APPLICATION FOR CLOCK HOUR
TO CREDIT HOUR CONVERSION

1
To be submitted prior to awarding credit hours in any program and/or with appropriate applications/reports.

Check One:  _______  Main School  _______  Branch  

Name of School:














School Number:

Address:

City:











State:



Zip Code:

Telephone Number:








Fax Number:

SEMESTER CREDIT HOURS:

· One semester credit hour for at least 15 hours of classroom contact; or

· One semester credit hour for at least 30 hours of supervised laboratory/shop instruction; or

· One semester credit hour for at least 30 hours of documented independent study activities; or

· One semester credit hour for not fewer than 45 hours of externship/internship or work-related experience.

QUARTER CREDIT HOURS:

· One quarter credit hour for at least ten hours of classroom contact; or

· One quarter credit hour for at least 20 hours of supervised laboratory/shop instruction; or

· One quarter credit hour for at least 20 hours of documented independent study activities; or

· One quarter credit hour for not fewer than 30 hours of externship/internship or work-related experience.

Outside preparation is not considered in the conversion of clock hours to credit hours.  In addition to the Commission’s formula for conversion, schools are required to comply with applicable state and federal regulations related to clock-to-credit hour conversions (see Section I(D)(3), Standards of Accreditation).

Attachments to this application:
_____  1. Processing fee of $500 (not required if submitted as an attachment to another application or report).

____ 2.  
Program approval from the state (or applicable regulatory agency) with the title and approved clock and 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).

_____  3.       A Profile of Clock Hour to Credit Hour Conversion for each program.

_____  4.       School’s definition of clock hour to credit hour conversion as it will appear in the school catalog.

_____  5.       Complete course descriptions for the program as they will appear in the school catalog.

I certify that the information herein and attached hereto is correct and that the school has not awarded credit hours in its programs prior to receiving Commission approval.
Name:  __________________________________________________   Title:  _______________________________

Signature:  ________________________________________________  Date:  _______________________________

SUBMIT TO:
Executive Director





Accrediting Commission of Career Schools and Colleges of Technology





2101 Wilson Boulevard / Suite 302





Arlington, Virginia  22201
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