
June 27, 2018   ELECTRONIC DELIVERY 
  

 

Director 

Lebanon County Career School School #M070174 

18 East Weidman Street Warning 

Lebanon, Pennsylvania 17046 

 

Dear  

 

At the November 2017 meeting, the Accrediting Commission of Career Schools and Colleges (“ACCSC” 

or “the Commission”) considered its previous decision to defer action on the following applications and 

reports submitted by Lebanon County Career School (“LCCS”) located in Lebanon, Pennsylvania: 
 

 Application for Renewal of Accreditation; 

 Application for a Change of Location – Parts I and II; and 

 Program Advisory Committee Report. 

Upon review of the December 14, 2017 deferral letter and the school’s response, the Commission voted to 

place LCCS on Warning with a subsequent review scheduled for ACCSC’s November 2018 meeting. The 

reasons for the Commission’s decision and the Commission’s requirements for the school to demonstrate 

compliance are set forth below1. 

 

History of Commission Review 

 

November 2017 Meeting 

At the November 2017 meeting, the Commission directed LCCS to demonstrate that that the school 

supports reported rates of student graduation and/or graduate employment through student transcripts and 

the school’s verifiable records of initial employment of its graduates (Section VII (B)(1)(b), Substantive 

Standards, Standards of Accreditation); that institutional assessment and improvement planning (“IAIP”) 

is a significant and ongoing process at the school (Section I (B)(2), Substantive Standards, Standards of 

Accreditation); and that the school’s Program Advisory Committee (“PAC”) review all areas required and 

that the school gives consideration to PAC input (Section II (A)(6)(d-e), Substantive Standards, Standards 

of Accreditation). 

 

May 2018 Review and Action 

1. LCCS must demonstrate that the school supports reported rates of student graduation and/or graduate 

employment through student transcripts and the school’s verifiable records of initial employment of its 

graduates (Section VII (B)(1)(b), Substantive Standards, Standards of Accreditation).2 According to the 

Commission’s December 14, 2017 deferral letter, ACCSC noted that the Graduation and Employment 

                                                           
1 The accreditation process provides an opportunity for an institution to demonstrate its commitment to continuous improvement. 

Accordingly, the Commission’s final decision letter on this matter will include an ACCSC Institutional Enhancement Enclosure 

which lists suggestions deserving the school’s immediate attention and action. 
2 ACCSC’s applications, reports, forms, and instructions are considered part of the Standards of Accreditation and are critical to 

the Commission’s ability to determine compliance with accrediting standards. A school is responsible through these applications, 

reports, forms, and instructions for demonstrating continuing compliance with accrediting standards (Appendix II, Standards of 

Accreditation). 
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Chart presented in the school’s response to the Team Summary Report contains unreadable data and 

what appears to be a “file error.” Therefore, the Commission was unable to determine, based on the 

lack of clarity in the information and documentation provided by the school, whether or not the school 

has demonstrated compliance with accrediting standards with regard to student achievement. In 

considering the response to the deferral letter, the Commission found that again there is a lack of clarity 

in the information and documentation provided by the school. Specifically, the Commission found that 

the school’s Graduation and Employment Chart does not include a program title or school name and 

more critically that the Graduation and Employment Chart was not completed in accordance with the 

required instructions. While the school’s Graduation and Employment  Chart references a July 2017 

Report Date, the reporting period provided by the school is March 2018 to February 2018, which is in 

the future from the designated Report Date. Based on ACCSC’s formula that is automatically calculated 

on the Graduation and Employment Chart, the designated reporting period for a one-month program 

with a July 2017 Report Date is March 2016 to February 2017, not March 2018 to February 2018.  

 

Additionally, while the school reported an employment rate of 95% (14 of 15 students), the 

Commission noted that the school only provided supporting employment documentation for 10 students 

and that the documentation provided does not include basic information such as a descriptive job title 

or job responsibilities. Rather, the documentation provided is a collection of various employer and 

school documents that includes graduate information (e.g. a copy of a graduate’s identification from 

Federal Express, invoices for tuition, books and a CDL test from LCCS). In four examples, LCCS 

included a Student Job Placement Form which appears to be used by the school to document graduate 

placement, but this form was not included for the remaining six graduates.   

