A Word from the Commission
Although the primary purpose of this manual is to provide guidelines for institutions examining their qualifications for accreditation, the self-study process also serves as an evaluation and planning vehicle for the improvement of all institutional services. The self-study process involves the total staff in evaluating the educational programs offered and the related functions of the institution in light of the institution’s mission and the conditions and ten standards of the Commission. Findings of the institution’s staff and advisory groups while conducting the self-study are recorded in a document referred to as the Self-Study Report. This report will indicate to what extent the institution is in compliance with the conditions and standards of the Commission. All written plans required by the criteria must have evidence that they are in effect.

While conducting the self-study, if it is found that the institution is in violation of a condition or standard, the deficiency should not be ignored as if it does not exist. The deficiency should be discussed in the self-study report, and plans to correct the deficiency should be described.

One major benefit from the accreditation process is that a visiting team of professional colleagues during an extended visit will validate the description of the institution’s staff findings found in the self-study report by reviewing the institution’s operation, the educational programs, and the documents on file.

Another benefit is the public recognition which comes with accreditation. Successful completion of the accrediting process signifies not only that the institution’s services are sound, but that it is meeting its broader responsibility to the public.

Regardless of where the decision to undertake a self-study originates, it is a step of major importance and should be conducted with the full cooperation and assistance of the entire staff.

Three basic commitments are essential to a successful self-evaluation:


1.
A willingness to invest the necessary time, effort and expense.


2.
The support of all institutional personnel.


3.
A conscious dedication to undertake all improvements which the study shows to be needed.

To achieve these objectives requires continuing, positive, and creative leadership. Within the framework of the conditions and standards, each institution is evaluated according to its own stated mission and objectives. Deficiencies in a basically sound program do not prohibit accreditation, provided the institution is willing to remedy the deficiencies in a reasonable period of time.

Guidelines for Preparing a Self-Study
In order for an institution to complete a successful self-study, it must “begin with the end in mind.” The process must have total commitment from the institution’s governing body, administration, and every member of the staff. The community, advisory committee(s), student body, and alumni should be kept fully informed and as closely involved as possible.

Adequate time should be allowed for effective planning and preparation of all studies and documents; therefore, large institutions with very complex programs may need more time than the usual one year to complete the study. Small institutions with limited staff are also challenged to plan carefully in order to complete all tasks involved in the self-study in a timely manner. All institutions, however large or small, must also be sure that an institutional representative attends a Commission Self-Study Workshop within six to eighteen months prior to hosting an accreditation team visit (whether for initial accreditation or reaffirmation of accreditation).

A steering committee is recommended to coordinate the work of the various committees and to provide overall supervision of the study. This committee will be responsible for organizing the results into a logical, cohesive document and for establishing schedules for each sub-committee.

Sub-committees should do an in-depth analysis of each aspect of the institution as it relates to each standard. The most desirable committee breakdown should provide one committee for each standard, but staff size may make this impractical.

In addition to committees which address conditions and standards, a committee should be appointed for each instructional program. These program committees will work closely with each other, sub-committees on conditions and standards, and the steering committee. Before finalizing the self-study report, there should be an opportunity for the total staff to review the reports of the committees to ensure a general consensus regarding the final report.

The leader and coordinator of the study must be able to motivate others, have considerable writing skills, and have the ability to organize and direct a complex project. Ideally, this person should be relieved of enough typical duties to provide the time needed to head the self-study project.
Timetable
A time schedule which reflects the following elements should be developed by the steering committee or person in charge of coordinating the self-study.


1.
Beginning date of the self-study.


2.
Deadline for preliminary data collection.


3.
Meeting dates of committees.


4.
Dates for completion of committee reports.


5.
Final date for review of committee reports.


6.
Final date for completion of self-study report.


7.
Date for completing the final review of report.

8.
Target date for notifying the Commission that the self-study report is completed.


9.
Target date for sending final draft of the self-study to team leader.


10.
Tentative date of preliminary visit by team leader (at least 30 days prior to the team visit).


11.
Date for team visit.

The task sheet at the end of this section may serve as a useful tool which the self-study coordinator may use in the planning and completing of the self-study process. (This appendix is offered as an example. Each institution may customize this chart as needed.)

The self-study report must be completed prior to the preliminary visit of the visiting team leader.  After approval for distribution to team members by the team leader, copies of the report must be distributed as follows:


1.
Three copies to the Commission office (Two of these copies must be in hard copy form. See the note below for binding instructions. The third copy must be presented on electronic media (diskette, zip disk, or compact disc) in text [.txt] format, MicroSoft Word [.doc] format, or rich text format [.rtf].



NOTE:
Each copy of the self-study report provided to the Commission should have the report and program supplements bound as ONE document, if possible. Please DO NOT use wire binders or 3-ring notebooks. Plastic spiral bindings and velo bindings are appropriate.  



The cover of the self-study must have the name of the institution, the address, and the year of the team visit.


2.
For non-public schools, three hard copies of financial statements, including notes, audited by an independent certified public accountant and completed financial statement forms furnished by COE for the two (2) most recent fiscal years with the self-study report to the Commission office.


3.
One copy to the visiting team leader.


4.
One copy to each member of the visiting team.


5.
One copy to each observer on the visiting team.


6.
At least one copy for the school files.


7.
Three copies for display as exhibits.

General
The statements contained in the succeeding pages of this manual are intended as a guide for institutions undergoing self-study.  Each of the following sections has been divided into a series of statements relating to specific standards. The charts within selected standards are a suggested format that may assist with completing the document.

When writing the report, describe the institution in narrative form as it exists based on the criteria in each standard. Insert the charts in the proper places. At the end of each standard, there must be a summary evaluation which identifies the strengths, challenges, and limitations as perceived by the institution and the institution’s plan for resolving the challenges. Each department of the school should be actively involved. No part of the self-study should be conducted in isolation from the rest.

Above all, there should be consensus regarding statements in the report. It can be embarrassing if the report of the visiting team does not reflect the general perception of the staff as portrayed in the self-study.

Basic Considerations
In general, these basic rules should govern the development of the self-study:


1.
Involve all faculty, administration, advisory groups, students, and the governing board.


2.
Discuss extensively what goes into the report.


3.
Analyze all aspects of the institution’s relationship to the conditions and standards.


4.
Write as concisely as possible and substantiate the findings.


5.
Make the self-study a self-improvement project.

The self-study should become a vehicle for future improvement and development.

When the self-study is initiated, the constructive effects of the self-study process will begin. It is not necessary to await the decision of the Commission before initiating changes and planning for others. The process of identifying needed improvements and designating them for immediate, short-term, or longer-term implementation is one benefit of the self-study process.

As emphasized before, this manual is a guide only. It must be used in conjunction with the latest edition of the Handbook of Accreditation of the Commission. When questions develop, consider the Handbook of Accreditation as the final authority.

It is important that a self-study produce improvements, not just a self-study report. Each activity should improve the institution - not merely produce a report for the Commission. The self-study timetable should include ample time to implement needed improvements identified by the self-study.

TASK SHEET

for Self-Study Committee







Target Date for

 Self-Study Chairperson:_____________________
Completion of Self-Study:______________
	TASK

Including Exhibits
	Person

Responsible
	Date for 

Rough Draft
	Completed
	Date for

Final Draft
	Completed
	Notes

	Conditions Checksheet
	
	
	
	
	
	

	Standard 1 – 

Institutional Mission
	
	
	
	
	
	

	Standard 2 – 

Educational Programs 
	
	
	
	
	
	

	(List each secondary* and postsecondary program)
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Standard 3 - Program and

Institutional Outcomes
	
	
	
	
	
	

	Standard 4 - 

Strategic Planning
	
	
	
	
	
	

	Standard 5 -

Learning Resources
	
	
	
	
	
	

	Standard 6 - 

Physical Resources
	
	
	
	
	
	

	Standard 7 - 

Financial Resources
	
	
	
	
	
	

	Standard 8 - 

Human Resources
	
	
	
	
	
	

	Standard 9 - 

Organizational Structure
	
	
	
	
	
	

	Standard 10 - Student

Services and Activities
	
	
	
	
	
	

	Editing
	
	
	
	
	
	

	Document Reproduction

(Printing)
	
	
	
	
	
	

	Mail to Team Leader (1 copy before preliminary visit)
	
	
	
	
	
	

	Mail to Team Members

(1 copy each before visit)
	
	
	
	
	
	

	Mail to Council Office

(3 copies – 2 hard copy/1 disk)
	
	
	
	
	
	

	Revise Educational Programs

Chart (if needed)
	
	
	
	
	
	


* See page 22 for Guidelines for Reporting Secondary Programs
Format for the Self-Study Report
1.

