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The Self-Evaluation Report must be submitted in accordance with the ACCSC Instructions 
for Electronic Submission. 
 
In accordance with prescribed timeframes, schools are required to complete and provide 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. 
Compliance with accrediting standards and improvements within a school should be due 
primarily to its internal efforts rather than due to an on-site evaluation by an outside team or 
Commission action. The Commission expects the process of self-evaluation to be a significant 
and ongoing experience. Schools should incorporate the self-evaluation process as a permanent 
part of the institution’s operation 
 
The maximum term of initial accreditation is three 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 actions. 

 

SUBMIT TO: Executive Director 
Accrediting Commission of Career Schools and Colleges (ACCSC) 
2101 Wilson Boulevard, Suite 302 
Arlington, Virginia 22201 

 
The Self-Evaluation Report is comprised of an introduction, nine sections, and two appendices. 
The sections parallel the Standards of Accreditation. The two appendices describe additional 
information the school will need to prepare for the on-site evaluation. Read each question 
carefully and provide a thoughtful narrative response to each with appropriate documentation, as 
necessary, to support the school’s response. 
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CERTIFICATION: 
 
A school seeking or holding accreditation from more than one accrediting agency recognized by 
the U.S. Department of Education must consistently describe itself in identical terms to each 
accrediting agency with regard to identity (i.e., main school, or branch), purpose, governance, 
programs, degrees, diplomas, certificates, personnel, finances, constituents served, and must keep 
each accrediting agency apprised of any change in its status with one or another accrediting body. 
 
I grant permission for the Commission to contact the appropriate state agencies, the state and U.S. 
Department of Education, other accrediting agencies, or any other organizations appropriate for 
review of this application. 
 
I certify that, to the best of my knowledge, the information herein and attached hereto is correct. 
 
 
Name:              Title: 
(Chief Executive Officer) 
 
 
Signature:             Date: 
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SELF EVALUATION PROCESS – INSTITUTIONAL ASSESSMENT 
 
Describe the school’s self-evaluation process and how the staff, faculty, students, Program 
Advisory Committee, and other external interests contribute to the school’s self-evaluation, and 
how the self-evaluation process is a meaningful, significant, and ongoing process.  
 
INTRODUCTION - INSTITUTIONAL ELIGIBILITY REQUIREMENTS 
 
A. HISTORY 

1. Describe the school’s history including when it first began enrolling students, first 
became eligible to apply for accreditation from ACCSC, and other significant events in 
the school’s history.  

2. In the following chart, list and provide the dates of all changes of ownership, name, 
location, addition of programs, separate facilities, and other substantive changes that have 
occurred in the last two years.  

 
Date: Month Year Substantive Change 

 
B. OWNERSHIP AND ORGANIZATION 

1. Provide a chart of the ownership structure of the school, including all entities and 
individuals in the chain of ownership and any additional information necessary to explain 
the ownership structure.  

2. Provide an organizational chart and, if needed, a narrative description of the school’s 
management structure which identifies, at a minimum, how the management structure 
satisfies the requirements of the Standards of Accreditation.  

 
C. MISSION AND EDUCATIONAL OBJECTIVES 

1. Present the school’s mission statement and primary educational objectives.  

2. Explain the reasons the school initially decided to offer and continues to offer each 
program; include a summary of external validations (e.g., market research, employer 
feedback). 

3. Does the school offer programs or courses that do not fall within the Commission’s scope 
of review (e.g., non-vocational educational objectives such as GED preparation, refresher 
training, avocational courses, continuing education, etc.)? If so, provide a list of the 
programs or courses and the percentage of the school’s students enrolled in each of these 
programs or courses and collectively in all such programs or courses. 

4. Describe any contractual arrangements the school has with businesses or government 
agencies to offer specialty training (e.g., group training, off-site training, modified 
program offerings, individually design curriculum, etc.). Maintain a copy of each contract 
and make the documentation available for review during the on-site evaluation. 
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D. ACCSC ACTIONS  

1. Attach a copy of the letter from the Commission accepting the school’s Application for 
Initial Accreditation – Part I. 
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I – MANAGEMENT AND ADMINISTRATIVE OPERATIONS 
 
STATEMENT OF PURPOSE (from the Standards of Accreditation)  

The purpose of this section is to ensure that accredited schools have the capability to meet and 
exceed accrediting standards on an ongoing basis. This section addresses the requirements 
schools must meet in regard to management and administrative capacity, qualifications of 
management and administrative personnel, financial stability, institutional assessment and 
improvement planning, and physical facilities. A school that lacks adequate management; 
sufficient administrative capacity; financial resources and physical facilities; or that fails to plan 
for future improvement cannot provide assurance that it will operate in compliance with 
accrediting standards, meet its objectives, and fulfill its obligations to students. 
 
A. MANAGEMENT AND ADMINISTRATIVE CAPACITY 

1. Describe how the school is managed (including campus-based and corporate oversight) 
and how this system effectively ensures that the school meets its objectives, fulfills its 
obligations to students, and meets or exceeds accrediting standards on an ongoing basis. 

2. List all individuals responsible for full-time on-site management of the school (including 
campus-based and corporate oversight) and provide a detailed description of how each 
member of the management team is qualified for his or her particular role, including 
education, training, experience, and demonstrated ability to lead and manage a post-
secondary educational institution. 

3. What is the process for developing, reviewing, and updating the school’s administrative 
and operational policies and procedures? Describe how the school ensures policies and 
procedures are appropriate to the school’s operations and mission. 

4. Describe the on-going development and training activities that support members of 
school management and administrative employees in their particular roles in the school. 

5. Provide a list of all management and administrative staff (including corporate staff as 
applicable) who have been employed by the school since the last accreditation review in 
the following format. What is the average retention (expressed in years) of the faculty? Is 
this level of retention reasonable and does it meet the school’s goals? If not, provide an 
explanation for the current level of faculty retention and the school’s efforts to improve in 
this area. 

Staff Member’s 
Name 

Position FT / PT Assumed Duties 
(month/year) 

Date Employment 
Ceased (month/yr) 

Reason 

      
 
B. INSTITUTIONAL ASSESSMENT AND IMPROVEMENT 

1. Describe the school’s process for ongoing institutional assessment and improvement 
planning. Describe how the school obtains information from internal sources, including 
staff, faculty, and students. How does the school obtain information from external 
sources such as Program Advisory Committees, employers, community representatives, 
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and graduates? Explain how the process is appropriate to the size and scale of the 
school’s operations. 

2. Provide a copy of the school’s current assessment and improvement planning document 
that shows goal setting, benchmarking and implementation activities in the areas of 
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. FINANCIAL STABILITY AND RESPONSIBILITY 

1. Describe the school’s current financial structure and explain how the school has sufficient 
resources for the proper operation of the school and discharge of obligations to students. 

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? 

3. How has the school allocated working capital for expenditures required to ensure the 
proper operation of the school and the discharge of the school’s obligations to students as 
well as expenditures for institutional improvement and faculty development activities? 

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. 

 
D. TUITION POLICIES 

1. Describe how the school ensures that all tuition costs and charges, tuition discounts, and 
all costs incidental to training are disclosed to prospective students before enrollment. 

2. Describe the school’s tuition policies, including the following: 

a. What is the period of enrollment for which tuition is charged (e.g., by semester, 
module, or entire program)?  

b. Does the school require payment in advance or is there a provision for payment 
plans? Does the school allow students to pay a portion of their tuition by making 
continuing payments beyond graduation? 

c. If the school offers a payment plan, are students allowed to make four or more 
payments? If so, explain how disclosures to students regarding the school’s payment 
plan are in compliance with the federal Truth in Lending Act (Regulation Z). 

3. List the scholarships and tuition discount programs available to students and for each 
describe the funding source, eligibility criteria, the selection process, and the amounts 
awarded. 

4. Does the school reserve the right to change tuition? If so, how are students informed of 
the school’s policy in this regard and how are students informed in advance of the tuition 
changes? 
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5. What are the refund policies required by state, federal, and other third parties, and how 
does the school’s refund policy comply with those requirements? Attach copies of the 
required refund policies. 

 
E. STUDENT LOAN REPAYMENT 

1. Describe the school’s efforts to promote student loan repayment of financial obligations, 
including guaranteed loans used to finance students’ education. Provide a copy of the 
school’s written comprehensive repayment plan, which addresses such areas as student 
loan information, advising and monitoring, cooperation with lenders, and collection of 
information to facilitate location of borrowers.  

2.  If applicable, attach a copy of the school’s most recent letter (or other official notice) 
from the U.S. Department of Education regarding the school’s default rates. If the most 
recent of these rates is above the U. S. Department of Education threshold, explain the 
circumstances that caused this rate and describe the initiatives to improve the rate. 

 
F. PHYSICAL FACILITIES 

1. Explain the requirements for fire, safety, and sanitation for all facilities owned or 
controlled for administrative, instructional, and housing purposes. Provide documentation 
from the appropriate regulatory authorities, demonstrating current compliance with the 
stated requirements.  

2. Describe the school’s physical facilities and explain how the facilities are sufficient in 
size and quality to provide an effective and suitable environment to facilitate learning. 
Describe any significant changes made to the physical facility in the last term of 
accreditation. 
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II – PROGRAM REQUIREMENTS 
 
STATEMENT OF PURPOSE (from the Standards of Accreditation)  

This section identifies various program elements that enable a school to meet its objectives and, 
thus, achieve and maintain accreditation. Such elements include appropriate program length; 
comprehensive course outlines; learning objectives; instructional materials and equipment; the 
availability, accessibility, and integration of adequate learning resource materials; and processes 
that prepare students for employment. 
 
