May 24, 2022

ELECTRONIC DELIVERY

Adult Division Supervisor
Trumbull Career & Technical Center
528 Educational Hwy.
Warren, Ohio 44483
Dear

School #M072450
Warning

:

At the February 2022 meeting, the Accrediting Commission of Career Schools and Colleges (“ACCSC” or
“the Commission”) considered its previous decision to defer final action on the following submitted by
Trumbull Career & Technical Center (“TCTC”) located in Warren, Ohio:
•

Application for Renewal of Accreditation;

•

Application for an Unrelated New Program for the Welder/Pipefitter (Certificate);

•

Application for an Unrelated New Program for the Practical Nursing (Certificate) program; and

•

An Outcomes Report.

Upon review of the October 28, 2021 Deferral Letter, the school’s response, and the entire record in this
matter, the Commission voted to place TCTC on Warning with a subsequent review scheduled for
ACCSC’s November 2022 meeting. The reasons for the Commission’s decision and the Commission’s
requirements for the school to demonstrate compliance are set forth below.
History of the Commission’s Review:
•

November 2018: The Commission voted to grant the school renewal of accreditation for three years
and accepted the Employment Verification Report. The Commission also placed the school on
Outcomes Reporting due to below-benchmark rates of graduate employment in the Software
Application Specialist (now Office & Accounting Technologies), Building Maintenance Construction
Trade, and Machinist Program certificate programs.

•

June 2019: The Commission voted to continue the school on Outcomes Reporting for below-benchmark
rates of graduate employment in the Software Application Specialist (now Office & Accounting
Technologies) and Building Maintenance Construction Trade certificate programs.

•

May 2020: The Commission voted to continue the school on Outcomes Reporting due to belowbenchmark rates of graduate employment in the Office & Accounting Technologies (formerly Software
Application Specialist) certificate program.

•

May 2021: The Commission voted to continue the school on Outcomes Reporting due to belowbenchmark rates of graduate employment in the Office & Accounting Technologies certificate program.

•

August 2021: The Commission considered the school’s Outcomes Report in conjunction with the
Application for Renewal of Accreditation and Applications for an Unrelated New Program (two) and
voted to defer final action due to outstanding questions regarding student achievement outcomes,
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student satisfaction, institutional assessment and improvement activities, refund processing,
avocational courses, and advertising1 (see the October 28, 2021 Deferral Letter).
BASES FOR THE COMMISSION’S WARNING ACTION
The ACCSC accreditation process and the Standards of Accreditation establish that the “burden rests with
the school to establish that it is meeting accrediting standards” (Introduction, Standards of Accreditation).
The Commission has found through its ongoing monitoring and renewal of accreditation processes that
TCTC has not met its burden of demonstrating compliance accrediting standards despite multiple
opportunities to provide the information necessary to do so. Although the Commission has not yet made a
determinative finding of non-compliance with accrediting standards, the school’s continued failure to
resolve the Commission’s concerns is likely to result in such an action.
In the area of student achievement outcomes, the Commission is concerned regarding the school’s belowbenchmark rates reported over time and for most of TCTC’s programs. During the August 2021 review, the
Commission noted that the school reported below-benchmark rates in five of the school’s six programs that
have been operational long enough to be reportable. Subsequent to that review, the school submitted the
2021 Annual Report, reporting below-benchmark rates of employment in the Medical Assistant program
that was previously reporting above-benchmark rates. In addition, the school reported the first student
achievement outcomes for the Practical Nursing program, including a below-benchmark employment rate.2
In response to the October 28, 2021 Deferral Letter, the school provided updated student achievement
outcomes data for the five programs identified as below-benchmark in the August 2021 review. The updated
data show that student achievement outcomes in four programs remain below benchmark. Given the data
reported in the 2021 Annual Report and the response to the Deferral Letter, the Commission is in some
stage of fact-finding regarding below-benchmark rates of student achievement in six of the school’s seven
programs. Further inability to assess the root cause of poor student achievement and to implement effective
improvement strategies will likely lead the Commission to conclude that the school has failed to
demonstrate acceptable student achievement outcomes.
Furthermore, the Commission noted that the school has not been able to make a full demonstration of
compliance with standards in five additional areas fundamental to achieving the mission of the institution:
attentiveness to student needs; engaging in ongoing institutional improvement activities; the timely
processing of refunds; the approval for all vocational programs being offered; and the accurate
representation of the school to prospective students. Again, TCTC’s further inability to demonstrate
compliance with accrediting standards may lead to a conclusion that the leadership of the school is unable
to operate the school in compliance with accrediting standards.
Therefore, the Commission voted issue a Warning to TCTC with a subsequent review scheduled for
November 2022. Of critical importance is the plan of action to improve rates of student success in the
school’s programs. It is imperative that TCTC’s response to this Warning show the school’s ability to
implement strategies improving rates of student achievement and the ability to operate the school in
compliance with accrediting standards.