Cover



The cover must include the name of the institution, the institution’s address, the title of the document (“Self-Study Report”), and the year of the team visit.

2.

Preface



The self-study must begin with a preface written by the chief administrator. It may contain, but need not be limited to, an appraisal of methods employed in conducting the self-study and the major benefits as viewed by the chief administrator and staff. It is suggested that the preface consist of 500 words or less.

3.

List of Self-Study Committee Members



A list of self-study committee members must follow the preface. This list makes it easier for visiting team members to coordinate with those people directly responsible for each condition, standard, or program area.

4.

Table of Contents

5.

Institutional and Community Characteristics



This section includes the narrative descriptions of institutional and community characteristics as delineated in the section of this manual titled “Characteristics.”

6.

Conditions Check Sheet and Findings



The Conditions Check Sheet provided in this manual must be completed. For every “No” response on the check sheet, develop a written explanation describing how the institution fails to comply with that condition. Collect appropriate exhibits to support the institution’s proposed solutions to each condition that is not met.

7.
Standards


This section of the self-study document must contain the results of applying the criteria for each of the standards to an evaluation of the institution. The format for each standard should include the following areas: introduction, analysis, challenges and proposed solutions, and summary.


a.
The introduction should include general comments on the standard as it relates to the institution and the institution’s commitment to compliance with the standard. The comments may include reference to the objectives of the standard, their applicability to the institution, and their importance in assuring educational quality. (See objectives of the standards in the Handbook of Accreditation.) It should also include the description of any unusual circumstances or situations that might need to be explained for evaluators.


b.
The analysis should present the results of the evaluation to determine compliance of the institution with the specific criteria of the standard. The results will include data and their interpretation that demonstrate compliance or non-compliance with the criteria. Exhibits to support the analysis will be cited in the narrative. The analysis should be well-organized, clearly written, and concise. These results should reflect the consensus of the standards’ committees and the self-study steering committee.


c.
The challenges and proposed solutions should address any areas of non-compliance with the criteria and/or areas where continued compliance may be difficult to maintain. Proposed solutions would consist of courses of action that are being taken to address the challenges. This approach ensures that the institution, the visiting team, and the Commission are aware that any shortcomings and problem areas have been recognized and that plans have been made to address them.


d.
The summary should provide an overview of findings that is a synthesis of the introduction, analysis, and challenges and proposed solutions.  

8.

Glossary


To ensure that the self-study report is easy to read, a glossary of abbreviations and terms should be included. This section may follow Standard Ten and include abbreviations and terms germane to the institution throughout the text.

9.
List of Exhibits


A listing of all exhibits categorized by condition and standard will make it much easier to organize exhibits and facilitate the efforts of the visiting team.

Characteristics
Characteristics of the institution and the community it serves must be described in narrative fashion by including the items listed below as a minimum. If the institution consists of more than one campus, characteristics must be addressed per location (history, staffing, program offerings, community information, etc.).

Institutional Characteristics
1.
State the name of the institution.

2.
State the address (city, state, zip code, telephone, e-mail, web site).

3.
List all campuses with addresses (branches and extensions).

4.
Record, briefly, the history of the institution.  Be sure to include such data as:


a.
Date of charter authorization.


b.
Date first students were in attendance.


c.
Date the institution graduated its first class.


d.
Type of control (federal, state, county, city, military, proprietary, industry, independent, etc.).  Append (or establish as an exhibit) a copy of the institution’s charter or enabling legislation/regulation along with the institution’s bylaws, etc.

5.
Give an overall summary of the following:


a.
The total number and type of secondary and postsecondary technical educational programs offered (business, health, etc.).


b.
The level of offerings for secondary and postsecondary students and type of credentials awarded (certificates, diplomas, associate degrees).


c.
Overall enrollment number that reflects a typical calendar year.


d.
Total number of full- and part-time administrative and instructional staff employed by the institution.


e.
Summary of non-traditional program (tech prep, continuing education, adult literacy, etc.).

6.
Indicate which calendar system is used at the institution (quarter, semester, trimester, 12-month, other).

7.
Explain what constitutes a typical full-time student load in class hours per week for secondary and postsecondary students.

8.
List the name and length of summer sessions which do not classify as regular terms.

9.
Briefly describe the delivery systems the institution uses (traditional classes — lecture, lab, work-based activities; continuing education; distance education media; internet; etc.).

Community Characteristics
1.
Describe the geographic area (towns, cities, counties, etc.) served by the institution. Exhibit a map.

2.
Describe the population of the areas served by the institution. Show total population of service area, and provide the source and date of this population data.

3.
For institutions that serve contiguous geographic areas, indicate the rural-urban distribution of population in the area served.

4.
Describe any important population characteristics in the community served which affect the institution and its services.

5.
Describe basic changes anticipated in the size or characteristics of population in the area which may affect the nature of the institution’s services.

Conditions of Accreditation
In order for an institution to gain and maintain accreditation, the conditions as listed in the latest Handbook of Accreditation (sections 2 through 5) as well as the criteria listed under each of the ten standards must be met. For the purpose of describing compliance with the conditions of accreditation, the Conditions Check Sheet which follows must be completed and included as part of the self-study document. (In addition to the generic version of the check sheets, two versions of check sheets are designed for Job Corps Centers and military institutions centers.)

Each item on the check sheet which is answered “No” must be explained through a narrative response which will probably call for supporting documentation in the form of exhibits for the team’s reference.

Council on Occupational Education

CONDITIONS CHECK SHEET

Generic Version – 2003 Edition
(Revised: March 11, 2003)

YES   NO   N/A

	
1.
The institution demonstrates that it satisfies each of the eligibility requirements to become a Candidate for Accreditation. (See Handbook of Accreditation: 2003 Edition, page 7.)
	
	
	

	
2.
The institution conducts its affairs with acceptable standards of honesty and integrity.
	
	
	

	
3.
The institution meets all lawful obligations imposed by state and federal agencies.
	
	
	

	
4.
The institution has notified the Commission of any individual affiliated with the institution who has been debarred by a government agency or another accrediting agency or was an owner, an administrator, or a governing-board member of a COE-affiliated institution that was denied accreditation, was dropped from accreditation, or closed without providing a teach-out or refunds to currently enrolled students.
	
	
	

	
5.
The institution offers pre-baccalaureate (degree and/or non-degree) postsecondary instruction in career and workforce development.
	
	
	

	
6.
The institution maintains a permanent accreditation file which contains items set forth in the Commission conditions. (See Handbook of Accreditation: 2003 Edition, page 18.)
	
	
	

	
7.
The institution is legally authorized to operate within the jurisdiction in which it is located. 
	
	
	

	Non-Public Institutions Only (Item 8)


8.
(If required to operate) The institution has an original current license for the main campus and each branch and/or extension. Date of expiration for main campus license: ________________________



_________________________________________
________________________________



              Location(s) of Branches/Extensions


     Date(s) of Expiration
	
	
	

	
9.
The on-site administrator or other full-time employee at the main campus attended a Commission Self-Study Workshop within six to eighteen months prior to hosting the accreditation visiting team.
	
	
	

	
10.
For initial accreditation, the institution has placed a notice in the appropriate newspaper(s) and/or media services that it is applying for initial accreditation with the Commission of COE in compliance with Commission criteria. (Date notice was published, broadcast, or televised: _________________.)
	
	
	

	
11.
The institution has informed the Commission of all planned and unplanned substantive changes.
	
	
	

	
12.
Innovative or experimental programs operated at variance with the standards have received Commission concurrence prior to implementation.
	
	
	

	
13.
Documents the institution has filed with the Commission accurately represent the status of the institution. (NOTE: If this statement is checked “NO”, documentation which demonstrates the institution’s misrepresentation must be submitted with the team report.)
	