A. GENERAL PROGRAM REQUIREMENTS 

1. Program Design and Development  

a. Describe the school’s process for the design and development of appropriate 
education and training programs including a detailed description of curriculum 
design, identification of learning materials and resources, development of student 
learning outcomes and competencies and student assessment plans for which the 
institution has obtained input from appropriate internal and external resources. 

b. Describe how the school determines the need and viability of the educational program 
using external validation (e.g., local demand for training, local employment outlook, 
earning potential of graduates, other factors that might affect the continued success of 
the program, etc.) 

c. For schools that convert clock hours to credit hours, describe the school’s policy and 
procedure for determining how credit hours are awarded in its courses and programs, 
including the process and procedures the school uses to ensure that the assignment of 
credit hours conforms to commonly accepted practice in higher education. 

d. Describe the institutional processes and procedures used to determine the average 
amount of time expected for out of class preparation. Include a descriptive narrative 
of how out-of-class work is assigned and graded and how the school ensures the 
consistent application of identified policies and procedures.  

e. Attach documentation of student work to demonstrate that the awarding of credit 
hours is in accordance with the established curriculum and credit hour policies. 
Provide a portfolio of sample student work for one technical/occupational course for 
each program; one applied general education or general education course for each 
degree program, and one graduate-level course for each graduate degree. The 
supporting documents for each course may include, among other documentation the 
school deems appropriate and necessary, class schedules, attendance records and 
sign-in sheets, the course syllabus, student outside work/preparation expected for the 
course, course lectures for didactic hours, sign-in sheets for supervised laboratory 
time, externship documentation, completed assignments, and quizzes.  

2. Program Length and Organization 
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a. Explain how the school has determined that the length of each program offered is 
appropriate to enable students to achieve the program objectives and to acquire the 
knowledge and skills necessary for initial employment in the field for which training 
is provided. Provide a summary of external validation in regard to each program’s 
length.  

b. If the number of clock or credit hours in the school’s programs differ significantly 
from comparable programs (i.e., that prepare graduates for the same occupational 
field), provide justification of the program length. The justification must include 
regional comparisons with similar programs. 

c. Describe how the school ensures that there are detailed and organized instructional 
outlines and course syllabi for each program showing a scope and sequence of subject 
matter sufficient to achieve the program objectives and to acquire the necessary 
knowledge, skills, and competencies.  

d. For each program, describe the balance of didactic, supervised laboratory/shop, and 
externship hours, including the process and procedure for determining that the 
distribution of educational pedagogy is appropriate to achieve the announced 
objectives. 

3. Program Evaluation 

a. Describe the school’s systematic and evidence-based process to evaluate  curriculum 
and course content (i.e., academic general education, applied general education, 
technical and occupational courses, electives, etc.), assess the appropriateness of that 
coursework in relation to program objectives, assess program viability, and make 
revisions to the curriculum as deemed necessary. The evaluation process must include 
internal and external benchmarking, and demonstrate involvement from internal 
sources (i.e., faculty, staff, and students) and external sources (i.e., Program Advisory 
Committees, employers, community representatives, and graduates). 

b. Provide the timeline for programmatic review and demonstrate how this process is 
incorporated as part of the school’s institutional assessment and improvement 
planning process. 

4. Instructional Materials and Equipment 

a. For each program, describe the school’s instructional materials and how they are 
sufficiently comprehensive and reflect current teaching practice and methodology for 
the fields of study being offered. 

b. For each program, describe the school’s instructional equipment and how it is similar 
to that found in common occupational practice and includes teaching devices and 
supplemental instructional aids appropriate to the subject. 

c. For each program, explain how the school’s equipment and learning stations are 
sufficient in number to allow each student adequate scheduled time for practice. 
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d. For each program, explain how the school’s machinery and equipment is properly 
maintained and provided with proper safety devices, and how the school ensures that 
they are used whenever the machinery and equipment is operated. 

e. For each program, provide a summary of external validation regarding the school’s 
instructional materials and equipment.  

5. Program Advisory Committees  

a. 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 adding the program name and credential 
in the top row..  

 

  

 
 

 

 
 
 

b. Demonstrate through completion of the following chart that the school conducts at 
least two regularly scheduled meetings annually for the Program Advisory Committee 
for each program or group of related programs. List all meetings held since the last 
review of accreditation in the following table. 

Program Advisory 
Committee  

(by Program Area) 

Meeting Date # of members present 

   
   

c. Provide copies of minutes for the last four meetings of the school’s Program Advisory 
Committee(s) for each program or group of related programs. (In addition, have 
available the minutes from each Program Advisory Committee meeting held during 
the school’s term of accreditation for review by the team during the on-site 
evaluation.) 

d. Describe the school’s process for considering Program Advisory Committee input and 
how the school documents review and implementation of input. Provide samples of 
documentation of the school’s consideration of Program Advisory Committee input. 

6. Learning Resource System 

a. Describe the extent and nature of the school’s learning resource system. 

Program Advisory Committee - Program Name & Credential 
Advisory 
Committee 
Member’s Name 

Title 
Company 
Address 
City, State 
 

Telephone Number 

Email Address 

Review Responsibilities 
(check as applicable) 
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b. Explain how the school’s learning resource materials are commensurate with the level 
of education provided and appropriate to the courses of study in sufficient quantity 
and scope to meet the educational objectives of each program.  

c. Explain how the student body is adequately served and has ready access to sufficient 
and appropriate resource materials within the learning resource system.  

d. Describe the budgetary allocations for the learning resource system and how the 
allocations provide an appropriate level of support to the educational resources and 
programs of study.  

e. Explain how has the school integrated use of the learning resource system materials 
into the school’s curriculum and program requirements. Provide an example of 
assignments or projects that require student use of the school learning resource 
materials. 

f. Describe the qualifications of the individual/s assigned to manage and oversee the 
learning resource system. If the school offers a baccalaureate degree or higher, 
document that the learning resource system is coordinated by an individual holding a 
Master of Library Science credential or equivalent education and experience.  

g. How do qualified school personnel orient, train, and assist students and faculty in the 
use of the learning resource system? 

7. Externships 

a. For each program that has an externship component, provide a sample written 
training plan which specifies the goals, educational objectives, and specific 
experiences and applications to be accomplished, as well as the required educational 
resources, established timelines for the externship, and the evaluation process and 
criteria to be used. Additionally, the training plan must designate an on-site supervisor 
from the occupational setting who will guide and oversee the student learning 
experience and participate in student evaluations. 

b. Demonstrate through completion of the following chart(s) that externships are 
supervised by a designated school employee who has the appropriate practical work 
experience qualifications for instructors as follows: 

i. For externships in a non-degree or in an occupational associate degree program, 
instructor practical work experience means three years of related practical work 
experience in the occupational field associated with the training provided. 

Instructor 
Name 

Description of Work Experience 
From 
(m/y) 

To 
(m/y) 

    

ii. For externships in an academic degree program, instructor practical work 
experience means four years of related practical work experience in the 
occupational field associated with the training provided and an earned related 
degree at least at the same degree level as the program for which the externship is 
a component. 
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Instructor 
Name 

Degree or 
Credits 

Earned / Yr. 

Description of Work 
Experience 

From 
(m/y) 

To 
(m/y) 

     

c. Describe how school personnel train and orient the on-site supervisor at the 
externship site on the externship processes and criteria. Also, describe how this 
ensures appropriate and fair measurement of demonstrated competency and skill 
attainment. 

d. If an externship is greater than one-third of the total length of the program, provide 
documentation that it has been reviewed and approved by the Commission. 

8. Consortium, Partnership, or Contractual Arrangements 

a. Has the school entered into any consortium, partnership, or contractual arrangements 
with another entity to offer a portion of its training program? If so, 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. 

b. What percent of the total required curriculum must be completed at the school in 
order for a student to be awarded a completion credential? 

9. Independent Study  

a. If the school offers independent study options, how has the school determined that 
independent study is relevant and appropriate to program objectives? 

b. What are the educational objectives and written outlines of the competencies to be 
achieved through independent study? What is the school’s credit award rationale for 
independent study? 

c. What elements are used to measure achieved student competency relative to the 
required subject matter objectives (e.g., the required readings, research, examinations, 
reports, research papers, portfolios, or similar assignments)? 

d. What is the maximum percent of the curriculum that students may take for credit via 
independent study? 

10. Transfer of Credit  

a. Does the school accept transfer credit for coursework completed in other post-
secondary institutions? If so, describe the school’s transfer of credit policy for 
determining whether these courses are comparable in scope and content to the 
school’s own coursework. If no, describe the school’s reasons for declining to accept 
credit in transfer. 

b. Describe the school’s process for the evaluation and acceptance of transfer credits. 
What percentage of credits for a non-degree and undergraduate degree may be 
transferred?  

c. What is the school’s process for maintaining documentation of the transfer of credit 
evaluation process? 
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B. DEGREE PROGRAMS  

1. General Requirements  

a. Program Structure and Development 

i. For each degree program offered, attach a copy of the Outline of Degree Program 
available on the website (www.accsc.org/forms and reports).  

ii. Explain how the course numbering system differentiates between lower level 
courses required at the associate degree level; upper level courses required at the 
baccalaureate degree level; and graduate level courses at the master’s degree 
level. 

iii If the school offers academic general education courses, explain how these 
courses place emphasis on principles and theory not associated with a particular 
occupation, and how they develop critical thinking, problem solving, and 
analytical skills; enable individuals to prepare for and advance in their 
professional lives; and contribute to lifelong learning.  

iv. If the school offers applied general education courses, explain how these courses 
are for the sole purpose of occupational associate degrees and place an emphasis 
on practical applications of principles and theory associated with a particular 
occupation or occupational cluster.  

v. Explain how the school’s technical and occupationally related courses are directly 
related and applicable to a specific occupation or occupational cluster.  