The March 15, 2021 On-Site Evaluation Report (“OER”) from the virtual visit conducted on January 13-14, 2021 includes the
team’s finding that the school reported below-benchmark rates of graduate employment in the Auto Technology, Machinist
Program, State Tested Nursing Assistant, and Welder/Pipefitter certificate programs
2
The school has not yet had an opportunity to provide additional information about these two programs, therefore the Commission
will allow the school to supplement the 2021 Annual Report data for the Commission’s consideration.
1
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In response, TCTC provided an analysis of student achievement outcomes at the institutional level,
rather than the specific programmatic analysis directed by the Commission. TCTC identified two
problems impacting the school’s ability to demonstrate successful student achievement: low
enrollments and lack of staffing. With regard to low enrollments, the school stated that “[o]f 5 programs
having 16 start dates, programs dating back to 2017 (Automotive, Machine Trades, Software
Application Specialist, STNA and Welder Pipe Fitter), had no more than 10 students enrolled for each
start date of the programs” (TCTC January 4, 2022 Deferral Response, p., 1). TCTC’s response focuses
on the mathematical challenge in meeting benchmark and proposes that increasing enrollment would
improve student achievement rates.
Ultimately, low enrollment may impact TCTC’s ability to meet the required metrics set by
ACCSC. Additionally, TCTC does not retain personnel in roles specifically and solely
dedicated to admissions and recruitment. Nor has the institution employed full-time staff for
job placement services. Consequently, TCTC acknowledges that key areas related to
enrollment and employment are critical to increase enrollment and ultimately graduate
employment rates (Id., p., 1).
The response does not explain how an increase in enrollment numbers will result in improved student
success, other than the mathematical effect of a larger denominator. The response does not provide any
estimates of how many additional enrollments would be required to improve student achievement. The
Commission noted that overall TCTC reported a total of 54 students available for employment and 24
employed in field, for an institutional employment rate of 43%. This does not support the school’s
assumption that increased enrollment will result in improved student achievement rates. In addition,
the school’s remarks about lack of staff in admissions and recruitment raise questions about whether
the school is adequately resourced to provide adequate employment assistance and conduct
employment verification procedures to the current population or at an increased enrollment level.
Finally, the Commission questions the value of investing further resources in offering programs with
historically low levels of enrollment and poor rates of student success, particularly in the area of
employment outcomes.
As in the previous response, the current response points to student demographics as a factor in low
employment rates. The response includes a generalized statement that dislocated workers are less
inclined to seek employment after graduation.
Another notable factor for low employment rates is the student cohort make-up. TAA
participants and students entering having been a part of a mass lay-off have shown to be less
interested in return to work after graduation. TCTC has historically gained enrollment when
the economy has a surplus of dislocated workers. These factors as well as those emphasized in
the early response are factors that impact employment outcomes (TCTC January 4, 2022
Deferral Response, p., 1).
The October 28, 2021 Deferral Letter also directed TCTC to submit a description of other external or
mitigating factors reasonably related to student achievement that are adversely impacting the school’s
ability to meet the Commission’s established benchmark rates, such as economic conditions, state and
national trends, location, and student population served (p., 5). In its January 4, 2022 response, the
school referred to the impact of the COVID-19 pandemic as follows:

