APPLICATION FOR APPROVAL OF AN OCCUPATIONAL ASSOCIATE DEGREE PROGRAM

APPLICATION FOR AN OCCUPATIONAL ASSOCIATE DEGREE PROGRAM


To be submitted for Commission approval prior to the implementation of a new occupational associate degree program.  This application must be submitted in accordance with ACCSC’s Instructions for Electronic Submission.  Please note that an incomplete application will not be considered by the Commission until all required information is received.  See also Section IV (D)(5) and IV (E)(6)(a)(iv), 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:




	Program Title
	Clock Hours
	Total Credit Hours

(Specify Type)
	Credential
	Proposed Start Date

	
	
	
	Semester
	
	

	
	
	
	Quarter
	
	


1.
The school is currently approved to offer degree programs: _______ Yes         ______  No 

2.
The proposed degree program is approved to be offered at an affiliated school:  _______ Yes         ______  No

If yes: please submit the copy of the approval letter and program outline.

I certify that the information herein and attached hereto is correct and that this degree 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 $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 and credit hours.  If the state (or applicable regulatory agency) does not require approval, documentation from the agency to that effect must be submitted.

3.
Curriculum

a.
An Outline of Degree Program (available on the ACCSC website) and corresponding course descriptions for each course required for completion of the proposed degree program (Section II (B), Substantive Standards, Standards of Accreditation).  (Note:  Course credit hours should be rounded down to the nearest whole or half unit.)
b.
Demonstrate how the proposed degree program meets the minimum number of semester and/or quarter credit hours required (Section II (B)(3)(d), Substantive Standards, Standards of Accreditation) by completing the following chart.  Programs may not exceed by more than 50% the minimum number of credit hours required to confer the degree by the appropriate regulatory agency in the state(s) in which the school operates (Section II (B)(3)(b), Substantive Standards, Standards of Accreditation).  

	Course Distribution
	Standards

Semester/Quarter Hours 
	School

 

	
	
	Semester Hours
	Quarter Hours

	Technical/Occupational
	45/67.5
	
	

	Applied General Education/General Education
	9/13.5
	
	

	Total
	60/90
	
	


4.
The school must submit a detailed narrative that includes the following:

a.
Describe the school’s curriculum design process including how the school determined that the courses within the proposed degree program are appropriately classified as technical/occupational and general education and represent college level course work (Section II (B)(1)(g)&(i), Substantive Standards, Standards of Accreditation).  If requiring academic general education courses, how did the school ensure that the general education courses meet accreditation standards place emphasis on principles and theory not associated with the program’s occupation or profession?
b. ​​​​​
Describe how the credit hours are awarded for the proposed degree program.  How does the school determine that the breakdown of the number of clock hours/credit hours for technical/occupationally related courses and general education courses is appropriate for classroom lecture, laboratory/independent study activities, and externship?   

c.
Submit documentation to demonstrate external validation if the proposed program includes an externship which is greater than one-third of the total length of the program (Section II (A)(6)(e), Substantive Standards, Standards of Accreditation).
5.
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. 
How the curriculum offering is consistent with the goals, objectives, and mission of the institution.
ii. 
How completion of degree program will be more beneficial to graduates than the completion of a credential at the diploma or certificate.
b.
Describe with details and supporting documentation the school’s capacity to offer the proposed degree program in the following areas:
i. 
Future budget allocations:  Provide proposed program budget showing allocation of financial resources to support the 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:  Provide a detailed description of the program assessment plan, including goals and objectives, and describe how the programmatic assessment will be incorporated into the institutional on-going assessment and improvement activities. 
c.
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. Membership must include at least one member who is qualified to review and comment on the general education curriculum (Section II (A)(4), Substantive Standards, Standards of Accreditation).
	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



	
	
	
	
	
	
	
	


d.
Submit minutes of the PAC meeting(s) to demonstrate the committee’s review and comments on the proposed degree program including the appropriateness of the curriculum objectives, content, and length (Section II (A)(4)(b), Substantive Standards, Standards of Accreditation).  
6.
For schools applying for their first degree program: Describe how the school enhanced its infrastructure to accommodate a degree program in the following areas: student services, learning resource system, faculty qualifications, faculty/student interaction, Director of Education, admission requirements, administrative support staff and other areas that the school deems necessary.  Describe the school’s effort to enhance its infrastructure prior to submitting this application and how the school will continue assessment and improvement activities in becoming an institution offering a degree at the associate-degree level.