2. Associate’s Degrees 

a. If the school offers an occupational associate degree program, describe how the title 
of the degree program, the name of the degree, the credential issued, the program 
description in the school’s catalog, and all advertising, promotional materials and 
literature make clear that the degree is occupational, not academic. 

b. If the school offers an academic associate degree program, describe how the degree 
program includes academic general education courses in written and oral 
communication and quantitative principles. Document that the remainder of the 
required academic general education courses provides an appropriate balance of 
natural and physical sciences; social and behavioral sciences; and humanities and fine 
arts, which are designed to develop essential academic skills for enhanced and 
continued learning. 

3. Baccalaureate Degrees 

a. Describe how the school’s baccalaureate degree program(s) are designed in a way that 
appropriately balances distinct types of education and training (i.e., technical and 
occupationally related courses and academic general education courses), including 
distinct levels of education and training (i.e., lower level and upper level courses). 

b. Illustrate how baccalaureate degree program(s) include a comprehensive curriculum 
with appropriate coursework to achieve the program objectives.  
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c. If the school offers baccalaureate degrees with concentrations, describe how the 
concentration provides a focused area of training beyond the generalist level that is 
appropriate for industry needs and standards.   

4. Master’s Degrees 

a. Program Structure 

i. Describe how the institution places emphasis on graduate-level course work, 
including research and analytical skills, and independent and critical thinking 
skills. Explain how the master’s degree contributes to the field of study and how 
graduates are able to acquire the necessary competencies and skills for 
employment in the field of study. 

ii. Explain how the length of the master’s degree program is appropriate to enable 
students to achieve the required competencies and skills for employment or 
advancement in the field for which training is provided. 

iii. Verify that the master’s degree program curriculum includes an applied, 
integrated, or culminating experience required for program completion (e.g., 
capstone experience, comprehensive examination, research project, or thesis). 

b. Program Review 

i. Explain how the Master’s Degree Program Advisory Committee performs all 
requirements set forth in Section II (A)(5)(c) of the Substantive Standards, 
Standards of Accreditation.  

ii. Explain how graduate faculty and other appropriate school personnel participate 
in the development, ongoing review, and improvement of graduate level 
curriculum.  

 
C. SECONDARY EDUCATIONAL OBJECTIVES 

1. Continuing Education Courses and Avocational Courses1 

a. Does the school offer any continuing education course or avocational course? If so, 
please list such courses noting any course that the school has applied for and received 
Commission approval for inclusion in the school’s scope of institutional 
accreditation. 

b. Provide a copy of all advertising for continuing education courses and avocational 
courses.  

c. How does the school ensure that an approved continuing education course or 
avocational course is offered in a manner that delivers the education as promised to 

                                                           
1 The requirements set forth in Section II (C)(1), Substantive Standards, Standards of Accreditation apply only to 
those courses approved by the Commission for inclusion in the school’s scope of institutional accreditation. If the 
school offers a continuing education or avocational course that is not approved as such, the requirements of this 
section are not applicable.  
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students, is of a quality nature consistent with the expectations for an ACCSC 
approved vocational program, and is included in the school’s institutional 
improvement planning activities? 

d. How does the school make its complaint process and procedure available to students 
enrolled in a continuing education course or avocational course?   

e. What is the school’s record retention policy for students enrolled in continuing 
education courses and avocational courses? 

2. English as a Second Language 

a. Provide a detailed description of each English-as-a-Second-Language (ESL) course 
of study offered by the school and indicate whether the program is a front-loaded or 
integrated. 

b. Describe the objective of each ESL course of study offered by the school. 

c. Describe how each student enrolled in an ESL course of study 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. 

d. List the number of students currently enrolled in an ESL course of study offered by 
the school. What is the percentage of the school’s total student population enrolled in 
ESL courses, and has ESL remained a secondary objective of the school? 
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III – EDUCATIONAL ADMINISTRATION AND FACULTY QUALIFICATIONS 
 
STATEMENT OF PURPOSE (from the Standards of Accreditation)  
 
The success of a school is directly related to the quality of its faculty. This section addresses the 
requirements a school must meet in regard to its faculty. The purpose of this section is to require 
schools to retain a strong and experienced faculty that is continually attentive to the needs of the 
students, interested in strengthening the curricula, and obligated to continued self-improvement. 
A school must ensure that its faculty members are appropriate, suitable, and sufficient in number 
for the instructional programs offered by the school. By hiring and retaining qualified faculty, a 
school is able to strengthen the quality of its training program. 
 
A. EDUCATIONAL ADMINISTRATION 

1. Describe how the school’s programs are managed (include campus-based and corporate 
oversight) and how the school’s educational administrative staff and operational policies 
are effective in supporting the educational programs and faculty. 

2. List the individuals responsible for management (include campus-based and corporate 
staff) of the school’s programs and identify the individual responsible for on-site 
administration. Provide a detailed description of how that individual is qualified for the 
role, including the appropriate educational background, educational administration 
experience, and competence necessary to lead and manage the school’s instructional 
program(s) and overall educational experience in such areas as curriculum development; 
educational effectiveness assessment and improvement; and faculty development and 
performance appraisals. 

3. List the on-site program head at the school (e.g., lead faculty, department chair, dean) for 
each distinct occupational area that leads to an occupational or academic degree. Provide 
a detailed description of how each program head possesses an educational background 
equal to or exceeding the maximum credential offered in that program area, the requisite 
qualifications for technical faculty teaching in a degree program, and an ability to 
administer the occupational components of the program. 

4. Explain how the school’s graduate level education is supervised and coordinated by an 
individual with an earned doctorate degree. Also explain how this individual, as the 
director of graduate level education, has the experience and competence to manage the 
instructional program. 

5. Explain how each master’s degree program is appropriately managed by an individual 
with a minimum of a graduate degree in the same field for which training is provided. 

6. Describe the school’s process for ongoing faculty assessment. How are faculty members 
evaluated and how does the school address deficiencies in faculty performance identified 
through this process? 

7. Describe the school’s plan for ongoing professional development activities for the faculty 
that: are appropriate to the size and scope of the school’s educational programs; support 
the quality of education provided; and enhance student learning and achievement. These 
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professional development activities should include elements such as continuing education 
in the subject area(s) taught; teaching skill development; instructional methodology 
development; membership in trade and professional organizations as appropriate; and 
other elements appropriate for the ongoing professional development of faculty. Describe 
an improvement that has occurred as a result of the school’s plan for faculty professional 
development. 

8. List all educational administrative staff and faculty members, both full-time and part-
time, who have been employed by the school since the last accreditation review in the 
following format. What is the average retention (expressed in years) of the faculty? Is this 
level of retention reasonable and does it meet the school’s goals? If not, provide an 
explanation for the current level of faculty retention and the school’s efforts to improve in 
this area. 

Name 
Position/ 

Department 

Date 
Employment 
Began (m/y) 

Date 
Employment 
Ended (m/y) 

Reason 
Employment 

Ended 

     

9. Describe the school’s process for verifying and documenting the prior work experience 
and academic credentials of faculty members and administrators? 

 
B. FACULTY QUALIFICATIONS 

1. List all faculty teaching at the school, detailing the program in which they teach and 
including the academic credential offered. Arrange the list by program in the format 
provided below. 

Instructor Name Program (Credential) 

  
 

2. Describe how the school’s faculty is sufficient in number to serve the student enrollment 
and how the instructional staff maintains a satisfactory working relationship with students 
(i.e., including sufficient time to advise students, grade papers, stay current with the field 
of training, and fulfill the required contact hours of teaching). 

3. Explain how the school determines that all faculty members have appropriate training in 
instructional methods and teaching skills, are able to teach in a manner that permits 
announced educational objectives to be achieved, 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, describe the program curriculum and explain how the 
effectiveness of this training program is determined and documented. 

4. List the faculty teaching technical and occupationally related courses in either non-degree 
or occupational associate degree programs and demonstrate that they have a minimum of 
three years of related practical work experience by completing the following chart. 

Instructor 
Name 

Course(s) 
taught 

Description of Work Experience 
From 
(m/y) 

To 
(m/y) 
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5. List the faculty teaching applied general education courses in an occupational associate 
degree program and demonstrate that they have a baccalaureate degree with appropriate 
coursework and preparation in the subject area(s) taught or  eight years related practical 
work experience and 15 credits of college level coursework in the subject area(s) taught 
by completing the following chart. 

Instructor 
Name 

Course(s) 
taught 

Degree or 
Credits 

Earned / Yr. 

Description of Work 
Experience 

From 
(m/y) 

To 
(m/y) 

      
 

6. List the faculty teaching technical and occupationally related courses in an academic 
associate or baccalaureate degree program and demonstrate that they have a minimum of 
four years of related practical work experience in the subject area(s) taught and that they 
possess a related degree at least at the same level of the course the faculty member is 
teaching by completing the following chart. 

Instructor 
Name 

Course(s) 
taught 

Degree 
Earned / Yr. 

Description of Work 
Experience 

From 
(m/y) 

To 
(m/y) 

      
 

7. List the faculty teaching academic general education courses in an academic degree 
program and demonstrate that they have, at a minimum, a master’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. 

Instructor 
Name 

Course(s) 
taught 

Degree Earned / Yr. 
Related Subject Matter Credits Earned / 

Yr. (Indicate Undergrad. or Grad. Credit) 

    
 

8. List the graduate level faculty and document that at least 50% of the graduate level 
courses included in the master’s degree program are taught by faculty members who 
possess a minimum of four years of related practical work experience, and an earned 
doctorate degree or other terminal degree in a related field of study. 

Instructor 
Name 

Course(s) 
taught 

Degree Earned / 
Yr. 