 

Based on the foregoing, the Commission directs LCCS to submit the following in order to demonstrate 

that the school supports reported rates of student graduation and/or graduate employment through 

student transcripts and the school’s verifiable records of initial employment of its graduates (Section 

VII (B)(1)(b), Substantive Standards, Standards of Accreditation).  

a. A Graduation and Employment Chart for the TTD150 Tractor Trailer Driver Basic program using 

an August 2018 Report Date. Based on the Graduation and Employment Chart formula, the 

designated reporting period for a one-month program using an August 2018 Report Date is April 

2017-March 2018. 

b. Summary information for the Graduation and Employment Chart organized according to the 

corresponding cohort start date reported on the chart (line #1) as follows: 

i. For each student start, provide the following information: 

Student ID#3 Program Start Date Graduation Date Withdrawal/Termination Date 

     

ii. For each student classified as “Unavailable for Graduation” (line #6), provide the following 

information:  

Student ID# Program Start Date Reason Unavailable Description of the Documentation on File 

     

                                                           
3 If the school uses the student’s Social Security Number as the student ID, submit the student’s name instead. Do not submit 

Social Security Numbers, partial or otherwise, in the school’s reponse.  
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iii. For each graduate classified as employed in the field4 (line #14), provide the following 

information: 

Graduate 

ID# 
Program 

Start 

Date 

Employer 

Name, 

Address, & 

Ph. # 

Employer 

Point of 

Contact 

Date of Initial 

Employment 

Descriptive Job 

Title and 

Responsibilities 

Source of 

Verification5  

(i.e., graduate 

or employer) 

        

iv. A copy of a completed Student Job Placement Form for all graduates captured in (iii.) above. 

v. Supporting and verifiable documentation or a narrative justification for each graduate in (iii.) 

above whose descriptive job title or place of employment does not appear directly related to 

the graduate’s program of study. 

vi. From the list in (iii.) above, for each graduate classified as employed in a training related field, 

that is “self-employed,” provide the following: 

Graduate Name Program Start Date Description of the Documentation on File 

    

vii. From the list in (iii.) above, for each graduate classified as employed in a training related field, 

that is “Career Advancement,” provide the following: 

Graduate Name Program Start Date Description of the Documentation on File 

    

viii. For each graduate classified as “Graduates-Further Education” (line #11) or “Graduates-

Unavailable for Employment” (line #12), provide the following information: 

Graduate Name Program 
Start 

Date 

Classification on 

the G&E Chart 
Reason 

Description of the 

Documentation on File 

      

c. Any additional information, to include contemporaneous retention, graduation, or employment 

data, that the school believes will be useful to the Commission in making a determination regarding 

the school’s compliance with ACCSC’s student achievement outcomes requirements. 

 

2. LCCS must demonstrate that institutional assessment and improvement planning (“IAIP”) is a 

significant and ongoing process at the school (Section I (B)(2), Substantive Standards, Standards of 

Accreditation). In response to the June 13, 2017 deferral letter, the school submitted LCCS’s current 

institutional assessment and improvement planning document. The Commission noted that the school’s 

current plan does not include any dates of future implementation of any strategic initiative as the plan 

is not forward looking beyond 2018. Rather, the plan summarizes a number of institutional activities 

that have occurred over the past few years, and discusses a number of initiatives that have moved 

forward to date in 2018. While the Commission recognized that the school’s current plan includes areas 

such as fiscal condition and budget, administrative policies and practices, student support services, and 

other key elements required by accrediting standards, the Commission seeks additional information on 

the “ongoing” nature of the school’s IAIP to include future activities beyond the current year (2018). 