	
	

	Accredited Institutions Only (Item 14)


14.
The institution’s use of the accreditation seal is in compliance with Commission conditions. (See Handbook of Accreditation: 2003 Edition, page 18.)
	
	
	

	
15.
All student recruitment activities used by the institution are truthful and avoid any false or misleading impressions of the institution, its programs and services, or employment, and are in compliance with Commission conditions. (See Handbook of Accreditation: 2003 Edition, page 32.)
	
	
	

	
16.
All media used by the institution for advertising purposes are truthful and presented with dignity to avoid any false or misleading impressions of the institution, its programs and services, or employment, and are in compliance with Commission conditions. (See Handbook of Accreditation: 2003 Edition, page 32.)
	
	
	

	
17.
If the institution employed a consultant for the purpose of assisting in the accreditation process, it submitted a copy of the consultant’s resume within 7 days after employment was secured.
	
	
	

	
18.
There is a clear indication that the faculty and staff were primarily responsible for the preparation, editing, and revision of documents required in the accreditation process.
	
	
	

	
19.
The institution’s accreditation liaison officer is a permanent staff member located at the main campus.
	
	
	


Status With Other Agencies

	A “YES” response for statements #20-27 signifies that the institution is in compliance with the Commission’s Conditions.

	
20.
The institution is not the subject of an interim action by a state agency potentially leading to the suspension, revocation, or termination of the institution’s legal authority to provide postsecondary education.
	
	
	

	
 21.
The institution has not had its state license suspended, revoked, or terminated, even if the required due process procedures have not been completed.
	
	
	

	
22.
The institution has not voluntarily withdrawn its candidacy or accreditation while not in good standing from a nationally recognized accrediting agency within the previous 24 months.
	
	
	

	
23.
The institution has not had its candidacy or accreditation withdrawn or been placed on public probation by a nationally recognized accrediting agency within the previous 24 months.
	
	
	

	
24.
The institution is not the subject of an interim action by another accrediting agency potentially leading to the suspension, revocation, or withdrawal of candidacy or accreditation.
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YES
NO
N/A

	
25.
The institution has not been notified of the loss of any agency’s accreditation even if the due process procedures have not been completed.
	
	
	

	
26.
If the institution is presently accredited by another nationally recognized accrediting agency, it describes itself in identical terms to each agency with regard to identity (i.e., main campus, branch campus, branch campus to main campus relationship), mission, governance, programs, degrees, diplomas, certificates, personnel, finances, and constituents.
	
	
	

	
27.
If the institution is seeking dual accreditation, the reasons for wanting dual accreditation have been submitted to each accrediting agency and to the Secretary of the U.S. Department of Education, and the institution has also designated which agency’s accreditation is to be utilized in determining the institution’s eligibility for program participation under the Higher Education Act.
	
	
	


Campuses Other Than The Main Campus

	General









             YES       NO     N/A

	
28.
Branch or extension ownership is the same (same entity, proprietorship or partnership, or the same corporation) as the main campus.
	
	
	

	
29.
Branch or extension names that have been expanded from the name of the main campus to clearly identify different locations or specific programs have been approved by the Commission.
	
	
	

	
30.
The complete names of the main campus and branches or extensions are identified in all publications and advertisements when using a campus name.
	
	
	

	
31.
Duplicate records on personnel, financial matters, student attendance, and educational progress for branches, extensions, extended classrooms, instructional service centers, and/or auxiliary instructional sites are kept at the main campus. (NOTE: Institutions capable of maintaining and accessing records electronically may keep all records previously mentioned at the main campus.)
	
	
	

	Branch Campuses








             YES       NO     N/A

	
32.
The on-site branch administrator reports to the on-site chief administrator at the main campus.
	
	
	

	
33.
Programs offered at branches are described in the main campus catalog or branch supplement.
	
	
	

	
34.
Programs offered at the branch that are not offered at the main campus are described in the main campus catalog.
	
	
	

	Extension Campuses








              YES      NO     N/A

	
35.
All extensions are located within a 50-mile radius of the main campus.
	
	
	

	
36.
All extension programs are included in the main campus catalog.
	
	
	

	Extended Classrooms







              YES      NO     N/A

	
37.
All extended classrooms are supervised by the administration of the main or branch campus.
	
	
	

	Instructional Service Centers







              YES      NO     N/A

	
38.
All instructional service centers are under the direct control of the main campus and located within the geographic service area designated by the governing board of the institution.
	
	
	

	
39.
All instructional service center offerings are approved by the Commission.
	
	
	

	
40.
Appropriate student services are available on-site at the instructional service center and the full range of services is made accessible to participating students at the main campus.
	
	
	

	
41.
All instructional service centers are a joint venture between the institution and an employer or another educational agency.
	
	
	

	Auxiliary Instructional Sites







             YES       NO     N/A

	
42.
Supervision of all auxiliary instructional sites is provided by the chief administrative officer of the institution.
	
	
	


STANDARD 1

Institutional Mission
Describe and document with appropriate exhibits how the institution is meeting each of the following criteria using the format outlined in item 7 a. through d. on pages 6 and 7 of this manual.

1.
The primary mission of the institution is to instruct students to such competency levels that they are qualified for initial employment and/or career advancement.  (Objective 1-1)

2.
The institution’s mission is clearly and concisely stated in written form and represents the official statement of  the institution. (Objective 1-2)

3.
The institution has an appropriate publication that accurately presents its mission statement and the educational programs offered to achieve its mission.   (Objective 1-2)

4.
The current mission statement is publicly available and is used consistently in publications.   


(Objective 1-2)

5.
An organized and functional institutional advisory committee composed primarily of external personnel is used to provide community involvement in maintaining a relevant mission for the institution.


(Objective 1-3)

6.
A program of public information and community relations is maintained to promote the institution’s mission in its community.   (Objective 1-3)

STANDARD 2

Educational Programs
Describe and document with appropriate exhibits how the institution is meeting each of the following criteria using the format outlined in item 7 a. through d. on pages 6 and 7 of this manual.

The institution’s compliance with the criteria for Standard 2 must be reviewed and reported for each secondary and postsecondary technical education program individually. (See page 22 for Guidelines for Reporting Secondary Programs.) However, the overall summary that is written for this standard must include composite findings for all programs as a group. The overall summary for this standard must be included in the self-study document. 

The charts of Educational Programs must also be included in the self-study document. Before the team arrives, the chart must be reviewed for accuracy and revised if changes take place between the date the chart is finally completed for the self-study document and the date the team arrives. If the chart is revised, copies must be available for team members when they arrive.

If the institution offers a large number of programs, the individual program information may be presented in the form of “supplements” to the self-study document; that is, separate documents which accompany the self-study document. Each supplement must include the narrative information requested in the format (item 7 a through d, pages 6 and 7), the Clock Hour/Credit Hour chart if the program is measured in credit hours, and the Employer Program Verification Form for the particular program. If supplements are used, they must be created by program. This means that even though a particular program may offer several credentials or “exit points” (such as: certificate, diploma, or associate degree), all information about that program must be included in the same supplement.

A.
Admissions/Recruiting


1.  
The institution’s admissions policies are clearly stated, published, and made available to students prior to enrollment.  (Objective 2-A-1)


*2.  
For all students admitted to a Vocational English-As-A-Second-Language Program, the institution utilizes written admission procedures that comply with policies established by the Commission. 



(Objective 2-A-1)



(See “Vocational English-As-A-Second-Language Programs” in the current edition of the Policies and Rules of the Commission.)


3.
The institution clearly defines and publishes a policy on the transfer of students between programs within the institution and the transfer of students from other institutions.   (Objective 2-A-1)


4.  
Admission requirements offer reasonable expectations for successful completion of the occupational programs offered by the institution regardless of the delivery mode.   (Objective 2-A-2)


*5. 
Students admitted into Associate Degree programs have a high school diploma or its equivalent.   (Objective 2-A-2)


*6.  
For all students admitted on an “ability to benefit” basis, the institution has written admissions procedures, applies these uniformly, provides documented evidence on how they are used, maintains records on student progress, and regularly evaluates the effectiveness of the procedures used in admitting these students.  (Objective 2-A-2)

*7. 
The institution ensures that recruiting activities are ethical and that all materials used in recruiting accurately describe the mission, instructional outcomes, student performance expectations, and completion requirements of each program. (Objective 2-A-3)


*8.  
Prior to admission, students are informed of the costs of the program and any equipment and services required.   (Objective 2-A-3)

B.