Description and Dates of 
Work Experience 

Prep. In 
Subject Area 

     
 

9. List the faculty teaching ESL courses and demonstrate that they have appropriate 
experience and educational background including state or equivalent credentials in 
Teaching of English to Speakers of Other Languages (TESOL). 

Instructor 
Name 

ESL 
Experience 

ESL 
Educational 
Background 

State or Equivalent Credentials in 
Teaching of English to Speaker of 

Other Languages (TESOL) 
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IV – STUDENT RECRUITMENT, ADVERTISING, AND DISCLOSURES 
 
STATEMENT OF PURPOSE (from the Standards of Accreditation) 
 
The purpose of this section is to require schools to describe themselves to prospective students 
fully and accurately and to follow practices that permit prospective students to make informed 
and considered enrollment decisions without undue pressure. The school’s recruitment efforts 
must attract students who are qualified and likely to complete and benefit from the education and 
training provided by the school and not simply to obtain enrollments. Recruitment means 
engaging in activities or using promotional materials or presentations to attract and enroll 
students. These standards apply to school personnel primarily involved in any way in those 
activities. 
 
A. RECRUITMENT 

1. Describe the nature and extent of the school’s recruitment efforts (as distinct from 
admissions practices) including the geographical recruitment area, potential areas for 
improvement, and the forms used for advertising and promotion.  

2. How do the school’s efforts focus on attracting qualified students rather than simply 
obtaining enrollments? How is the process designed to describe the school fully and 
accurately to prospective students? How is the process designed to provide an 
opportunity for applicants to make a considered enrollment decision without undue 
pressure? 

3. What are the applicable federal and state laws pertaining to student recruitment and how 
does the school ensure compliance with those requirements?  

4. Provide the names, job titles, and position descriptions for all individuals who are 
engaged in recruitment activities for the school (i.e., representatives, recruiters, 
surveyors, international third-party, agents, etc.). 

5. Describe how the school selects and trains recruiting and admissions personnel; include a 
position description and sample of training documents.  

6. Attach a copy of the school’s code of conduct for all school personnel whose primary 
responsibilities are to engage in recruiting and admissions functions prior to and during admission 
and matriculation. 

7. How does the school supervise, monitor, and evaluate the performance of recruiting and 
admissions personnel to ensure that only ethical practices are used? Describe the method 
of compensation for all recruitment and admissions personnel by title, explaining the 
contractual relationship, if any, of each with the school. Attach a sample performance 
evaluation. 

8. What are the school’s oversight mechanisms to ensure ethical practices and procedures in the 
recruitment of students? What is the school’s process for ongoing review and evaluation of its 
recruiting policies and procedures? 
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B. ADVERTISING AND PROMOTION 

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

2. Describe how the school ensures that all advertising and promotional materials are 
truthful and accurate? How does the school document the accuracy of statements made in 
advertising? 

3. What measures does the school use to ensure that Help Wanted Classifieds are not used in 
advertising the school’s educational programs? 

4. If the school’s advertising includes endorsements (testimonials), what is the school’s 
process for obtaining and maintaining documentation of the written consent of the 
authors? What is the school’s process for reviewing endorsements used in advertising to 
ensure that it is factual and a portrayal of current conditions or facts? 

5. Describe how does the school determines any potential salary information provided by 
the school’s personnel or advertising accurately portrays the normal range and starting 
salary in the occupation. 

6. If the school is currently accredited, how does the school advertise its accredited status 
and what terminology is used? 

 
C. DISCLOSURES 

1. Explain the school’s process for developing the catalog and enrollment agreement and 
ensuring that these documents contain all required disclosures and accurately represent 
the school. 

2. Explain how the school ensures that each applicant is provided with a current and 
complete catalog prior to signing the enrollment agreement. 

3. Explain how the school ensures that an enrollment agreement is executed for all enrolled 
students. When is the enrollment agreement signed by the student and when is it signed 
by the accepting school official? When does the school provide a copy of the enrollment 
agreement to the student? 

4. Describe the school’s process for ensuring that each applicant is fully informed of the 
rights, responsibilities, and obligations of both the school and the student under the 
enrollment agreement before it is signed? 

5. What is the school’s method for disclosure of the graduation and graduate employment 
rate for each program as last reported to the Commission; how does the method ensure 
that each graduation and graduate employment rate is accurate, not intended to mislead, 
and includes the school’s program population base and time frame upon which each rate 
is based? 

6. List any required accreditation (institutional or programmatic) and/or approval by a third-
party regulatory agency (e.g., state agency, licensing agency, oversight board, national 
certification entity, etc.), for the purpose of licensure, certification, or employment. What 
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is the school’s method for disclosing to students whether such accreditation and/or third-
party recognition has been achieved and is in good standing? 
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V – ADMISSION POLICIES AND PRACTICES 
 
STATEMENT OF PURPOSE (from the Standards of Accreditation) 
 
The purpose of this section is to ensure that schools only admit those students who are capable of 
successfully completing the training offered. Admission decisions should be based on fair, 
effective, and consistently applied criteria that enable the school to make an informed judgment 
as to an applicant’s ability to achieve the program’s objectives. 
 
A. GENERAL REQUIREMENTS 

1. Describe the school’s admission policies and admission practices (as distinct from 
recruitment practices). How are the admissions criteria designed to admit only those 
students who are reasonably capable of successfully completing and benefitting from the 
training offered? 

2. Describe the admission process, including where and when enrollment occurs and how 
the school determines with reasonable certainty that each person who enrolls is fully 
informed about the nature of training provided. 

3. What are the measures the school has in place to ensure the consistent and fair 
application of the admissions requirements? 

4. List each admissions requirement and the documentation secured by the school to show 
that all students meet the school’s admissions requirements prior to matriculation. What 
is the school’s process for maintaining admissions documentation? How does the school 
document that applicants rejected did not meet admissions requirements? 

5. What is the school’s process to ensure that documentation for students from foreign 
countries is translated? How does the school ensure that the document is certified to be at 
least the equivalent of a U.S. high school diploma? 

6. What is the school’s policy for the rare instances when students may not be able to 
provide documentation of a high school diploma required by a school’s admissions 
criteria due to issues beyond their control (e.g., loss of records due to fire or flood, 
inability to obtain records, home schooled students, etc.)?  

7. Describe the school’s process to ensure that school neither denies admission nor 
discriminates against students enrolled at the school on the basis of race, religion, color, 
gender, sexual orientation, genetic information, age, disability, or national origin. Has the 
school provided reasonably accommodation to applicants and students with disabilities to 
the extent required by applicable law? 

8. Describe any improvements in the school’s admission policies and practices implemented 
during the school’s last term of accreditation or identified for implementation in the near 
future.  
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B. NON-DEGREE PROGRAMS  

1. If the school admits ability-to-benefit (“ATB”) students (i.e., students admitted without a 
high school graduation or the equivalent), address the following: 

a. What tests are used to determine the applicant’s ability to benefit from the training 
offered, prior to matriculation?  

b. 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 
and the credentials of the independent third party that made this determination. 

c. Describe the school’s process for ATB testing and identify individuals responsible for 
proctoring and scoring the test. 

2. Complete the chart below and indicate, by program, how many of the students currently 
enrolled were admitted on the ATB basis. 

Program Title Total Students ATB Population Percentage of Total 
ATB Students 

    

3. How does the school determine the effectiveness of its admission requirements related to 
ability-to-benefit students? What periodic studies have been conducted for this purpose 
and what have been the results of those studies? 

 
C. DEGREE PROGRAMS – UNDERGRADUATE  

Describe the process which ensures that each student admitted into a degree program has a 
high school diploma or a recognized equivalency certificate before the student starts class. 

 
D. DEGREE PROGRAMS – GRADUATE  

1. How does the school ensure that all students admitted into a master’s degree program 
meet admissions criteria, including possession of an earned baccalaureate degree from an 
institution of higher education that is accredited by an accreditation agency that is 
recognized by the U.S. Department of Education or other similar recognition? 

2. If the school requires standardized or national examinations or other entrance tests for 
admission into its graduate level programs or courses, how does the school disclose the 
type and nature of examination and the acceptable score and/or range of scores applicants 
must receive to be admitted?  

 
E. ESL COURSES  

1. How does the school ensure that students enrolled in ESL courses meet all other 
admission requirements applicable to students enrolled in the school’s career or 
occupational programs 

2. How does the school ensure that adequate translation resources must be available to assist 
students in their comprehension of the process and all program requirements? 
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3. List admission requirements for all students entering ESL courses offered by the school. 

4. How does the school determine (and document) that, with appropriate teaching, the 
students enrolled in front-loaded and integrated ESL courses can qualify for specialized 
training or continue their occupational education?  
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VI – STUDENT SERVICES 
 
STATEMENT OF PURPOSE (from the Standards of Accreditation) 
 
The purpose of this section is to ensure that schools remain attentive to their students’ 
educational and other needs. This section requires that schools meet minimum requirements in 
regard to advising, record maintenance, graduate employment assistance, and procedures for 
handling student complaints.  
 
A. ADVISING AND COUNSELING 

1. Provide the schools written policies and procedures addressing student services. 

2. Describe how the school maintains adequate student services and resources that support 
its students in maintaining satisfactory progress, achieving successful educational and 
student achievement outcomes (i.e., knowledge and skill attainment, retention, 
graduation, and employment), and making informed decisions concerning training and 
employment.  

3. What is the size and mix of the school’s student body and how is the school’s student 
services program designed to be responsive to the needs of its students? Describe how 
these services enhance the students’ ability to succeed. 