Trumbull Career & Technical Center
School #M072450
May 24, 2022
Page 5 of 15

Warning

As stated in the original submission, TCTC has acknowledged that the economic climate due
to the pandemic has had a significant impact on the school’s ability to meet the commissions
established benchmarks. The COVID pandemic and the fear associated with returning to work
along with continued unemployment benefits and online school for students with children are
all factors that TCTC would like the commission to consider (p., 2).
The Commission found that the school’s assertions regarding student demographics are not supported
with data or documentation showing that dislocated workers are less likely to seek employment after
graduation. In addition, the school’s response does not provide any other reliable indicators of
successful student learning that might otherwise show successful student achievement with regard to
graduate employment. Likewise, the assertion regarding the effects of the pandemic are neither
quantified nor supported with data and documentation showing how the pandemic has in fact reduced
student success in the school’s programs. This is particularly salient because the school’s low rates of
graduate employment pre date the pandemic.
Overall, the Commission found that TCTC has not shown evidence of a comprehensive analysis that
will result in the implementation of effective strategies for improving student success. In the
October 28, 2021 Deferral Letter, the Commission directed TCTC to submit a description of the
school’s plan of action and an explanation of how the plan incorporates strategies that target the factors
identified in the assessments (p., 5). The school responded as follows:
TCTC will continue to develop its approaches to enrollment services (admissions &
recruitment). TCTC seeks to hire a recruiter to better identify potential students interested in
employment after graduation and to focus on boosting overall enrollment. TCTC will monitor
the state of the economic climate as well as individual and community concerns with return to
work (TCTC January 4, 2022 Deferral Response, p., 3).
The Commission found that this statement describes vague steps that the school promises to take in
future, rather than a concrete, comprehensive plan of action that the school has already implemented.
The school has not shown the effort or ability to make the changes necessary to demonstrate compliance
with accrediting standards. Considering the magnitude of the issue, it is imperative that TCTC direct
immediate attention to formulating and implementing a plan for improving rates of student achievement
and making a strong demonstration to the Commission of the school’s commitment to student success.
Based on the foregoing, the Commission determined to give TCTC an additional opportunity to
demonstrate the viability of the school’s programs and to show that the school is implementing a strong
and realistic plan of action resulting in improved rates of student achievement. Accordingly, the
Commission directs TCTC to submit the following:
a. For each program, provide a description of 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.).
b. As relevant or present, a description of any external or mitigating factors reasonably related to
student achievement that are adversely impacting the school’s ability to meet the Commission’s
established benchmark rates, such as economic conditions, state and national trends, location, and
student population served. If such factors exist, then the description must include:
i.