7.
Training/instructional aids for the proposed degree program to include the following:  textbooks, supplies, equipment, and audio/visual aids (Section II (A)(3), Substantive Standards, Standards of Accreditation).

8.
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), Substantive Standards, Standards of Accreditation).
9.
Faculty and Staff Qualifications
a.
List the faculty teaching technical and occupationally related courses in the occupational associate degree program and demonstrate that they have a minimum of three years related practical work experience in the subject area(s) taught by completing the following chart.  If this information is not available, submit the specific timelines when faculty will be hired.
	Technical/Occupational Faculty

	Instructor  Name
	Course(s) taught
	Degree Earned/Yr.
	Description of Work Experience
	From (m/y)
	To (m/y)

	
	
	
	
	
	


b.
List the faculty teaching applied general education courses in the degree program and demonstrate that they have, at minimum, a bachelor’s degree with a minimum of 15 semester credit hours (or the equivalent) in related subject areas which support the curriculum content by completing the following chart. NOTE: Faculty teaching academic general education must have, at minimum, a master’s degree with a minimum of 15 semester credit hours (or the equivalent) in related subject areas. If this information is not available, submit the specific hiring criteria to be used for the selection of faculty. (See Section III(B), Substantive Standards, Standards of Accreditation). 
	General Education Faculty

	Instructor  Name
	Course(s) taught
	Degree Earned/Yr.
	Related Subject Matter Credits Earned/Yr.

(Indicate Undergrad. Or Grad. Credit)

	
	
	
	


c. Describe how the Director of Education has the appropriate qualifications to serve in this capacity.  If this information is not available, submit the specific hiring criteria and timelines to be used for the selection of the Director of Education/Training and the timeline for when the Director of Education/Training position will be filled. (See Section III(A)(1)(b)(ii), Substantive Standards, Standards of Accreditation.)
d. Describe how the Program Chair has the appropriate qualifications to serve in this capacity. If this information is not available, submit the specific hiring criteria and timelines to be used for the selection of the Director of Education/Training and the timeline for when the Director of Education/Training position will be filled. (See Section III(A)(1)(c), Substantive Standards, Standards of Accreditation.) 
e. Describe how the school’s learning resource system is supervised and overseen by qualified school personnel who will orient, train, and assist students and faculty in the use of the learning resource system. If this information is not available, submit the specific hiring criteria and timelines to be used for the selection of staff.  (See Section II(A)(5)(c), Substantive Standards, Standards of Accreditation.)
f. Complete the following chart for each of the administrative team identified in Section 9. c-e:
	Administrative Personnel

	Staff Name
	Position
	Academic Credential Earned (Year)
	Description of Work Experience and/or Training for the Position
	From (m/y)
	To     (m/y)

	 
	 
	 
	 
	 
	 


10.
Draft catalog presentation of the proposed degree 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 occupational associate 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 occupational associate degree program (Catalog Checklist, Item #22).

11.
Externship/Internship (Section II (A)(6), Substantive Standards, Standards of Accreditation):
a.
Provide a written training plan or course syllabus that identifies the students’ goals, as well as the applications and experiences that are to be accomplished during this specific externship (i.e., technical skills, knowledge).
b.
The 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 in this specific externship.

a. Identify the faculty or staff member who will supervise or coordinate this externship on the faculty chart completed above (Section 9.a).  If this information is not available, submit the specific hiring criteria & timelines when faculty will be hired.
SUBMIT TO:
Executive Director





Accrediting Commission of Career Schools and Colleges 





2101 Wilson Boulevard / Suite 302





Arlington, Virginia  22201
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