Programs


1.  
Occupational education programs offered by the institution are congruent with the mission of the institution and with the occupational needs of the people served by the institution.   (Objectives 2-A-2 and 2-B-1)


2.  
The objectives for each educational program are evaluated annually.  (Objective 2-B-1)


3.  
Each occupational education program has clearly stated objectives, defined content relevant to these objectives and the current needs of business and industry, and student evaluation based on the program objectives and content.   (Objective 2-B-2)


4.  
A systematic process has been implemented to document that the objectives and content of programs are current.   (Objective 2-B-2)


5. 
At least every two years, three bonafide potential employers review each educational program and recommend admission requirements, program content, program length, program objectives, competency tests, instructional materials, equipment, method of evaluation, and level of skills and/or proficiency required for completion, and appropriateness of the delivery mode for the program.   (Objectives 2-B-2 and 2-B-4)


*6.  
The institution considers the length and the tuition of each program in relation to the documented entry level earnings of completers.   (Objective 2-B-2)


*7.
Courses required for each program are offered with sufficient frequency for the student to complete the program within the publicized time frame.  (Objective 2-B-3)


*8.
Associate Degree programs offered must meet the following requirements:


a.  
The appropriate applied degree title, such as Associate of Applied Technology, Associate of Applied Science, Associate of Occupational Studies, Associate of Science, or Associate of Occupational Technology, is used.


b.  
The program has a minimum of 60 semester hours or 90 quarter hours.


c.  
The program includes a minimum of 15 semester hours or 23 quarter hours of general education courses, with a minimum of one course from each of the following areas: humanities, behavioral sciences, natural or applied sciences, and mathematics.   



(Objective 2-B-5)


9.  
All programs, regardless of location or time or mode of delivery, are qualitatively consistent with those offered on the main campus, and must:


a.  
Be approved and administered under established institutional policies and procedures and supervised by an administrator who is part of the institutional organization.


b.  
Have appropriate involvement of on-campus administrators and faculty in planning, approval, and on-going evaluation.


c.  
Have individual student records, including period of enrollment, financial, and educational program records, permanently maintained by the institution at the main campus.


d.   
Be described in appropriate catalogs, brochures, and/or other promotional materials and include tuition/fee charges, refund policies, admissions and academic requirements, and information technology requirements.


e.
Provide for timely and meaningful interaction among faculty and students. 

    

(Objectives 2-B-6 and 2-B-8)


*10.  
A credit hour is equivalent to a minimum of each of the following: one semester credit for 15 clock hours of lecture, 30 clock hours of laboratory, or 45 clock hours of work-based activities; or one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, or 30 clock hours of work-based activities.   (Objective 2-B-7)

C.

Instruction


1. 
Academic competencies and occupational skills are integrated into the instructional program for each occupational area.  (Objective 2-C-1)


2. 
The instructional programs provide instruction in the competencies essential to success in the occupation, including job knowledge, job skills, work habits, and attitudes.  (Objective 2-C-2)


3. 
Occupational advisory committees appointed for each program or program area are used to ensure that desirable, relevant, and current practices of each occupation are being taught. Each committee (a) is composed of at least three members external to the institution, (b) meets at least twice annually, and (c) keeps minutes of each meeting to document their activities and recommendations.  The occupational advisory committee may also perform the functions of the institutional advisory committee if only one occupational advisory committee is required for the institution. (Objectives 2-B-2 and 2-C-2)


4.  
Job-related health, safety, and fire-prevention are an integral part of instruction.  (Objectives 2-C-2 and 2-C-3)


5.  
To develop skill proficiency, sufficient practice is provided with equipment and materials similar to those currently used in the occupation.   (Objective 2-C-3)


6. 
Instruction in classrooms, shops, laboratories, and distance education locations is effectively organized as evidenced by course outlines, lesson plans, competency tests, and other instructional materials.  (Objective 2-C-4)


7.  
The institution uses a systematic, objective, and equitable method of evaluating student achievement based on required competencies.  (Objective 2-C-5)


8.
Each work-based activity has a written instructional plan for students specifying the particular objectives, experiences, competencies, and evaluations that are required.   (Objective 2-C-6)


9.  
The instructional plan designates the on-site employer representative responsible for guiding and overseeing the students’ learning experiences and participating in the students’ written evaluations.   (Objective 2-C-6)


10.  
All work-based activities conducted by the institution are supervised by a designated employee possessing appropriate qualifications.   (Objective 2-C-6)
* These criteria do not apply to programs enrolling secondary students only.

	POSTSECONDARY

EDUCATIONAL PROGRAMS

DATA COMPILED AS OF (date):_____________

 Programs listed below are those of the:  _____ Main Campus/  _____ Other Campus (Location:________________________________________)



	Check appropriate box to indicate method of measuring program length: 
	
	Clock Hours /
	
	Semester Credit Hours /

Complete Clock/Credit Chart – Next Page
	
	Quarter Credit Hours

Complete Clock/Credit Chart – Next Page

	
	
	
	
	
	
	

	PROGRAM NAME


	CIP Code

This Number

Is Required
	Credential 

(certificate, diploma, degree, etc.)
	DATE

PROGRAM WAS

IMPLEMENTED
	LENGTH OF

PROGRAM IN HOURS

Clock              Credit
	CURRENT NUMBER OF 

STUDENTS ENROLLED

Part-Time     Full-Time
	CURRENT NUMBER 

OF  INSTRUCTORS

Part-Time      Full-Time

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


· A PROGRAM is a combination of courses and related activities (e.g. laboratory activities and/or work-based activities) that lead to a credential and are offered by an institution to develop competencies required for a specific occupation. 

	SECONDARY

EDUCATIONAL PROGRAMS

DATA COMPILED AS OF (date):_____________

 Programs listed below are those of the:  _____ Main Campus/  _____ Other Campus (Location:________________________________________)



	PROGRAM NAME


	Credential 

(certificate, diploma, degree, etc.)
	LENGTH OF

PROGRAM IN CLOCK HOURS
	CURRENT NUMBER OF 

STUDENTS ENROLLED
	CURRENT NUMBER 

OF  INSTRUCTORS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


· A PROGRAM is a combination of courses and related activities (e.g. laboratory activities and/or work-based activities) that lead to a credential and are offered by an institution to develop competencies required for a specific occupation. 

	CLOCK HOUR/CREDIT HOUR CHART

FOR POSTSECONDARY PROGRAMS

(Use ONE chart per program.)

Program Title:___________________________________  CIP Code:____________________

Instructions:   This chart is to be used for programs measured in SEMESTER OR QUARTER CREDIT HOURS. DO NOT complete for programs measured only in clock hours. Refer to the Commission’s definition of clock/credit hour measurement in the latest edition of the Handbook of Accreditation. For programs measured in credit hours, provide both clock and credit hour information   List all courses offered within the program. Make additional copies of this page as needed.


	Check One: 
	
	Semester Credit Hours
	
	Quarter Credit Hours

	
	
	
	
	

	COURSE TITLES
	CLASSROOM/LECTURE

Clock     Credit
	SHOP/LAB
Clock  Credit
	WORK-BASED

ACTIVITIES
Clock       Credit
	TOTAL HOURS
Clock       Credit
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Commission of the Council on Occupational Education
EMPLOYER PROGRAM VERIFICATION FORM
for Postsecondary Programs
Name of Institution:______________________________________________________________

Address:_______________________________________________________________________ 

Name of Program:_______________________________________________________________ 

This program is (check one):

_____ An Existing Program
_____ A New Program          _____ A Substantially Revised Program

State the length of program in number of:

Clock Hours: ________
Semester Credit Hours: _______
Quarter Credit Hours: _______

Amount of tuition and fees charged for the total program: $_______________

Excerpt from the Handbook of Accreditation: 2003 Edition, page 41, criteria B.5 and B.6:


5. 
At least every two years, three bonafide potential employers review each educational program and recommend admission requirements, program content, program length, program objectives, competency tests, instructional materials, equipment, method of evaluation, and level of skills and/or proficiency required for completion, and appropriateness of the delivery mode for the program. (Objectives 2-B-2 and 2-B-4)


6.  
The institution considers the length and the tuition of each program in relation to the documented entry level earnings of completers. (Objective 2-B-2)

NOTE:  Job Corps Centers may use the Vocational Evaluation System (VES) Report in place of 



 the COE Employer Program Verification Form.