Specific data or other supporting information regarding the impact of external factors on the
rates of student achievement that is supported with documentation and
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during a term within the covered period may consider all withdrawals from students enrolled in affected
programs during that term to have been the result of circumstances related to the COVID-19 national
emergency. If the school reported a student as withdrawn due to COVID-19 to the Department, the
school is expected to maintain the documentation that satisfied the Department’s requirements to
classify the student in the Unavailable for Graduation category. For non-Title IV students,
documentation may be similar for students classified as Unavailable for Graduation, such as a written
attestation from the student that he/she can no longer attend classes due to COVID-19 would be
sufficient.
2. TCTC must demonstrate that the school is attentive to its students’ educational and other needs (Section
VI (A)(1), Substantive Standards, Standards of Accreditation). The question regarding the school’s
attentiveness to student needs was first raised by the results of student surveys conducted as part of the
on-site evaluation (Virtual Visit). According to the April 17, 2021 On-site Evaluation Report (“OER”),
22% of the students surveyed expressed dissatisfaction with the school’s financial aid and student
services functions, and 32% expressed dissatisfaction with the school’s learning resource system (p.,
5-6). In response to the OER, TCTC proposed that a lack of awareness regarding the availability of
those services created the perception that the services were unsatisfactory. The school outlined steps
taken to increase communication with students including the relocation of the financial aid office to
make it more visible. In addition, the school planned to implement a more comprehensive student
survey process in order to obtain better feedback regarding student needs. The Commission determined
that additional monitoring was warranted to ensure the new student survey process has been
implemented as part of the school’s efforts to remain attentive to student needs, and that the measures
taken to improve student awareness of services offered by the school are having a positive impact on
student satisfaction.
In response to the October 28, 2021 Deferral Letter, TCTC described a new student satisfaction survey
as the school’s mechanism for remaining attentive to student needs (p. 4). The response includes a copy
of the student survey, Likert Scale responses to six statements. An excerpt from Exhibit 2b of TCTC’s
January 4, 2022 Deferral Response, states the following:
1) ADMISSIONS, REGISTRATION or ORIENTATION: Before the start of my program, the staff
were friendly, helpful and competent. Scale: Strongly disagree to Strongly agree.
2) FINANCIAL AID: The approachability and support given by TCTC's financial aid department.
Scale: Not Very approachable or helpful to Very friendly, approachable, and helpful.
3) GUIDANCE & LEARNING RESOURCES: The department provides resources and support that
meet my specific needs. Scale: Resources & support ARE NOT made available or do not relate to
my needs to Resources & support are available and meet my needs.
4) BUSINESS OFFICE (this is not financial aid): The staff provide accurate information related to
my student account, billing and payments. Scale: Strongly disagree to Strongly agree.
5) STUDENT SERVICES (FA, Guidance, Academic Support) Student Services show concern when
I have a problem. Scale: Strongly disagree to Strongly agree with an option for “not available.”
6) FACULTY (Classroom Instructors): The faculty respect my feelings, concerns and opinions. Scale:
Strongly disagree to Strongly agree.
Although the survey also includes text boxes where students are invited to explain their responses, the
Commission is not convinced that this survey instrument is appropriate to serve as the school’s sole
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means of soliciting student feedback. This survey tool appears to focus on whether staff are perceived
as friendly or helpful, rather than the effectiveness of school operations in meeting student needs.
Based on the foregoing, the Commission is interested in the results of a more detailed student survey
that focuses on the effectiveness of the school’s processes and attentiveness to student needs, and that
uses a consistent scale for responses. Therefore, the Commission directs TCTC to conduct a student
survey, using the ACCSC student survey or one that is significantly similar, and to submit the
following:
a. A description of the student survey process and a copy of the survey instrument used;
b. The results of the survey and a detailed analysis with a particular focus on any results that show
less than an 80% satisfaction rate; and
c. A detailed narrative of the school’s plan to address any areas of student dissatisfaction as identified
in (b.) above if applicable, and any other information to support the efforts made to enhance a
student’s experience at the school.
TCTC may also submit any additional information that the school believes will assist the Commission
in determining the school’s compliance with accrediting standards regarding remaining attentive to
student needs.
3. TCTC must demonstrate that the school engages in institutional assessment and improvement activities
(Section (I)(B)(1), Substantive Standards, Standards of Accreditation). This issue was first raised in the
March 15, 2021 OER, where it was reported that the school did not provide evidence of institutional
assessment and improvement activities. Although TCTC provided a plan for institutional assessment
and improvement in response to the OER; the Commission found there was no documentation provided
to show that the school had engaged in any of the planned activities. The Commission afforded TCTC
the opportunity to provide documentation of any further assessment and corresponding updates to the
school’s plan, as well as evidence of institutional improvement activities over an approximately fourmonth time frame in 2021.
In response, TCTC stated that:
There is no additional documentation of further assessment beyond the plan. However, to
ensure management and administrative capability TCTC’s adult education director continues
to participate in ODHE webinars, and state-wide meetings for new OTC directors. TCTC has
significantly improved its admissions and enrollment process by designating one person to
authorize enrollment and providing support for admissions staff related to student support