4. Describe how the school provides the following services: relevant coping skills (e.g., life, 
career development, budget, and personal financial planning skills); general development 
appropriate to higher education students; student retention strategies suited to the school’s 
programs; academic advising; testing and tutoring services; supervision and monitoring 
of attendance records and leaves of absence; graduate employment assistance; and 
information concerning housing, transportation, and child care. If other student services 
are available, describe those services as well. 

5. Complete the following chart to show the respective student services available to students 
including the designated school personnel responsible for these areas (mark all that 
apply): 

Staff / Position 
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6. If the school enrolls ability-to-benefit students, does the school employ a counselor, 
contract with an individual to provide counseling, or refer students to an individual 
counselor or counseling service? If the school employs counselors, describe the 
qualifications of the individuals who provide counseling services. If the school contracts 
or refers students to an individual counselor or counseling service, describe the school’s 
relationship with the provider and terms of that agreement.  

7. Describe the school’s process for maintaining documentation of student advising sessions 
by date and place. 

 
B. STUDENT RECORDS 

1. How are permanent educational records for all currently enrolled students (consisting of 
all admissions, academic, and financial records and information upon which a student’s 
enrollment is based) securely maintained and protected against damage or loss?  

2. What is the school’s process for maintaining and issuing official transcripts? Describe how 
official transcripts for all formerly enrolled students are securely maintained indefinitely and 
protected against damage or loss. Provide a copy of the school’s official transcript for a 
recent graduate (name may be redacted) (Note: The transcript must include the program of 
study; the date of program entry; the date of graduation, termination, or withdrawal; and 
the clock or credit hours and grades earned). 

3. Describe the school’s process for maintaining student financial records related to financial 
aid, tuition and fee payments, and tuition refunds for a minimum of five years. 

 
C. GRADUATE EMPLOYMENT ASSISTANCE AND RECORDS 

1. Describe the extent and nature of employment assistance made available to students. 

2. Describe the school’s process for verifying employment and for maintaining records of 
verifiable employment. 

3. If public notices (e.g., of graduate employment rates) are used, explain how they are used 
by the school, and verify through attached copies of the notices that they indicate the 
school’s graduation population base and time frame upon which those (graduation and/or 
employment rates, rather than “figures”) are based. (Note:  For example, if a school 
advertises an 80% employment rate, this would need to be accompanied by information 
such as: of 100 graduates in 2011, 80 gained employment in their field of study). 

 
D. STUDENT COMPLAINTS 

1. Describe the school’s complaint process and procedures and how students are informed 
of these procedures. 

2. Explain how the school’s student complaint procedure has been effective during the last 
two years. If applicable, describe how it has been updated in that timeframe. 
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3. Provide a summary of student complaints over the last two years that were submitted 
through the school’s student complaint policy, using the following chart: 

Complainant’s Name Complaint Action Taken by the 
School 

Status 
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VII – STUDENT LEARNING, ASSESSMENT, PROGRESS, AND ACHIEVEMENT 
 
STATEMENT OF PURPOSE (from the Standards of Accreditation)  
 
A school must establish processes, policies, and procedures in the areas of student assessment 
and achievement and demonstrate that a high proportion of its students attend class, successfully 
progress through and complete their program of study, and obtain employment in the field for 
which trained. A school must establish and consistently apply criteria that provide an objective 
evaluation of the student’s learning and progress toward attaining the program’s specific 
educational objectives. Assessment of a school’s performance in these areas requires a broad 
consideration of all circumstances that affect student learning, satisfactory progress, and student 
achievement. 
 
A. STUDENT LEARNING, ASSESSMENT, AND SATISFACTORY PROGRESS 

1. Describe the student learning outcomes for each program. Explain how the student 
learning outcomes align with the program objectives and the level of education intended 
(e.g., non-degree, degree, degree level); and how the student learning outcomes reflect 
the necessary occupational and academic knowledge, skills, and competencies.  

2. Describe the school’s process for assessing and evaluating the defined student learning 
outcomes for each program (this process may include a variety and combination of 
methods such as grading, portfolio assessment, and criterion referenced testing).  

3. What are the criteria to assess a student’s academic progress through the program? 
Describe how student assessment approaches are documented and included as part of the 
institutional assessment and improvement planning process.  

4. Describe the school’s satisfactory academic progress policy. How is the policy 
appropriate and effective to attain the objectives of each program?  

5. Describe how the school’s attendance policy promotes sufficient levels of student 
attendance such that the required knowledge, skills, and competencies can be achieved. 

 
B. STUDENT ACHIEVEMENT 

1. Provide a completed Graduation and Employment Chart(s) for each of the school’s 
programs and each individual program length. The Graduation and Employment Chart 
can be found at www.accsc.org.  

2. Complete the following summary chart of student achievement outcomes for each 
program or program length offered using the data submitted above: 

Program Title Length in 
Months 

Graduate 
Rate 

Employment 
Rate 

    
  

3. Describe in narrative form the school’s efforts to improve student retention including an 
assessment of the effectiveness of these efforts.  
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4. For each training program offered at the school, complete the following chart for 20 
employers who have employed the school’s graduates within the past six months (if less 
than 20 are available, provide as many as possible). 

Name, Address, & Telephone # of 
Employer 

Contact 
Person 

Name and Telephone 
# of Graduate 

Date of 
Graduation 

Date of 
Initial 

Employment 
     

5. 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 
preparation. 

6. Describe the school’s efforts to improve graduate employment. Include a brief narrative 
with regard to the effectiveness of these efforts. 

7. For any program that has a graduation and/or employment rate lower than the 
Commission’s established benchmark rates, provide an assessment of the student 
achievement outcomes in that program and a detailed plan of action for improving the 
rates. The school may provide the following supplemental information: 

 Other reliable indicators of successful student learning with supporting 
documentation. 

 Evidence of other factors such as economic conditions, state and national trends, 
location, student population served, length of programs, students who withdraw from 
training but still obtain employment, state requirements, or other external or 
mitigating factors where applicable. 

 The school’s aggregated institutional rate of graduation and/or employment. 

8. List each program offered for which certification or licensure is required in order for 
graduates to be eligible for employment in the field for which training was provided 
Describe the certification or licensure requirements (including who administers the 
certification/licensing examinations, how often tests are given, etc.). Provide the pass 
rates for certification or licensure exams for each program listed, and describe how the 
state or federal licensing examination pass rates for each training program demonstrate 
and support successful student achievement. 

 
C. RESULTS OF THIRD-PARTY VERIFICATION OF EMPLOYMENT DATA2 

1. The school must engage an independent third-party to verify the employment data in the 
Graduation and Employment (“G&E”) Chart(s) submitted in Section VII (B)(1) above.  

2. The independent third-party must select minimally a 50% sample of employed graduates 
(classified as “Graduates - Employed in the Field”) on line 15 of each G&E Chart and 
report the results from that sample. Once the 50% sample has been selected by the 

                                                           
2 As described in the ACCSC Accreditation Alert dated July 1, 2013 and the Application for Renewal of 
Accreditation. 
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independent third-party, for the purposes of this application, the independent third-party 
may not alter the sample in an effort to get better results.  

 Please note: If an institution wishes to present an updated G&E Chart or a G&E Chart 
using a more recent Report Date than that which was submitted in Section VII (B)(1) 
above, the updated G&E Chart must be verified using the same methodology and 
reported on separately in order to be considered by the Commission in making an 
accreditation decision.  

3. The independent third-party must verify employment records from the employer or 
graduate either verbally or in writing. 

4. The independent third-party must verify the employment data in a manner independent 
from the school. The independent third-party must conduct the verifications without 
assistance from the school, with the exception of the school’s provision of records to be 
verified.  

5. The school must be prepared to provide the on-site evaluation team supporting 
documentation of the independent third-party’s findings including a list of the students in 
the sample, the results for each student, and the reasons for those results.  

 
 The school must provide the following as part of this SER: 

1. Documentation demonstrating that the third-party procured by the school for independent 
employment verification meets the Commission’s tests to be considered an 
“Independent” Third-Party as follows: 

a. If the independent third-party is one of the two identified by ACCSC in the July 1, 
2013 Accreditation Alert, the school only needs to provide the name of that 
verification company; or 

b. If the school chooses another independent third-party the school must provide the 
following: 

i. A signed attestation from the independent third-party that the independent third-
party 1) is not affiliated with the school or share any part ownership in the school 
or its affiliated schools; 2) is one that does not provide any other services to the 
school; 3) will only report accurate findings through work conducted in an 
independent manner. 

ii. A description of the methodology that the verification agency will use for the 
selection of the 50% sample. 

iii. A description of the methodology that the verification agency will use for the 
verification process. 

 
 2.  A summary of results for each G&E Chart that includes the following (at a minimum):  

a. The total number of students in the sample; and 
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b. The number of students in each of the categories below and the percentage in each 
category: 

 Verified as Correct (graduate’s employment is verified as listed in the school’s 
record); 

 Not verified (unable to verify after all attempts); 

 Verified as Not Correct (e.g., graduate not found in employer records, position is 
unpaid/externship, other discrepancies); and 

 Verified but Different (e.g., different start date, job title, employer, etc.). 
 
3. Any additional information or response the school deems appropriate regarding the above 

results. 
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VIII – SEPARATE FACILITIES 
 
STATEMENT OF PURPOSE (from the Standards of Accreditation)  
 
Separate facilities are created by and related to a main school or branch campus. These criteria 
are in addition to those set forth elsewhere in the Standards of Accreditation. 
 
A. Branch Campus 

1. List the name and address of each branch campus and the educational or training 
program(s) offered at each branch campus.  

2. For each branch, describe how that campus is permanent in nature, has its own faculty 
and administrative or supervisory organization, and provides for all required educational 
resources and student services (e.g., advising, testing, library resources, financial aid, 
employment assistance, etc.).  