EMPLOYERS’ VERIFICATION STATEMENT:

We have reviewed the __________________________ program and recommended requirements for: admissions, program content, program length, program objectives, competency tests, instructional materials, equipment, method of evaluation, and the skills and/or proficiency required for completion.


The verifiable range of remuneration that can reasonably be expected by completers who enter this field upon completion of the program is:

From $ ____________ annually to $ ____________ annually

(Based on year-round, full-time employment)

EMPLOYER #1

Name ___________________________________________  Title ________________________


Company Name ________________________________________________________________


Address ______________________________________________________________________


Signature ___________________________________Date______________________________

EMPLOYER #2

Name ___________________________________________  Title ________________________


Company Name ________________________________________________________________


Address ______________________________________________________________________


Signature ___________________________________Date______________________________

EMPLOYER #3

Name ___________________________________________  Title ________________________


Company Name ________________________________________________________________


Address ______________________________________________________________________


Signature ___________________________________Date______________________________

(January, 2003)
STANDARD 3

Program and Institutional Outcomes
Describe and document with appropriate exhibits how the institution is meeting each of the following criteria using the format outlined in item 7 a. through d. on pages 6 and 7 of this manual. The Completion, Placement, and Licensure Form must follow the narrative on this standard.

Institutions that do not complete an annual report prior to initial accreditation must provide completion, placement, and licensure exam pass rate data on the following form(s). (See pages 23-29.)
1.
Individual student progress data, including (a) appropriate evaluations of knowledge and skills required for occupation(s) studied and (b) notations of completion(s) of and/or withdrawal from programs, are maintained and made a part of his/her record.  (Objective 3-1)  
2.
The institution submits program completion data each year to the Commission for comparison with similar COE-accredited institutions and takes any actions required by the Commission due to the overall completion rate being unacceptably lower than the completion rates for peer institutions.  (Objective 3-2)

NOTE: This criterion applies to secondary students as well as postsecondary students for some public institutions. (See the following guidelines on page 22 to determine if your institution must provide this data.)

3.
The institution submits program placement data each year to the Commission for comparison with similar COE-accredited institutions and takes any actions required by the Commission due to the overall placement rate being unacceptably lower than the placement rates for peer institutions.  (Objective 3-2)


NOTE: This criterion does not apply to secondary students.

4.
For each educational program requiring a licensure examination, the institution submits licensure performance data each year to the Commission for comparison with similar COE-accredited institutions and takes any actions required by the Commission due to the overall licensure examination pass rate being unacceptably lower than the licensure examination pass rates for peer institutions.  (Objective 3-2)

NOTE: This criterion does not apply to secondary students.

5.  
The institution has a written plan to ensure that follow-up is systematic and continuous, and includes the following elements:


a. 
Identification of responsibility for coordination of all follow-up activities.


b.  
Collection of information from completers and employers of completers.


c. 
Information collected from completers and employers of completers focused on program effectiveness for various modes of delivery and relevance to job requirements.


d.  
Placement and follow-up information used to evaluate and improve the quality of program outcomes.


e.  
Placement and follow-up information made available at least on an annual basis to all instructional personnel and administrative staff.


(Objective 3-3)
Guidelines for Reporting Secondary Programs
The Commission now requires some public institutions that enroll secondary students to report the students and completion rate data for secondary programs in self-study documents and annual reports.

Please follow the guidelines below to determine if your institution must provide this data:

1.
Secondary students and programs are included in the Self-Study (program supplements, etc.), FTE Calculation, and Completion Rate Data collection if:


a.
Adult students are enrolled or may be enrolled in one or more of the technical programs offered at any COE-approved campus of the institution; and,


b.
The technical programs offered are under the administrative oversight of the COE-accredited institution.

2.
Secondary students and programs are excluded from the Self-Study, FTE Calculation, and Completion Rate Data collection if ALL of the following conditions are met:


a.
The technical program is offered at a high school site;


b.
Only secondary students are enrolled or ever will be enrolled in those programs; and,


c.
The site is under separate administration from the COE-accredited institution.

	2003 ANNUAL COMPLETION, PLACEMENT, AND LICENSURE FORM

FOR POSTSECONDARY PROGRAMS

	Campus:_________________________________________        Reporting Year Ending (month & year):_______________



	
	(1)
	(2)
	(3)
	(4)
	(5)
	(5a)
	(6)
	(7)
	(8)
	(9)
	(10)
	(11)
	(12)
	(13)
	(14)
	(15)
	(16)
	(17)
	(18)
	(19)

	POSTSECONDARY

Educational 

Programs


	Beginning Enrollment
	New Enrollees
	Cumulative Enrollment
	Students Still Enrolled
	Completers
	Graduates
	Completers Employed in Field of Instruction/Related Field
	Completers Employed in Unrelated Field
	Completers Waiting to Take Licensure Exams
	Completers Who Took Licensure Exams
	Completers Who Passed Licensure Exams
	Completers Unavailable for Employment
	Completers Who Refused Employment
	Completers Seeking Employment/Status Unknown
	Withdrawals
	Sum of Columns 8, 11, & 12
	Difference of Columns 5

and Column 15
	Completion Rate (%)
	Placement Rate (%)
	Licensure Exam  Pass Rate (%)

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	INSTITUTIONAL TOTALS
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Use a separate form for each campus.
2003 ANNUAL COMPLETION, PLACEMENT, & LICENSURE FORM

FOR POSTSECONDARY PROGRAMS

For Public and Non-Public Institutions

Column by Column Instructions

At the top of the form, list the reporting year (end date - month & year) for which you are providing information.  The reporting year listed must cover 12 months.  Institutions may choose the most recent 12-month period that provides accurate and complete data for all of the columns on this form. The reporting period selected can be any consecutive 12-month period starting not earlier than April 1, 2001 and ending no later than June 30, 2003. Data must be reported for all programs shown on the latest COE Approved Programs List.

Column 1:
Beginning Enrollment: the total number of students enrolled in the program on the first day of the reporting period (12 consecutive months).

(The number of students enrolled in a program as of the first day of the reporting year means the number of students who were enrolled in each program on the last day of the previous reporting year and remained in school on the first day of the current reporting year.)
Column 2:
New Enrollees:  the number of new, unduplicated enrollments for the program during the reporting period minus the following:

A.
Students who transferred to another program within the institution;


B.
Students who received a 100% refund of tuition after withdrawal from the program; and,


C.
Secondary students.

Column 3:
Cumulative Enrollment: Enter the sum of columns 1 and 2 in this column.

Column 4:
Students Still Enrolled: the number of students who are enrolled in each program at the end of this reporting year, and have continued in their program.

Column 5:
Completers:  the total number of students who (a) have demonstrated the competencies required for a program and have been awarded the appropriate certificates, diplomas, and/or degrees upon completion (graduates) OR (b) have acquired sufficient competencies for employment in the field of instruction or related field as evidenced by such employment (non-graduates).


TIP: 
The total of columns 6, 7, 8, 11, 12, and 13 must equal the number in this column.

Column 5a:
Graduates: the number of students reported in column 5 who have demonstrated the competencies required for a program and have been awarded the appropriate certificates, diplomas, and/or degrees upon completion.

Column 6:
Completers Employed in Field of Instruction/Related Field: are those completers who have been employed in a field that uses the technical knowledge and skills gained in the program of study for which they enrolled, AND those completers entering into full-time military service or continuing education. Do not include completers placed in field from a period other than the reporting period. 


TIP:
The number reported in this column cannot exceed the number reported in column 5. 

Column 7:
Completers Employed in Unrelated Field: completers who are now employed in fields unrelated to the program of study for which they enrolled.

Column 8:
Completers Waiting To Take Licensure Exam:  the number of students who have completed their programs of study and are waiting to take any licensure exam that is required for employment in their respective fields of preparation.

TIP:
If any completer waiting to take a licensure exam is already employed in the field of instruction or a related field, DO NOT include them in this column.
Column 9:
Completers Who Took Licensure Exam (self explanatory)

Column 10:
Completers Who Passed Licensure Exam  (self explanatory)


TIP:  The number reported in this column cannot exceed the number in column 9.

