service training; continuing education in regard to new developments, techniques, and new equipment/materials in the field of training; advanced training; and research in new technical and teaching methods.

D(2). 
Demonstrate how this plan has been implemented. Describe how, as a result of the school’s plan for faculty professional development, the improvements that have occurred in curriculum, teaching techniques and student relations?
The following preparations will assist the team in conducting an efficient, effective evaluation of your institution.  Please be aware that there may be additional items and/or information requested by team members at the time of the on-site evaluation. 

· Set aside a separate room for the Commission team (with a telephone if possible)

· Have students in regular attendance, avoiding special exams and field trips

· Have as many instructional and administrative staff present as possible

· Please coordinate with members of the Program Advisory Committees for telephone interviews and indicate the times when  it is easiest to contact them

Have the following materials available:

· Any updated information not provided in the Application for Renewal of Accreditation or Self-Evaluation Report (i.e. Personnel Reports for all faculty and staff hired since the submission of the Application, organizational charts, additional supporting documentation etc.)

· Class schedules, including break times, names of instructors, subjects, room numbers, and number of students in each class, for all programs (including new programs, if applicable)

· Blank diploma/certificate/degree awarded upon program completion

· The most recent Annual Report to ACCSCT, to include documentation to support the Completion & Placement Charts

· Most recent U.S.D.E. cohort default rate letter with listing for the last three years (if applicable) 

· The school’s last ACCSCT letter of acceptance of Application for Renewal of Accreditation

· Two copies of the catalog and enrollment agreement (fully cross-referenced with the appropriate checklists) currently used by the school

· Current advertising and promotional materials used by the school, to include all types of media

· Educational materials currently in use, to include curricula, lesson plans, textbooks, handouts and instructor guidebooks 

· List of all current students (by name)- broken down by program to include program total

· List of all graduates within the last 24 months

· List of drops/terminations within the last 24 months – please indicate if student received a refund

· List of all current instructors broken down by program

· ATB population and percentage (if applicable)

· Denied admission file

· Copies of any contractual or consortium agreements the school has with any other entity and copies of the corresponding Consortium/Partnership Reports

· Copies of all reviews and/or audits by any accrediting, state, federal or other regulatory agency

· Copies of any government-initiated investigations, complaints, legal or regulatory actions against the school, its parent company, or owners

· Copies of all Program Advisory Committee meeting minutes since the most recent review of accreditation

· The training program and/or tool that is utilized by the school to provide training in instructional methods and teaching skills for instructors

· Individual faculty personnel files and supervisory evaluations

· Completed faculty and student surveys conducted by the school in the last 12 months
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