strategies (TCTC January 4, 2022 Deferral Response, p., 6).
With regard to institutional improvement activities conducted in 2021, the school indicated that the
director engaged in two “new director” activities: New director orientation offered by Ohio ACTE on
September 10, 2021 and New director meetings offered by Ohio ACTE on November 10, 2021 (Id., p.,
6). The response, however, does not include documentation showing that the director engaged in either
activity – there is no documentation regarding the September 10, 2021 training, and only an agenda for
the November 10, 2021 training. In addition, the Commission found that a single individual’s
engagement in two activities in four months, in a single area of school operations, is not sufficient to
demonstrate that the school is engaging in institutional assessment and improvement activities.
Therefore, the Commission determined that TCTC must demonstrate institutional assessment and
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improvement activities in the areas of management; fiscal condition and budget; administrative policies
and practices; emergency preparedness; student support services; faculty and staff development;
educational program curricula; learning resources system, equipment, and supporting materials;
facilities; and student achievement outcomes Particularly given the Commission’s questions about the
management and resources devoted to student achievement.
TCTC’s January 4, 2022 Deferral Response includes the following paragraph, submitted as additional
information for the Commission to consider in making a determination regarding the school’s
compliance with accrediting standards relative to institutional assessment and improvement planning:
TCTC has struggled to execute the Hiring Local campaign because it was unable to maintain
an active LinkedIn account as they has [sic] put security measures in place that have
inadvertently locked TCTC out of its account twice. TCTC has recently re-created a different
account. It is expected that this will fix whatever problems we have encountered. TCTC has
created an Opportunity for Community Connection committee to allow staff to engage in
activities and events with business partners and community organizations in an effort to better
connect with outside entities that may be willing to employ TCTC graduates and to increase
TCTC’s community profile to ultimately increase exposure of programs to increase enrollment
(p., 7).
The response appears to describe additional plans to increase enrollments and employment
opportunities; however, it is not clear that these plans have yet to be implemented. The Commission is
interested in these and other activities in which the school has already engaged showing that
improvement has moved beyond the planning stage and is occurring on an ongoing basis.
Based on the foregoing, the Commission determined that TCTC has yet to provide documentation
showing significant and ongoing institutional assessment and improvement activities. Accordingly, the
Commission directs the school to submit the following:
a. A description of the school’s assessment of school operations in each of the following areas:
institutional assessment and improvement activities in the areas of management; fiscal condition
and budget; administrative policies and practices; emergency preparedness; student support
services; faculty and staff development; educational program curricula; learning resources system,
equipment, and supporting materials; facilities; and student achievement outcomes;
b. For each area, describe the institutional improvement activities in which the school has engaged
over the last year;
c. Documentation to provide evidence of each activity listed above; and
d. Any additional information that the school believes will be useful to the Commission in making a
determination regarding the school’s compliance with ACCSC’s requirements.
4. TCTC must demonstrate that the school applies a fair and equitable refund policy (Section I (D)(5),
Substantive Standards, Standards of Accreditation). The issue of late refunds was first raised in the
March 15, 2021 OER. In response to the OER, the school provided documentation intending to show
that subsequent refunds were made in a timely manner. The school did not provide documentation that
the refunds were completed, which precluded a demonstration of compliance with standards. Therefore,
the Commission determined that additional information was needed to determine that TCTC is making
refunds in accordance with the school’s published policy.
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In its January 4, 2022 Deferral Response, TCTC provided a copy of the refund policy (Exhibit 4a) as
well as a Refund Report for the six-month period between May 1, 2021 and October 31, 2021 (Exhibits
4.bi-1 and 4.bi-2). Of the five students listed on the report, none were due a refund, again precluding a
demonstration that refunds are made in a timely manner in accordance with the published policy. In
addition, the Commission raised a question regarding the refund policy provided as Exhibit 4a.
According to the section titled “Refund Policy,” the percentage of hours attended by the student will
be calculated based upon the total scheduled program hours; however, the section titled Federal Policy
- Return of Title IV Funds (R2T4 policy)” states that the percentage of hours attended is calculated
based on total clock hours in the payment period. The statements appear to indicate that some refunds
are based on percentage attendance of an entire program, while others are based on percentage
attendance of a payment period. The policy does not define a payment period, or which refunds are
made under each criterion. The refund calculations provided in the response all appear to be based on
percentage of the entire program, rather than a payment period.
Based on the foregoing, the Commission found that TCTC has yet to demonstrate that the school makes
refunds in a timely manner and calculated in accordance with the published refund policy. Accordingly,
the Commission directs the school to submit the following:
a. A copy of the school’s refund policy as published in the catalog and enrollment agreement;
b. A narrative explaining which refunds are calculated based on payment period and how a payment
period is defined. The narrative must also explain which refunds are calculated based on total
programs hours, and how the different methods of calculation result in a fair and equitable policy;
c. An ACCSC Refund Report for all refunds issued to students who were either dismissed or withdrew
between November 1, 2021 and May 15, 2022:
i.