Column 11:
Completers Unavailable for Employment:  the number of completers documented to be unavailable for employment because of situations such as pregnancy, other serious health-related issues, caring for ill family members, death, etc.

Column 12:
Completers Who Refused Employment:  the number of those completers for whom the institution has documented evidence that the completers failed to keep interview appointments, enrolled in the program strictly for personal use, or simply refused an employment offer in the field of instruction.

Column 13:
Completers Seeking Employment or Status Unknown:  the number representing those completers who are currently seeking employment in the field for which they were instructed and those completers who cannot be traced for follow-up purposes.

Column 14:
Withdrawals (Students Dropped Prior to Completion):  the number of students who withdrew from their respective programs of study without acquiring marketable skills.

Column 15:
Sum of Columns 8, 11 & 12:  total the numbers in columns 8, 11 and 12 and enter in this column.


TIP:  The number reported in this column cannot exceed the number reported in column 5.

Column 16:
Difference of Columns 5 and 15: subtract the number in column 15 from the number in column 5 and enter the result in this column.

Column 17:
Completion Rate


A.
For each program, take the cumulative enrollment number listed in column 3, subtract the number of students still enrolled listed in column 4.



B.
Divide the number of completers listed in column 5 by the total obtained in ‘A’ above and multiply by 100.  This is the completion rate for the program.

Column 18:
Placement Rate - divide the number in column 6 by the number in column 16 for each program and multiply by 100.

Column 19:
Licensure Exam Pass Rate - divide the number who passed licensure exams (column 10) by the number who took the exams (column 9) and multiply by 100.

Finishing the Form:

TIP:
To balance the figures on the form, add the figures in columns 4, 5, and 14.  The result should equal the number in column 3.

TIP:
To calculate the institutional percentages, total all columns for each campus, add campus totals together for each column, and perform the calculations for columns 17, 18, and 19 using those totals. Compare the institutional percentages with the current COE requirements for completion, placement, and licensure exam pass rates.

2003 ANNUAL COMPLETION RATE FORM

for

Secondary Programs

Campus:___________________________________        Reporting Year Ending (month & year):________________


    

    
     (1)

(2)
(3)
(4)
(5)


	SECONDARY

Technical Education

Programs
	Enrollment
	Still Enrolled
	Completers
	Wtihdrawals
	Completion Rate

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Submit a separate form for each campus.
2003 ANNUAL COMPLETION, PLACEMENT, & LICENSURE FORM

FOR SECONDARY PROGRAMS

—  Public Institutions Only —

Column by Column Instructions

At the top of the form, list the school reporting year (end date - month & year) for which you are providing information.  The reporting year listed must cover 12 months.  Institutions may choose the most recent 12-month period that provides accurate and complete data for all of the columns on this form. The reporting period selected can be any consecutive 12-month period beginning no earlier than April 1, 2001 and ending no later than June 30, 2003. 

Data must be reported for all programs shown on the latest COE Approved Programs List.

Column 1:
Enrollment: the total number of students enrolled in the program during the reporting period.

Column 2:
Students Still Enrolled: the number of students who are enrolled in each program at the end of this reporting year, and have continued in their program.

Column 3:
Completers:  the total number of students who (a) have demonstrated the competencies required for a program and have been awarded credit toward graduation, a certificate, a diploma, and/or a degree upon completion OR (b) have acquired sufficient competencies for employment in the field of instruction or related field as evidenced by such employment.

Column 4:
Withdrawals (Students Dropped Prior to Completion):  the number of students who withdrew from their respective programs of study without acquiring marketable skills.

Column 5:
Completion Rate


A.
For each program, take the enrollment number listed in column 1, subtract the number of students still enrolled listed in column 2.



B.
Divide the number of completers listed in column 3 by the total obtained in ‘A’ above and multiply by 100.  This is the completion rate for the program.

Finishing the Form:

TIP:
To balance the figures on the form, add the figures in columns 2, 3, and 4. The result should equal the number in column 1.

TIP:
To calculate the institutional percentages, total all columns for each campus, add campus totals together for each column, and perform the calculations for column 5 using those totals. Compare the institutional percentages with the current COE requirements for secondary completion rates.

2003 ANNUAL COMPLETION, PLACEMENT, AND LICENSURE FORM

FOR JOB CORPS CENTERS

Name of Center:_____________________________________

____Main Campus
____Branch
   ____ Extension



         (1)
(2)
(3)
(4)

(5)
(6)
(7)

(8)
(9)
  (10)
(11)

(12) 

	VOCATIONAL SKILL
	


	 


	 


	 


	 


	 


	 


	 


	 


	 


	 


	



	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Submit a separate form for each campus.
2003 ANNUAL COMPLETION, PLACEMENT, AND LICENSURE FORM

for Job Corps Centers

Column by Column Instructions


All Vocational Skills officially offered by the institution will be listed down the column at the left of the page.

The reporting year listed must cover 12 months.  Institutions may choose the most recent 12-month period that provides accurate and complete data for all of the columns on this form. The reporting period selected can be any consecutive 12-month period starting not earlier than April 1, 2001 and ending no later than June 30, 2003. 

Data must be reported for all programs shown on the latest COE Approved Programs List.


1.
The Cumulative Enrollment represents the total number of individual students enrolled in the course for the program year.


2.
The Number Terminated includes all categories of terminees as defined by the Job Corps Policy and Requirements Handbook.


3.
The Number of Completers is the official number recorded annually in the Job Corps Student Pay Allotments Management Information System (SPAMIS).


4.
The Number Placed is the verified number as defined by the Job Corps Policy and Requirement Handbook.


5.
The  Number in JTM is the actual number of placements that are classified by D.O.T. codes as Job Training Matches.


6.
The Percent in JTM is the literal number translated to percentage.


7.
The Average Wage is the model-based institutional goal established by the Job Corps Performance Measurement Standards for each institution.


8.
The Number of Certification Tests Taken refers to the actual number of completers in a specific skill who took a state certification examination as a requirement for employment (such as Nursing Assistant).


9.
The Number Passed Certification Test refers to the literal number of those who passed certification.


10.
The Percent of Completers is the literal number translated to percentage.


11.
The Percent Placed is the literal number translated to percentage.


12.
The Percent Passing Certification Test is the literal number translated to percentage.

NOTE:  The information requested on the Job Corps Center Annual Completion/Placement Form is data generally required by the Department of Labor, Job Corps National Office.  The Council on Occupational Education (COE) standards can normally be met by retrieving and reporting completion and placement information accrued annually through internal Center reports or electronically stored and printed from the Job Corps SPAMIS System.

STANDARD 4

Strategic Planning
Describe and document with appropriate exhibits how the institution is meeting each of the following criteria using the format outlined in item 7 a. through d. on pages 6 and 7 of this manual.

1.
The institution has a written strategic plan that includes, as a minimum, the following components:


a.
Mission of the institution;


b.
Vision of the institution;


c.
Objectives for a minimum period of three years;


d.
Strategies for achieving the objectives; and,


e.
Strategies for evaluating progress toward achieving the objectives.


(Objectives 4-1, 4-2, and 4-3)

2.
The strategic plan is reviewed by the faculty, administration, and institutional advisory committee and revised as necessary at least annually. (Objective 4-4)

3.
The results of the evaluation of progress toward achieving the objectives are documented annually. (Objective 4-4)

STANDARD 5

Learning Resources
Describe and document with appropriate exhibits how the institution is meeting each of the following criteria using the format outlined in item 7 a. through d. on pages 6 and 7 of this manual.

Learning resources includes materials such as film, video tapes, audio tapes, software programs, reference books, technical manuals, professional periodicals, supplements to text materials, supplies, equipment, staff, and facilities used to enhance an educational program.

A.
Media Services

1.
The institution has a written plan for its media services which is appropriate for the institution and includes the following:    


a.
The scope and availability of the services.


b.
A variety of current and relevant educational materials, such as reference books; periodicals and manuals of a business, professional, technical, and industrial nature; audio-visual materials and equipment; internet access; and other materials to help fulfill the institution’s purposes and support its educational programs.


c. 
The staff person (administrative, supervisory, or instructional) responsible for the implementation and coordination of the media services.


d.
Roles and responsibilities of designated staff member(s).


e.
Orientation for user groups (i.e., instructors, students, and others).


f.
Facilities essential for using media materials.


g.
Annual budgetary support for the services.


h.
Evaluation of the effectiveness of media services and utilization of the results to modify and improve media services.