Based on the foregoing, the Commission directs LCCS to submit the following: 

 

                                                           
4 See Appendix VII – Guidelines for Employment Classification, Standards of Accreditation. 
5 Appendix VII (4) – Guidelines for Employment Classification, Standards of Accreditation requires the school to verify the 

employment classification. 
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a. The school’s current institutional assessment and improvement planning document that includes 

goals and activities beyond the current year; 

b. Documentation of implementation of the school’s IAIP activities; and 

c. Any additional information that the school believes will be useful to the Commission in making a 

determination regarding the school’s compliance with ACCSC’s IAIP requirements. 

 

 

RESPONSE REQUIREMENTS: 

By applying for accreditation, a school accepts the obligation to demonstrate continuous compliance with 

the Standards of Accreditation. While the Commission employs its own methods to determine a school’s 

compliance with accrediting standards, the burden rests with the school to establish that it is meeting the 

standards. The Commission’s deliberations and decisions are made on the basis of the written record and 

thus a school must supply the Commission with complete documentation of the school’s compliance with 

accrediting standards. 

 

LCCS must provide a response to the items expressed above that provides the information requested along 

with any additional information that the school believes supports a demonstration of compliance with 

accrediting standards.6 If the school’s response contains documentation that includes personal or 

confidential student or staff information that is not required for the Commission’s review (e.g., social 

security numbers, dates of birth, etc.), please remove or redact that information.  

 

LCCS must upload the school’s electronic response directly to ACCSC’s College 360 Database. The 

ACCSC College 360 database can be accessed by clicking here. Please note that the password utilized by 

the institution to access the Annual Report Portal is the same to access the School Submission section of 

the College 360 database. The Instructions for Electronic Submission can be found here. A detailed 

overview on how to upload a school submission can be found here. 

 

Keep in mind, the school’s response must be prepared in accordance with ACCSC’s Instructions for 

Electronic Submission (e.g., prepared as one Portable Document Format (“PDF”) file that has been prepared 

using Adobe Acrobat software (version 8.0 or higher) and which has a .pdf extension as part of the file 

name). The school will receive an e-mail confirmation that the file has been received within 24 hours of the 

submission.  

 

The school’s response must also include a signed certification attesting to the accuracy of the information 

and be received in the Commission’s office on or before September 28, 2018. If a response, the required 

fee,7 and the certificate of attesting to the accuracy of the information is not received in the Commission’s 

office on or before September 28, 2018, the Commission will consider further appropriate action.  

 

For assistance with the password or for any other questions regarding the electronic submission 

requirements, please contact   Please note that any 

                                                           
6 ACCSC has issued two modules of the Blueprints for Success Series – Organizing an Effective Electronic Submission and 

Preparing a Comprehensive Response for Commission Consideration – which provide a framework for submitting a well-

documented, organized, electronic response for Commission consideration. ACCSC encourages the school to review these modules 

when formulating its response to this letter. More information is available in the Resources section at www.accsc.org.  
7 ACCSC assesses a $500 processing fee to a school placed on Warning.  

https://college360.accsc.org/logon.aspx
http://www.accsc.org/UploadedDocuments/July%202015/Instructions%20for%20Electronic%20070115.docx
http://www.accsc.org/UploadedDocuments/July%202015/School%20Submission%20Project%20Full%20Directions%20v3.docx
http://www.accsc.org/UploadedDocuments/Blueprint%20for%20Success%20-%20Organizing%20an%20Electronic%20Submission%20FINAL.pdf
http://www.accsc.org/UploadedDocuments/Blueprint%20for%20Success%20Preparing%20a%20Comprehensive%20Response%20for%20Commission%20Consideration%20%20FINAL.pdf
http://www.accsc.org/Resources/Blueprints-for-Success.aspx
http://www.accsc.org/
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password requests to access College 360 must be made by the school director, or designated member of the 

school’s management team, via e-mail.  

 

For further assistance or additional information, please contact  or 

 

 

Sincerely, 

 

 

 

Michale S. McComis, Ed.D. 

Executive Director 

 

 