3. Describe the structure and process for management and oversight of the branch campus 
and how this system has been effective in ensuring the school meets its objectives, fulfills 
its obligations to students, and meets or exceeds accrediting standards on an ongoing 
basis. Identify the ownership and management entity that controls the main school and 
the branch. 

4. List the individuals responsible for management of the school (including campus-based 
and corporate oversight) and provide a detailed description of how each member of the 
management team is qualified for his or her particular role, including education, training, 
experience, and demonstrated ability to lead and manage a post-secondary educational 
institution. Provide an organizational chart depicting the management structure. 

5. If a branch campus operates under a different name than the main school, demonstrate 
that all applicable state requirements have been met, and that each school’s catalog and 
enrollment agreement clearly define the relationship between a branch location and its 
main school. 

6. Describe how the main school has sufficient financial and managerial resources to 
operate and supervise its separate facilities. 

 
B. Satellite Location 

1. List the name and address of each satellite location and the educational or training 
program(s) offered at each satellite location.  

2. Provide the distance, both in miles and travel time, from the satellite location to the main 
school or branch. Explain how this distance is a reasonable commuting distance. 

3. Describe how the main school or branch manages each satellite location. Demonstrate 
that the school has sufficient financial and managerial resources to operate and supervise 
its satellite location(s). 
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4. Explain how the school supervises and provides services to staff and students at all 
satellite location(s). 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. 

5. If a satellite location provides more than 50% of any one program, submit a separate 
Graduation and Employment Chart for that program for the students attending the 
satellite location. 

6. Demonstrate that each satellite location bears the same name as the main school or 
branch, and that the relationship between each satellite location and its branch or main 
school oversight entity is identified in all advertising and publications.  

C. Distance Education Facility 

1. List the name and address of each distance education facility and the educational or 
training program(s) offered at each distance education facility. 

2. Provide documentation showing that each distance education facility is licensed by the 
appropriate state regulatory agency(ies). 

3. Describe how the main school or branch manages each distance education facility.  

4. Describe how the main school or branch has sufficient financial and managerial resources 
to operate and supervise its distance education location(s). 

5. Explain how the school supervises and provides services to staff and students at all 
distance education location(s). Describe how students have access to educational and 
support services that are equivalent to those offered to students at the oversight school. 

6. Demonstrate that each distance education location bears the same name as the main 
school or branch, and that the relationship between each distance education location and 
its branch or main school oversight entity is identified in all advertising and publications. 
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IX	–	DISTANCE	EDUCATION	
 
STATEMENT OF PURPOSE (from the Standards of Accreditation) 
 
This section sets forth the criteria under which the Commission will recognize programs or 
courses of study offered via distance education. Distance education, as defined by the 
Commission, is a formal process in which instruction within a program or course of study occurs 
when the student and instructor are not in the same location. Schools must ensure that only 
appropriate programs or courses of study are taught using distance education methodologies; that 
assessment measures are in place for admissions, student progress, and student achievement; and 
that appropriate resources and services are available to support student success. Distance 
education employs telecommunication or other technologies for the delivery of instruction, and 
may be synchronous or asynchronous in nature. Schools offering programs or courses of study 
via distance education must adhere to, and are responsible for, demonstrating compliance with 
accrediting standards as prescribed by this section, and elsewhere in the Standards of 
Accreditation. In accordance with the Rules of Process and Procedure, schools seeking to add or 
modify a distance education program or course of study must receive Commission approval prior 
to implementation. After a distance education program or course of study has been approved and 
included within a school’s scope of accreditation, it will be subject to the normal monitoring 
mechanisms available to the Commission. Appropriate admissions criteria must be in place and 
adhered to, necessary resources and services must be available to support student success, and 
mechanisms must be in place to measure and support student achievement outcomes. Section IX 
provides specific guidance for the delivery of distance education. All other requirements outlined 
in the Standards of Accreditation apply. 
 
A. Management and Administration 

1. Describe how the school’s distance education administrator or team of administrators are 
qualified to knowledgeably and effectively oversee the school’s distance education 
program(s)/course(s) of study, and how they ensure that these program(s)/course(s) of 
study meet the objectives and the mission of the school. 

2. Describe how the school ensures that it has the appropriate management, administrative 
capacity, and infrastructure to support growth in each distance education program. 

3. Provide a copy of the school’s verification policy which ensures that the student who is 
enrolled in a distance education program or course of study is the same student who 
participates in class discussions, completes all required coursework, including quizzes, 
tests and exams, and receives the academic credit. Include a description of how the 
school implements this policy. 

4. Explain how the school retains responsibility for the quality of the program(s)/course(s) 
of study offered through distance education methods and the achievement of expected 
and acceptable outcomes, irrespective of any contractual arrangements, partnerships, or 
consortia entered into with third parties for the provision of components of a distance 
education program or course of study.  
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5.  Provide the school’s institutional assessment and improvement plan for distance 
education, which outlines, at a minimum, the following: 

a. The school’s plan to ensure that its facilities, equipment, technology, and other 
resources and infrastructure associated with distance education are appropriate to the 
subject matter of the program(s)/course(s) of study; 

b. A demonstration (through supportable documentation) that the resources needed for 
the distance education infrastructure are integrated in the long-term budget of the 
school to include minimally the budget allocation made in such areas as staff and 
faculty salaries, staff and faculty development, educational materials, learning resource 
materials, and advertising; and  

c. A description of the delivery system used for distance education, including the 
provisions that the school uses to insure that the students who are enrolled in the 
courses are the students who are actually taking the courses and receiving the academic 
credit for the courses. Provide access instructions and a temporary user ID and 
password that can be used to access and evaluate the distance education delivery 
system. 

 
B. Objectives and Student Achievement 

1. Describe the outcomes expected from the distance education program(s)/course(s) of 
study. (Specify the expected knowledge, skills, and competency levels that students will 
achieve in the distance education program or course of study). Explain how the objectives 
of distance education program(s)/course(s) of study are consistent with the mission of the 
school and its educational and training objectives.  

2. Describe how the program(s)/course(s) of study are appropriate for delivery through 
distance education methods. 

3. Describe how the objectives of distance education program(s)/course(s) of study are 
readily available for student consideration.  

4. Explain how the school facilitates the delivery of course content such that students may 
reasonably be expected to achieve the learning outcomes. 

5. Explain how the school assesses student learning and achievement outcomes. 
 
C. Programs, Curricula, and Resources 

1. Describe how the length of each distance education program or course of study is 
appropriate to achieve the specified objectives and outcomes. 

2. Explain and describe the method or methods of delivery (i.e., asynchronous electronic 
media, synchronous electronic media, etc.) utilized for each distance education program or 
course of study. 

3. Explain how each distance education program or course of study provides for timely and 
meaningful interaction between students and faculty, and among students.  
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4. Describe the resources available to support the distance education program(s)/course(s) 
of study and explain how the resources are sufficient, current, comprehensive, 
appropriate to the subject matter, and available to students. 

5. Provide a copy of the school’s policies on ownership of instructional materials and 
protection of copyright. Describe how the school adheres to these policies. 

6. Learning resource system: 

a. Describe how the learning resource system for distance education 
program(s)/course(s) of study meets all necessary requirements outlined in Section II 
(A)(5), Substantive Standards, Standards of Accreditation. 

b. Explain how students will have access to learning resources equivalent to those 
available to students in residential programs at the school.  

c. Describe the training and support services that the school provides students to 
facilitate access to learning resource materials. 

d. Describe how the school evaluates the adequacy and accessibility of the resources and 
services on an ongoing basis.  

7. Provide the minutes from the Program Advisory Committee’s review of each distance 
education program or course of study. 
 

D. Catalog and Advertising 

1. Provide a copy of the school’s catalog, cross-referenced to the Catalog Checklist, to 
demonstrate that the catalog meets all necessary requirements outlined in Section IV 
(C)(1), Substantive Standards, Standards of Accreditation. The catalog must contain a 
description or summary of the delivery system, the prerequisites for participation, expected 
learning outcomes, graduation requirements, student services, technology and equipment 
requirements, and any other requirements. 

2. Describe how the school recruits students for, advertises for, and promotes the distance 
education program(s)/course(s) of study.  

3. Provide a copy of the advertisements and promotional materials used for the distance 
education program(s)/course(s) of study. 

 
E. Admissions Requirements and Enrollments 

1. Provide the admissions requirements for enrollment into each distance education program 
or course of study.  

2. Explain how the school assesses whether students have the skills, competencies, and access 
to technology necessary to succeed in a distance education environment prior to their 
enrollment in their program or course of study. 
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F. Faculty 

1. List the faculty members who teach in each distance education program or course of 
study. Include on the list a summary of the qualifications, credentials, and distance 
education teaching experience of each faculty member listed. Provide the school’s hiring 
criteria for faculty who teach using distance education methods (see Section III (B), 
Substantive Standards, Standards of Accreditation). 

2. Describe how the school provides orientation and training for faculty who teach using 
distance education methods. Explain how this orientation addresses teaching skills and 
instructional methods in a distance education environment. 

3. Provide a copy of the policies, measures, and procedures the school uses to evaluate the 
performance and resource needs of faculty members in a distance education 
program(s)/course(s) of study. Explain how the school assesses faculty effectiveness in 
distance education program(s)/course(s) of study. 

4. Provide a copy of the school’s policies governing faculty, and explain how these policies 
address teaching load (inclusive of residential and distance education), class size, time 
needed for course development, and the sharing of instructional responsibilities that allow 
for effective teaching in a distance education environment. Describe how the school 
ensures that faculty and staff respond in a timely manner to student questions and 
concerns, both academic and administrative. 

5. Explain how the school ensures that faculty members provide opportunities and means 
for timely and meaningful interaction with students that is appropriate to the distance 
education environment. 

