APPLICATION FOR A NEW PROGRAM-UNRELATED PROGRAM

To be submitted for the addition of each program that is unrelated to the approved programs offered by a school.  This application must be submitted in accordance with ACCSCs Instructions for Electronic Submission.  See also Section IV (E)(6)(a)(iii), Rules of Process and Procedure, Standards of Accreditation.
	Check One:  _______  Main School  _______  Branch  

Name of School:















School Number:

Address:

City:












State:



Zip Code:

Telephone Number:









Fax Number:

Current On-site Director:








E-mail Address:

Contact Person:
E-mail Address:




1.
Program Title:  






















2.
Type of Completion Document:
  _______  Certificate  _______  Diploma  

3.
Length of Program:
_______  Clock Hours


                                 
_______  Credit Hours  (Specify:  Semester Hours  _______  Quarter Hours  _______ )

4.
Implementation Date for the Proposed Unrelated Program:  













I certify that the information herein and attached hereto is correct and that this program has not been described in the catalog, advertised, or offered to students.

Name:














Title:



(Chief Executive Officer)

Signature:













Date:


Attachments to this application:
_____ 1.
Processing Fee of $750.  If this is a subsequent application for the same proposed program submitted concurrently by an affiliated school, submit a processing fee of $375.
_____  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.

_____  3.
Justify the implementation of the proposed unrelated program:

a.
Explain the reason or basis for the implementation of the proposed unrelated program, including a description of the school’s curriculum design process.  Also, describe the school’s capacity to offer the proposed unrelated program in the following areas: 
i. Future budget allocations:  Describe the future allocation of budget resources to faculty salaries, educational materials, learning resource materials, supplies/equipment, advertising and how this is sufficient to operate the new program

ii. Facilities:  Describe the specific facilities to be used for the proposed program.  How do the school’s current facilities accommodate the offering of the proposed program?  If the school intends to expand existing facilities, it may be required to submit an appropriate report/application (e.g., Facility Expansion Report or Application for a Satellite Location).
iii. On-going institutional improvement planning:  A detailed description of how the school assesses and evaluates the proposed program and incorporates the on-going assessment and improvement activities into its Institutional Assessment and Improvement Plan.
b.
Provide a list of the Program Advisory Committee members (Note:  Program Advisory Committees must be comprised of appropriately qualified representatives external to the institution (i.e., nonschool employees) for each program or group of related programs, using the following chart:

	Program Name & Credential Program Advisory Committee

	Advisory Committee Member’s Name
	Title

Company

Address

City, State


	Telephone Number

Email Address
	Qualification and Duties

(check as applicable)

	
	
	
	Employer / Practitioner


	Educator, Regulator, etc.
	Applied Gen Ed \ Gen Ed


	Master’s degree


	Distance Education




c.
Submit minutes of the PAC meeting(s) to demonstrate the committee’s review and comments on the proposed unrelated program including the appropriateness of curriculum objectives, content, and length (Section II (A)(4) & II (A)(4)(a), Substantive Standards, Standards of Accreditation).  
_____  4.
Identify the number of clock hours for each method of instruction (i.e., classroom/lecture, lab/shop/independent study, externship/internship) in which students receive their training.  A Profile of Clock Hour to Credit Hour Conversion must also be provided when measuring in credit units.

_____  5.
Training/instructional aids and facilities for the proposed unrelated program to include the following:  textbooks, supplies, equipment, library resource materials and audio/visual aids (Section II (A)(3) & (5), Substantive Standards, Standards of Accreditation).
_____  6.
 List the faculty teaching in this non-degree program and demonstrate that they have a minimum of three years of related practical work experience by completing the following chart (Section III (B), Substantive Standards, Standards of Accreditation).  
	Instructor  Name
	Course(s) taught
	Description of Work Experience
	From (m/y)
	To (m/y)

	
	
	
	
	


 If this information is not available, submit the specific hiring criteria to be used for the selection of faculty to teach the proposed unrelated program.  Also, submit a detailed plan including the specific timelines when faculty will be hired.  

_____  7.
Draft catalog presentation of the proposed unrelated program as it will appear in the catalog (Section IV (B)(1), Substantive Standards, Standards of Accreditation):

a.
Admissions requirements (Catalog Checklist, Item #6).

b. A description of the proposed unrelated 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 unrelated program (Catalog Checklist, Item #22).

_____  8.
Externship/Internship (Section II (A)(6), Substantive Standards, Standards of Accreditation):
a.
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 externship.  

b.
Submit on-site evaluation criteria which will be utilized by the employer at an externship site to assist in grading the students’ attainment of the training objectives.

c.
List the faculty or staff designated as the school employee who will supervise or coordinate the externship and demonstrate that they have, at a minimum, three years of related practical work experience in the occupational field associated with the training provided by completing the following chart:
	Instructor Name
	Course(s) taught
	Description of Work Experience
	From (m/y)
	To (m/y)

	
	
	
	
	


SUBMIT TO:
Executive Director





Accrediting Commission of Career Schools and Colleges 





2101 Wilson Boulevard / Suite 302





Arlington, Virginia  22201
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