(Objectives 5-1 and 5-2)

2.  
A current inventory of media resources is maintained.  (Objective 5-1)

3.  
Provisions are made for necessary repair, maintenance, and/or replacement of media equipment and supplies.  (Objective 5-1)

4. 
Services for creating instructional media (both print and non-print) are adequate and appropriate to support all students and faculty in meeting the objectives of the education program(s).   (Objective 5-2)

5.  
Media services, facilities, and materials are accessible and available for use by students and instructors.   (Objective 5-2)
B.
Instructional Equipment

1.  
The institution has a system of instructional equipment inventory.  (Objective 5-1)

2.
Funds are budgeted to provide instructional equipment at a level that assures quality occupational education.   (Objective 5-1)

3.
The institution has a system for emergency purchases to assure the acquisition and/or repair of equipment within a reasonable period of time to support continuous instruction.  (Objective 5-1)

4.  
Relevant and up-to-date equipment is available to support the instructional programs offered by the institution.   (Objectives 5-1 and 5-2)

5.
The institution has a written plan for maintaining equipment and for replacing or disposing of obsolete equipment.   (Objectives 5-1 and 5- 2)


6.  
All instructional equipment meets appropriate and required safety standards.  (Objective 5-3)

C.
Instructional Supplies

1.
Instructional supplies are available to support the instructional programs offered by the institution.  (Objective 5-1)

2.
The institution has a system for purchasing and storing instructional supplies.  (Objective 5-1)

3.
Funds are budgeted to provide supplies at a level that assures quality of occupational education.  (Objective 5-2)

4.
The institution has a system for emergency purchases of instructional supplies within a reasonable period of time to support continuous instruction.  (Objective 5-2)

5.
First aid supplies are readily available.  (Objective 5-2)

6.
All instructional supplies meet appropriate and required safety standards.  (Objective 5-3)
STANDARD 6

Physical Resources
Describe and document with appropriate exhibits how the institution is meeting each of the following criteria using the format outlined in item 7 a. through d. on pages 6 and 7 of this manual.

1.
A long-range plan for facility and campus improvement has been developed and is maintained that includes, if applicable, distance education infrastructure. (Objectives 6-1 and 6-2)

2.
An appropriate plan for the operation, maintenance, and improvement of the physical plant (including elements addressing personnel, equipment, supplies, relevant state law, and applicable federal codes and procedures) has been developed, is in use, is available to employees and students, and is regularly evaluated/revised. (Objectives 6-1 and 6-2)

3.
Existing physical plant at all locations provides adequate, safe, and clean facilities with appropriate supporting utilities for classrooms, laboratories/shops, offices, restrooms, lounges, meeting rooms, etc.  (Objective 6-2)

4.
An appropriate plan for assuring the health and safety of the institution’s employees, students, and guests has been developed; includes a system for reporting and investigating accidents; is in use; has been distributed to employees; is available to students; and is regularly evaluated/revised with appropriate input from employees and students.   (Objective 6-2)
STANDARD 7

Financial Resources
Describe and document with appropriate exhibits how the institution is meeting each of the following criteria using the format outlined in item 7 a. through d. on pages 6 and 7 of this manual.


1.
A qualified financial officer or department oversees the financial and business operations of the institution.  (Objectives 7-1 and 7-2)


2.
Financial records are maintained so that the institution’s fiscal position may be analyzed in a timely manner.  (Objectives 7-1 and  7-2)


3.
The institution demonstrates responsible financial management with funds sufficient to maintain quality educational programs and to complete the education of all students enrolled.   (Objectives 7-1 and 7-2)


4.
The institution considers its financial resources as a basis for strategic planning.  (Objectives 7-1 and 7-2)


5.
The institution uses adequate auditing and budgetary controls and procedures in keeping with local, state, and federal requirements.  (Objectives 7-1 and 7- 2)


6.
The institution exercises proper management, financial controls, and business practices.  (Objectives 7-1, 7-2, and  7-3)


7.
All persons handling institutional funds or revenues from any source are bonded.  (Objective 7-2)


8.
Financial aid programs utilizing public and/or private funds are capably administered and accurately documented.  (Objective 7-3)


9.
Qualified personnel are responsible for proper record-keeping, reporting, and auditing. 



(Objective 7-4)

Special Requirement for Public Institutions   (Item 10)

10.
The institution clearly identifies sources of funds and revenues and shows evidence of fiscal stability.  (Objectives 7-1 and 7-2)

Special Requirements for Non-Public Institutions   (Items 11 & 12)

11.
To document financial stability, the institution submits annual audited financial statements prepared by an independent certified public accountant and completed COE financial forms. Financial statements are prepared in accordance with Generally Accepted Accounting Principles (GAAP). The audit is performed in accordance with Generally Accepted Government Auditing Standards (GAGAS). A separate income statement must be provided for the main campus and each branch campus. (See definition of audited financial statements in Section VII. Definitions, Standard Seven.) For initial accreditation, non-public institutions must submit audited financial statements for the two most recent fiscal years.  (Objectives 7-1 and 7-2)

12.
As a minimum, the institution documents its financial stability by demonstrating that the following conditions exist:


a.  
A minimum ratio of current assets to current liabilities of 1 to 1.


b.  
A minimum ratio of total assets to total liabilities of 1 to 1.


c.  
A two-year history of net income or the absence of a net loss within the last two years.


d.  
No contingent liabilities or on-going litigation which could potentially affect the 



institution’s ability to continue operation.



 (Objective 7-2)

Refund Policy
13.
The institution has a fair and equitable refund policy for the refund of tuition, fees, and other institutional charges in the event the institution cancels a class or if a student does not enter or does not complete the period of enrollment for which the student has been charged. All of the following are elements of a fair and equitable plan:
a.
The institution’s refund policy is published in the catalog and uniformly administered.

b.
Refunds, when due, are made without requiring a request from the student.

c.
Refunds, when due, are made within 30 days (1) of the last day of attendance if written notification has been provided to the institution by the student, or (2) from the date the institution terminates the student or determines withdrawal by the student.

d.
All refunds are made within 60 days of the student’s last day of attendance.

e.
Retention of tuition and fees collected in advance for a student who does not commence class does not exceed $100.

f.
The institution complies with the refund policies adopted by the Commission. 


(Objective 7-4)


(See “Refund Policy” in the current edition of the Policies and Rules of the Commission.)

NOTE:
Non-public institutions must submit three (3) copies of financial statements, including notes, audited by an independent certified public accountant for the most recent two (2) fiscal years and completed financial statement forms furnished by COE with the self-study report to COE.

STANDARD 8

Human Resources
Describe and document with appropriate exhibits how the institution is meeting each of the following criteria using the format outlined in item 7 a. through d. on pages 6 and 7 of this manual. The rosters for Instructional Staff and Administrative and Supervisory Staff must follow the narrative on this standard.