6. If the distance education program(s)/course(s) of study include(s) an externship, provide 
the written training plan and goals for students that specify the particular application and 
experiences that are to be secured during the externship.  

7. Provide a copy of the Faculty Personnel Report for the designated school employee 
responsible for the supervision of the externship for distance education students (if 
applicable). Describe how this designated school employee has appropriate qualifications 
(see Section II (A)(6), Substantive Standards, Standards of Accreditation). 

 
G. Student Services 

1. Provide a copy of the school’s written policies and procedures which address student 
services for those students enrolled in the distance education program(s)/course(s) of 
study. Describe the resources that are available to support the student services provided 
by the school. 

2. Explain how the school’s student services are available to students enrolled in distance 
education program(s)/course(s) of study.  

3. Describe how the school ensures adequate supervision of its student services for students 
enrolled in a distance education program(s)/course(s) of study. 



ACCSC SELF-EVALUATION REPORT  
INITIAL ACCREDITATION 

Page 38 of 48 SER – Section IX Revised 07.01.14 

4. Provide a copy of the school’s orientation materials for students enrolled in a distance 
education program(s)/course(s) of study. 

5. Explain how the school maintains records of attendance and satisfactory academic 
progress. 
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OCCUPATION SPECIALIST INFORMATION PACKAGE OUTLINE 
 
The Commission requires that the on-site evaluation team for each school seeking initial 
accreditation include an Occupation Specialist for each program, or groups of related 
programs, offered by the school. Therefore, complete Appendix A for each distinct program 
or group of closely related programs offered at the school. Note that the below information 
is a selection from the main Self-Evaluation Report document but includes only that 
information which is relevant and necessary for the Occupation Specialist review. 
 
The school must prepare a separate electronic Occupation Specialist CD for each of these 
program areas, which is labeled “Occupation Specialist Information” and indicates the 
program name or area of concentration on the cover. Each CD must include the items 
below as they relate to each program area and include a copy of the school’s current 
catalog.  
 
II – PROGRAM REQUIREMENTS 
 
A. GENERAL REQUIREMENTS 

1. Program Length 

a. Explain how the school has determined that the length of each program offered is 
appropriate to enable students to achieve the program objectives and to acquire the 
knowledge and skills necessary for initial employment in the field for which training 
is provided. 

b. Is the length of each program comparable to similar programs in the same occupation 
field? If not, why? 

c. Cite external validation and opinions with regard to each program’s length and 
include the review and comments by the school’s Program Advisory Committee(s). 

2. Program Organization 

a. Provide a detailed and organized instructional outline and course syllabi for the 
training program offered by the school. Each outline, or syllabus, should show the 
scope, sequence (including prerequisites), timetable of the subject matter, and the 
appropriate number of didactic hours, supervised laboratory/shop, and/or externship 
hours necessary to achieve the announced program objectives. Provide only an 
outline and do not include daily lesson plans. 

b. Provide a brief summary of each course within each program. 

3. Instructional Materials and Equipment 

a. 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). 

b. Describe how the school ensures that instructional materials and equipment: 
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i. reflect what is currently being used in occupational settings; 

ii. are sufficiently comprehensive; 

iii. are sufficient in quantity; 

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

v. are properly maintained and provided with proper safety devices; and 

vi. meet each training program objective. 

c. Cite external validation and opinions with regard to instructional materials and 
equipment and include the review and comments by the school’s Program Advisory 
Committee(s). 

4. Program Advisory Committee 

a. Provide a list of the membership (do not include school personnel) for the Program 
Advisory Committee for each program or group of related programs. Describe the 
qualifications of the members of each Program Advisory Committee and include the 
members’ names and contact information, to include telephone numbers and e-mail 
addresses. 

i. Indicate which members represent the employment community and/or are 
practitioners from the program area. 

ii. If this program or any of its courses are offered via distance education, indicate 
which member(s) have experience in the delivery and administration of distance 
education programs who can review and comment on the school’s distance 
education platform, methods, processes, procedures, and infrastructure in the 
context of the program/course content and objectives. 

b. Provide copies of minutes for the last two meetings of the school’s Program Advisory 
Committee(s) for each program or group of related programs. (Have available the 
minutes from each Program Advisory Committee meeting held during the school’s 
term of accreditation for review by the team during the on-site evaluation.) 

c. Describe how the school gives consideration to Program Advisory Committee(s) 
input. Provide evidence. 

 5. Learning Resource System 

a. Describe the extent and nature of the school’s learning resource system. 

b. Explain how the school’s learning resource materials are commensurate with the level 
of education provided and appropriate to the courses of study in sufficient quantity 
and scope to meet the educational objectives of each program.  

c. Explain how use of the school’s learning resource system materials are integrated into 
the school’s curriculum and program requirements. Include any assignments or 
projects which require student use of the school learning resource materials. 
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6. Externships 

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 goals, 
educational objectives, and specific experiences and applications to be accomplished, as 
well as the required educational resources, established timelines for the externship, and 
the evaluation process and criteria to be used. Additionally, demonstrate that the training 
plan designates an on-site supervisor from the occupational setting who will guide and 
oversee the student learning experience and participate in student evaluations. 

7. Program Review 

a. Describe how the school determines that its students are achieving the competencies 
that are essential to success in their occupation by the time they have completed their 
training. Describe the measures that are used to evaluate program effectiveness. 

b. Describe and explain the rationale for any substantive curriculum changes made in 
the school’s training programs during the last term of accreditation. 

c. Describe any short or long range needs that have been identified that may lead to 
further changes in the school’s training programs. 

 
III–EDUCATIONAL ADMINISTRATION & FACULTY QUALIFICATIONS 

A. FACULTY QUALIFICATIONS 

1. Describe how the school’s faculty is sufficient in number to serve the student enrollment. 
State the current and maximum student/teacher ratios by didactic and supervised 
laboratory hours. 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. 

2. List each faculty member teaching in this program in the chart below, a description of at 
least three years of practical work experience in the subject, and an indication that where 
required by law, the faculty member is certified or licensed. 

Instructor 
Name 

Course(s) 
taught 

Certification/ 
License 

Description of Work 
Experience 

From 
(m/y) 

To 
(m/y) 
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The following preparations will assist the team in conducting an efficient, effective evaluation of 
your institution. 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 secure room for the Commission team. The security of the room shall not 

allow the school to eavesdrop or record (audio or video) the team at any time during the on-
site evaluation. 

 Have students in regular attendance avoiding scheduled breaks, special exams, and field 
trips. 

 Have as many instructional and administrative staff present as possible. 

 Have driving directions and parking information available for the team prior to arrival. If 
parking is limited, please have spots available for the on-site evaluation team.  

 
Please have the following available in the team room upon arrival: 
 
 Internet access including any required access codes 

 Adequate outlets/extension cords  

 Basic office supplies such as a stapler, binder clips, and pens 

 One printed copy of the school’s Application for Accreditation and one physical copy of the 
Self Evaluation Report (SER) with exhibits 

 One set of educational materials currently in use for each training program offered, including 
curricula, lesson plans, textbooks, handouts, and instructor guidebooks 

 A list of all current students separated by program of study, start date, day/evening cohorts, 
and full/part-time cohorts (include overall totals per program)  

 A list of all graduates within the last 24 months 

 For withdrawn/terminated students within the last 24 months, provide the following summary 
information: 

Student Name / 
ID # 

Program 
Start 
Date 

With./Term. 
Date 

Refund 
Due 

Amt. 
Paid 

Due Date 
Date 
Paid 

 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) 

 A key for any abbreviations the school uses for program names in materials provided to the 
team 

 If applicable, a list of current students admitted on an ability-to-benefit basis 

 Four bound catalogs completely cross-referenced with the Catalog Checklist (these may not 
be drafts) 

 Three printed enrollment agreements completely cross-referenced with the Enrollment 
Agreement Checklist (these may not be drafts) 
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 A hard copy of the credential awarded upon graduation (blank diploma/certificate/degree). 

 The most recent correspondence from the US Department of Education with regard to the 
school’s Cohort Default Rates 

 Any updated information that was not provided in the Application for Renewal of 
Accreditation or Self-Evaluation Report. Items that commonly have been updated include: 

- Organizational charts 

- A list of current faculty and staff 

- Institutional assessment and improvement planning documents 

- Current advertising and promotional materials  

- Current budget 

- Copies of current correspondence regarding any reviews and/or audits by any accrediting, 
state, federal, or other regulatory agency 

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

- Copies of minutes from all Program Advisory Committee meetings held since the 
submission of the SER 

- Current state and/or local license to operate 

- A current Program Chart reflecting all programs offered and any updates/modifications to 
programs reported to ACCSC since the Application/SER documents were submitted 

 The most recent verified updated/revised Graduation and Employment Charts if applicable 

 Supporting documentation for the school’s most recently submitted Graduation and 
Employment Charts. Supporting documentation for the Graduation and Employment Chart 
should be organized according to the corresponding cohort start date reported on the chart 
(line #1) as follows: 

1. For each student start, the school should be able to provide the following information: 

Student Name Program Start Date Graduation Date Withdrawal/Termination Date 
     

2. For each student classified as “Unavailable for Graduation” (line #6), the school should be able to 
provide the following information:  

Student Name Program Start Date Reason Unavailable 
    

3. The school should have supporting and verifiable documentation for each student classified as 
“Unavailable for Graduation” to include minimally, external documentation such as military 
orders, letter from physician/doctor, death notice/obituary, public record of incarceration. 