The enclosed the Refund Report Summary Sheet and Refund Report Worksheet,

ii. Individual attendance records to include documentation of approved leave of absences, as
applicable, and
iii. Copies of all electronic refund transactions and/or checks – front and back – issued for the
purpose of student refunds; and
d. An explanation for any student for whom a refund was made in excess of the maximum number of
days identified in the school’s refund policy; and
e. Any additional information that the school believes will be useful to the Commission in making a
determination regarding the school’s compliance with ACCSC’s requirements.
5. TCTC must demonstrate that all programs offered by the school that fall within the Commission’s
scope are approved by the Commission (Section I (B)(2)(a), Rules of Process and Procedure, Standards
of Accreditation). This issue was first raised in the March 15, 2021 OER, which notes that the school
offers short-term programs that appear to be vocational in nature as part of the “State of Ohio’s Adult
Diploma Program” that have not been reported to or approved by ACCSC. In response to the OER,
TCTC asserted that the programs are not subject to the Commission’s approval because they are part
of the Ohio Adult Diploma Program and are “part-time.” The Commission reminded the school that all
vocational programs must be included within the Commission’s scope regardless of funding source,
schedule of hours per week, number of hours in the program, or the admissions criteria. The
Commission afforded TCTC an additional opportunity to provide contextual information regarding the
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ii. The objectives of the non-vocational courses, which may include GED preparation, refresher
training, avocational, or continuing education;
c. If there are any programmatic offerings listed on the Vocational Program Chart above that have not
been previously approved by ACCSC, submit the appropriate application in accordance with the
instructions and provide a copy of the correspondence with ACCSC’s offices regarding the
approval of that application as part of this response; and
d. Any additional information that the school believes will be useful to the Commission in making a
determination regarding the school’s compliance with ACCSC’s requirements.
6. TCTC must demonstrate that all advertising, promotional materials, statements, and claims are truthful
and accurate and avoid leaving any false, misleading, misrepresenting, or exaggerated impressions with
respect to the school or its training programs (Section IV (B)(1), Substantive Standards, Standards of
Accreditation). The March 15, 2021 OER raised a question with regard to the school’s disclosure of
graduation and employment rates. During the review of the school’s website at its February 2022
meeting, the Commission noted the following phrases on the TCTC home page:5
•

TCTC is referred to as “a nationally recognized school with 26 career-tech programs, strong
academics, and an innovative campus.”

•

“96.1% of TCTC students are enrolled, enlisted, or employed.”

The Commission is concerned that these statements are, without evidence, potentially misleading or
false, particularly the “96.1%” phrase given the significantly low employment rates described in this
letter.
Based on the foregoing, the Commission found that TCTC must provide additional information to show
that the school advertises in accordance with accrediting standards. Accordingly, the Commission
directs TCTC to submit the following:
a. Either:
i.

An explanation of what the school means by claiming to be “nationally recognized”
accompanied by factual documentation to support this assertion (e.g., nationally recognized by
whom?) or

ii. Evidence that the statement has been removed or that the “nationally recognized” statement
has been revised to be truthful and accurate;
b. Evidence that the claim of availability of “26 career tech programs,” has been removed or revised
to accurately reflect the educational offerings at TCTC as approved by ACCSC;6
c. Evidence and supporting external validation that TCTC is in fact an “innovative campus” or
evidence that this phrase has been removed;
d. An explanation of what the school means by the percentage of TCTC students that are “enrolled,
enlisted, or employed” along with evidence that the school has adjusted that phrase to be accurate
and to include the population and timeframe upon which it is based;

5
6

https://www.tctchome.com/
ACCSC has only approved 8 career-oriented vocational education programs for TCTC.
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e. An explanation of how the school derived the percentage of 96.1% and documentation to show that
advertising has been revised to show the basis of the percentage used.
f.