4. For each graduate classified as employed in the field3 (line #14), the school should be able to 
provide the following information: 

Graduate Program Start Employer Employer Date of Initial Descriptive Job Source of 

                                                           
3 See Appendix VIII – Guidelines for Employment Classification, Standards of Accreditation 
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Name Date Name, 
Address, & 

Ph. # 

Point of 
Contact 

Employment Title and 
Responsibilities 

Verification4  
 

(i.e., graduate or 
employer) 

        

5. From the list above, for each graduate classified as employed in a training related field, that is 
“self-employed” or “career advancement,” the school should be able to provide the following: 

Graduate Name Program Start Date Description of the Documentation on File 
    

6. Supporting and verifiable documentation for each graduate classified as “self-employed” above 
should include external documentation and a signed statement from the graduate acknowledging 
that the self-employment is aligned with the individual’s employment goals, is vocational, is 
based on the education and training received, and that the graduate is earning training related 
income along with some form of verifiable documentation to demonstrate that the self-
employment is valid. 

7. Supporting and verifiable documentation for each graduate classified as “career advancement” 
above should include documentation from the employer or the graduate that the training allowed 
the graduate to maintain employment due to the training provided by the school or documentation 
from the employer or the graduate that the training supported the graduate’s ability to be eligible 
or qualified for advancement due to the training provided by the school. 

8. For each graduate classified as “Graduates-Further Education” (line #11) or “Graduates-
Unavailable for Employment” (line #12), the school should be able to provide the following 
information: 

Graduate Name Program Start Date Classification on the G&E Chart Reason 
     

9. The school should have supporting and verifiable documentation for any student classified as 
“Unavailable for Graduation” (line #6), “Graduates-Further Education” (line #11), “Graduates-
Unavailable for Employment” (line #12), or “Non-Graduated Students Who Obtained Training 
Related Employment” (line #19). This should include, minimally, external documentation such as 
transcripts/enrollment agreements for “Graduates-Further Education” and military orders, letter 
from physician/doctor, death notice/obituary, public record of incarceration, etc. for “Graduates-
Unavailable for Employment.” 

 
Documentation: 
 
Although it is not necessary to have the following documentation present in the team room, 
Please be aware that the team will need ready access to the following: 

 Files of applicants denied admission to the school over the last five years 

 Copies of student complaints for the last five years 

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

 List of students in the required third-party verification sample, the results for each student, 
and the reasons for those results 

                                                           
4 Appendix VIII (4)(a) Guidelines for Employment Classification requires the school to verify the employment classification. 
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 Signed Code of Conduct5 documents for all school personnel whose primary responsibilities 
are to engage in recruiting and admissions functions 

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

 Staff files including background/qualifications, documented training/professional 
development, and supervisory evaluations 

 The following items must be available and easily accessible in each faculty file for review: 

 Documentation of verified prior practical work experience; 

 Documentation of academic credentials; 

 Copies of any required certifications or licenses;  

 Copies of faculty assessments/supervisory evaluations; and 

 Documentation of continuing education and professional development activities. 

 The following items must be available and easily accessible in each Current Student and 
Graduate file for review: 

 Copy of all admissions documentation (i.e. high school diploma, GED transcript, 
ATB test results, required additional assessment results, etc.); 

 Copy of the enrollment agreement; 

 Grade sheet and/or transcript that shows attendance and grades (completion date and 
credential awarded for graduates as well);  

 Documentation of student services delivered; and 

 Copies of written notice of any notice given to the student regarding SAP. 

 The following items must be available and easily accessible in each drop file for review: 

 Copy of admissions documentation (i.e. high school diploma, GED transcript, ATB 
test results, required additional assessment results, etc.); 

 Copy of the enrollment agreement; 

 Grade sheet or transcript to show last date of attendance;  

 Return of Title IV determination date (i.e. last date of attendance or date of 
determination); 

 Refund calculation worksheet; and 

 Ledger card, cancelled check, or electronic submittal confirmation to show proof of 
refund made. 

Please be reminded that the following are not permitted during the Exit Interview: 
 Court reporter; 
 Legal counsel; or 
 Audio or video recording. 

                                                           
5 Appendix V - Recruitment and Admissions Personnel Code of Conduct, Standards of Accreditation 
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- Occupation Specialist Candidates - 
 
The following guidelines and requirements will allow for the efficient identification of well-qualified 
candidates for the position of Occupation Specialist, serving as a subject matter specialist with the 
ACCSC on-site evaluation team.   
 
Occupation Specialist - An individual who represents a specific industry/trade, holds the required 
credential to legally work in the field, and has a work history that supports an independent “expert” 
representation of their occupational specialty.   
 
Benefits of Serving as an ACCSC Occupation Specialist:  
 
 The ability to provide feedback and suggestions regarding current industry trends and workplace 

expectations to the team and school. Through this feedback the Occupation Specialist facilitates 
improved training opportunities that result in a better-prepared workforce.  

 The opportunity to cultivate a network of professional contacts with school personnel to allow for 
possible employment opportunities for graduates and a resource of recently trained potential new 
employees for the employer. 

 The opportunity to gain professional development and a sense of “giving back” pride in the 
profession/industry represented by the Occupation Specialist. 

 ACCSC offers a $100 honorarium as a token of our appreciation, and reimburses for mileage and 
lunch upon submission of a fully executed ACCSC expense reimbursement form. 

 
Expectations for an Occupational Specialist: 
 
 The Occupation Specialist must be willing to spend approximately 2 hours of time preparing for the 

onsite evaluation (i.e. ACCSC training and reading/reviewing materials) 

 The Occupation Specialist must be willing to spend approximately 2-3 hours of time onsite at the 
school actively reviewing the program during the team’s scheduled evaluation. This review includes 
touring the facility; reviewing the curriculum, equipment, and training aids utilized for the delivery of 
the program; determining the adequacy of the learning resource system’s (library) holdings; and 
commenting on the training program’s overall effectiveness in preparing graduates for entry-level 
employment in the field of study.  

 The Occupation Specialist must be willing to complete ACCSC observation/evaluation form and 
describe his/her observations to the ACCSC on-site evaluation team. 

 The Occupational Specialist must be willing to attest that he/she has no conflict of interest with the 
school. 

 
ACCSC on-site evaluation teams are required to include one (1) Occupation Specialist to review each 
training program or group of related training programs to provide external feedback regarding the 
occupational field for which training is provided. As such, ACCSC seeks quality Occupation Specialists 
to participate in this important team role. As part of the Renewal of Accreditation process, ACCSC 
requests that the school identify, in accordance with the guidelines below, three (3) to five (5) candidates 
per program (or group of related programs) that meet or exceed the criteria outlined below. These 
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individuals must be independent of the school and free of any relationship with the institution beyond that 
which is typical of a networked professional in the community. In providing candidates, the school will 
need to attest to the independence of each candidate advanced by the school and to confirm that no 
incentive was used to obtain the individuals’ permission to be nominated as an Occupation Specialist 
candidate. 
 
Occupation Specialist Criteria – The school may only provide Occupational Specialist candidates that 
are “independent” and meet the following criteria: 

 The Occupational Specialist must meet the following tests to be considered an “independent” 
evaluator: 

- The Occupational Specialist cannot be a current or former student of the school; 

- The Occupational Specialist cannot be a current or former employee of the school; 

- The Occupational Specialist cannot be affiliated with the school in any way (e.g., Program 
Advisory Member, adjunct faculty for an affiliated school, etc.); and 

- The Occupational Specialist has no conflict of interest with the school that would compromise 
his/her ability to give an unbiased evaluation of the school’s program, such as; 

o He/she cannot have a direct or indirect investment in the outcome of the program evaluation; 

o He/she cannot have a relationship with anyone at the school that would compromise the 
integrity of the evaluation; and 

o He/she has not entered into an agreement, formally or informally, with the school that would 
compromise integrity of the evaluation. 

 The Occupation Specialist must be a current working professional in the field/industry in which the 
school offers a training program. 

 The Occupation Specialist must hold the necessary required credential/certification/license to 
represent the industry. 

 The Occupation Specialist must have at least five years of hands-on work experience in the 
field/industry. 

Attestation and Signature: 
 
I certify that the school has not provided any incentive (real, perceived, or otherwise) to the 
individuals whose contact information is being provided to potentially serve as qualified, 
independent parties in the role of Occupation Specialists on the ACCSC evaluation team.  
 
 
Name:        Title: 
 
 
 
Signature:         Date: 
Highest Ranking Official 
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Attachments to Appendix C: 
 
1. The ACCSC Occupation Specialist Candidate Contact Sheet6 
 

ACCSC OCCUPATION SPECIALIST CANDIDATE CONTACT SHEET   

Please provide the requested contact information for three (3) to five (5) local individuals per training 
program/group of related programs who meet the required criteria outlined in Appendix C and who have 
agreed to participate as qualified and independent Occupation Specialists on the ACCSC accreditation 
onsite evaluation team if contacted. 

TRAINING 
PROGRAM 
NAME 

NAME OF 
OCCUPATION 
SPECIALIST 
CANDIDATE 

TITLE OF 
OCCUPATION 
SPECIALIST 
CANDIDATE 

EMPLOYER OF 
OCCUPATION 
SPECIALIST 
CANDIDATE 

PHONE 
NUMBER OF 
OCCUPATION 
SPECIALIST 
CANDIDATE 

E‐MAIL 
ADDRESS OF 
OCCUPATION 
SPECIALIST 
CANDIDATE 

           

           

           

           

           

           

           

           

           

           

           

           

           

           

           

 

                                                           
6 It is understood that the Commission staff may not make contact with all individuals whose information is provided 
via the Occupation Specialist Contact Sheet. Commission staff may secure subject matter experts not listed in the 
Occupation Specialist Contact Sheet to serve as Occupational Specialists. In any event, upon appointment of the on-
site evaluation team, the school will be promptly notified of the names of the prospective team members. 