Any additional information that the school believes will be useful to the Commission in making a
determination regarding the school’s compliance with ACCSC’s requirements.

Warning Restrictions:
Pursuant to Section VII (K)(9), Rules of Process and Procedure, Standards of Accreditation, the
Commission will not consider substantive changes, a change of location/relocation, or additions (i.e.,
separate facilities, new programs) to a school or its separate facilities while the school is under a Warning.
Notification to Students:
The Commission requires the school to inform current and prospective students in writing that the school
has been placed on Warning and to provide a summary of the reasons for the Warning Order (Section VII
(K)(8) Rules of Process and Procedure, Standards of Accreditation).
Response Requirements:
By applying for accreditation, a school accepts the obligation to demonstrate continuous compliance with
the Standards of Accreditation. While the Commission employs its own methods to determine a school’s
compliance with accrediting standards, the burden rests with the school to establish that it is meeting the
standards. The Commission’s deliberations and decisions are made on the basis of the written record and
thus a school must supply the Commission with complete documentation of the school’s compliance with
accrediting standards.
TCTC must provide a response to the items expressed above that provides the information requested along
with any additional information that the school believes supports a demonstration of compliance with
accrediting standards.7 If the school’s response contains documentation that includes personal or
confidential student or staff information that is not required for the Commission’s review (e.g., social
security numbers, dates of birth, etc.), please remove or redact that information.
TCTC must upload the school’s electronic response directly to ACCSC’s College 360 Database. The
ACCSC College 360 database can be accessed by clicking here. Please note that the password utilized by
the institution to access the Annual Report Portal is the same to access the School Submission section of
the College 360 database. The Instructions for Electronic Submission can be found here. A detailed
overview on how to upload a school submission can be found here.
Keep in mind, the school’s response must be prepared in accordance with ACCSC’s Instructions for
Electronic Submission (e.g., prepared as one Portable Document Format (“PDF”) file that has been prepared
using Adobe Acrobat software (version 8.0 or higher) and which has a .pdf extension as part of the file
name). The school will receive an e-mail confirmation that the file has been received within 24 hours of the
submission.

ACCSC has issued two modules of the Blueprints for Success Series – Organizing an Effective Electronic Submission and
Preparing a Comprehensive Response for Commission Consideration – which provide a framework for submitting a welldocumented, organized, electronic response for Commission consideration. ACCSC encourages the school to review these modules
when formulating its response to this letter. More information is available in the Resources section at www.accsc.org.
7

THE REFUND REPORT WORKSHEET GLOSSARY

Name of student: As it appears on the signed Enrollment Agreement.
Date of enrollment: The date the Enrollment Agreement was signed.
Last date of attendance (a): The last day the student attended class.
Date of determination of termination/withdrawal (b): The date the student’s enrollment was
terminated either by voluntarily withdrawal or by termination by the school.
Date of refund disbursement: The date the refund check was processed and disbursed or electronically
transmitted (Pell accounts).
Length of program or period of enrollment: The total length of the program, or period of enrollment
for which tuition is charged, measured in either weeks, months, or clock hours, whichever is most
appropriate for refund calculation purposes.
Percentage of program or period of enrollment completed: Length of the total program, or period of
enrollment for which tuition is charged, completed divided by the amount of the length of the program or
period of enrollment for which tuition is charged uncompleted.
Total tuition for program or period of enrollment for which tuition is charged: The total tuition cost
for the program, or period of enrollment for which tuition is charged. This amount does not include
application fees, books, supplies, uniforms, etc., unless those items are completely refundable by the
school.
Total amount of tuition collected: The amount of refundable monies collected.
Percentage of total tuition collected: The percentage of refundable monies collected.
Percentage of collected tuition retained (c): The percentage of refundable monies collected that was
retained by the school for training received by the student.
Percentage of collected tuition refunded (d): The percentage of refundable monies collected that was
returned to the student, or to financial aid accounts on behalf of the student, for training which was
purchased but not received by the student. Items (c) and (d) should total 100%.
Amount of refund: The dollar and cents amount of the refund.