A.
General

1.  
Duties and responsibilities of each position are specified in written job descriptions made available to staff members.   (Objective 8-A-1)

2.  
The institution has provided and implemented appropriate and published procedures for handling complaints/grievances for faculty and staff, consistent with the policies of the institution’s governing board.  (Objective 8-A-2)

3.  
Appropriate procedures have been developed for the continuous evaluation of the performance and effectiveness of all institutional employees, with at least an annual written formal review and evaluation.  (Objective 8-A-3)

4.  
Appropriate orientation procedures for all employees are maintained and followed equitably.  (Objective 8-A-4)

B.
Faculty

1.
The institution has a sufficient number of faculty members to fulfill its mission and operate its programs. (Objective 8-B-1) 

2.  
Each faculty member has at least a high school diploma (or its equivalent) and demonstrated competency in the technical area of instruction.  (Objective 8-B-2)

3.  
Additional requirements established for faculty members by the institution’s governing board and/or state regulatory agencies are met.  (Objective 8-B-2)

4.  
Faculty members who teach general education courses in Associate Degree programs hold a minimum of a Bachelor’s degree with 15 semester hours or 23 quarter hours in the teaching discipline.  (In exceptional cases, evidence of outstanding professional experience or creative achievement in the field may be considered in lieu of formal academic preparation.)  (Objective 8-B-2)

5.  
Faculty members who teach in technical areas of associate degree programs have a minimum of an Associate Degree.  (In exceptional cases, evidence of outstanding experience and skills in the technical field may be considered in lieu of formal academic requirements.)  (Objective 8-B-2)

6.  
The institution plans, provides, supports, and annually documents professional growth opportunities for and participation by all faculty members.  (Objective 8-B-2, 3)

7.  
Documentation is available to demonstrate that each faculty member in a technical field maintains liaison with employers in the technical field through periodic visitations and personal contact.  (Objective 8-B-3)

C.
Administrative and Supervisory Personnel

1.
The institution has a sufficient number of administrative and supervisory personnel to fulfill its mission and operate its programs. (Objective 8-C-1)

2.  
All administrative and supervisory personnel possess postsecondary education credentials and/or experience and demonstrated competencies appropriate to their areas of responsibility.  (Objective 8-C-2)

D.
Instructional Support Staff

1.
The institution has a sufficient number of instructional support staff members to fulfill its mission and operate its programs. (Objective 8-D-1) 

2.  
Clerical personnel are employed to maintain student records and financial records; to assist in producing instructional materials; and to prepare correspondence, reports, and other records as needed.  (Objective 8-D-1)

3.  
All instructional support staff possess education credentials and/or experience and demonstrated competencies appropriate to their areas of responsibility.  (Objective 8-D-2)

E.
Non-Instructional Support Services

1.  
Custodial services are available to provide routine care and maintenance of facilities and grounds for the institution.  (Objective 8-E)

2.  
Preventative maintenance services are provided to ensure continued operation of the facilities.  (Objective 8-E)
	ROSTER OF INSTRUCTIONAL STAFF

(Location:______________________________)

Complete this roster for all (full & part-time) instructional staff currently employed and on site. Indicate which instructors teach courses within Associate Degree Programs with an asterisk (*). Complete one chart per location.
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	ROSTER OF ADMINISTRATIVE AND SUPERVISORY STAFF

(Location:__________________________________)

Complete this roster for all (full & part-time) administrative and supervisory staff currently employed and on site. Complete one chart per location.
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STANDARD 9

Organizational Structure
Describe and document with appropriate exhibits how the institution is meeting each of the following criteria using the format outlined in item 7 a. through d. on pages 6 and 7 of this manual.

1.
The institution has a properly constituted governing body or board that has the legal authority and responsibility for the institution’s operation and control.  (Objective 9-1)

2.
If applicable, the non-public institution has in custody the currently valid original document(s), typically a license, required to operate as an occupational education institution within the state where it is located.  (Objective 9-1)

3.
The authority for implementation of the governing body’s policies is delegated to a chief administrative officer, who is responsible for the institution’s operation.  (Objective 9-2)

4.      The chief administrative officer is the official of record for all purposes of the Commission, has his/her office on the main campus, and is the Commission’s point of contact with the institution, including branches, if any.  (Objective 9-2) 

5.
An organizational chart is available that shows the functional relationships among the personnel of the institution.  (Objective 9-3)

6.
The organizational structure is designed to promote the effective operation of educational programs and institutional services for students.  (Objective 9-3)

STANDARD 10

Student Services and Activities
Describe and document with appropriate exhibits how the institution is meeting each of the following criteria using the format outlined in item 7 a. through d. on pages 6 and 7 of this manual.


1.
Tests and other means of assessing the achievement and aptitudes of students for various occupations are appropriate and are used to provide personalized counseling and program placement services to students.  (Objective 10-1-a)


2.
There is a student orientation program to acquaint new students with policies, functions, and personnel of the institution.  (Objective 10-1-b)


3.
A designated staff member is responsible for maintaining official files and records of students. 



(Objective 10-1-c)


4.
Written procedures for access to student records are established to protect their confidentiality, limiting access to authorized personnel only.  (Objective 10-1-c)


5.
The institution, upon request by students, provides transcripts containing as a minimum the following information:  program of study, courses or units of study completed with corresponding grades, and period of enrollment.  (Objective 10-1-c)


6.
All period of enrollment, financial, academic, and current educational progress records are available at the institution.  (Objective 10-1-c)


7.
Preserving and protecting student records is provided by the use of storage devices, duplicate physical or computer records, security files, or other measures that ensure both the preservation and security of the records from fire, theft, vandalism, and other adverse actions.  (Objective 10-1-c)


8.
The institution provides and has implemented appropriate grievance policies for handling complaints from students, as described in the institution’s catalog and/or the student handbook.  The Commission’s mailing address and telephone number are included to provide for cases where the grievance is not settled at the institutional level. (Objective 10-1-d)


9.
The institution maintains records on student complaints that are filed in accordance with the institution’s grievance policy to ensure acceptable quality in the educational programs offered by the institution.  (Objective 10-1-d)


10.
The institution provides academic advisement services to assist students in planning and completing the occupational education programs that they pursue. (Objective 10-1-e)


11.
If the institution has processed Title IV loans or is currently processing Title IV loans, it  has a default management plan that meets the requirements of the Commission for as long as required by the U.S. Department of Education to maintain a plan.  (Objective 10-1-f)


12.
The institution has adopted and implemented a written plan for the health and safety of students in cases of sickness, accidents, or emergency health care needs on campus; and the plan is evaluated regularly. (Objective 10-1-g)


13. 
A system is in effect for reporting and investigating all incidents affecting health and safety. 



(Objective 10-1-g)


14.
The institution is responsible for any reasonable accommodation of students who are identified to have special needs.  (Objective 10-1-h)


15.
The institution has a written plan for determining the effectiveness of student personnel services, for documenting an annual evaluation of these services, and for disseminating the results to the staff so that pertinent information can be used to improve the student personnel services.  (Objective 10-1-a 



through h)


16.  
The institution provides placement services for all program completers.   (Objective 10-2)


17.  
The institution demonstrates that it is following a written plan for placement services, including the following elements:



a.
Identification of responsibility for coordination of services.


 
b.
Communications network between the placement coordinator, the staff, the faculty, and various businesses and industries of the service area.



c.
File/listing of employers and employment opportunities.



d.
Counseling of students.



e.
Maintenance of placement records for completers as a means of measuring the success of the institution in achieving its mission.

 
(Objective 10-2)

The Visiting Team
General
The team visit is intended to give the institution objective consultation from a group of experts in the field of occupational education.  The team’s assignment is not to inspect or find fault with what is being done. Instead, it will seek to assure itself that the institution has conducted an extensive self-study, and that it reflects an accurate assessment of the institution based on the institution’s mission and the conditions and standards of the Commission.  This will provide the basis for an unbiased, objective report to the Commission.

Each team will consist of occupational educators who have demonstrated their competence in the areas of vocational-technical philosophy, educational administration, business and finance, educational programs, school plant operations, business and industry practices, student personnel services, planning, learning resources, and the specialized program areas which relate to the institution’s mission.  

The Commission staff will determine the number of team members based on appropriate factors such as the number of programs, staff members, students enrolled, campuses, and distance between campuses.

All team members will be from outside the state in which any campus of the institution is located and will be selected by the staff of the Commission.  An institution has the right to refuse any member of the team for cause but cannot select team members.  A Commission representative or an observer may accompany a team.

All logistical arrangements such as hotel/motel selection, team member transportation from the airport to hotel/motel, and meeting times should be finalized during the preliminary visit by the team leader.  Hotel/motel selection will be a mutual decision between the team leader and school officials.  The Council on Occupational Education reimburses each team member for expenses after the visit and bills the institution for the total cost.  Institutions cannot reimburse team members directly.

In advance of the team’s arrival, the entire staff should be briefed as to what they may expect, and what will be expected of them.  It is important that the staff understand that the:


1.
Team members will be coming in the role of helpful colleagues.


2.
Team members will be interested in identifying the institution’s strengths as well as ascertaining its challenges.


3.
The principle of confidentiality will be rigorously observed by members of the team.

Through this kind of orientation, the staff will be helped to understand that the visitors have been invited for the express purpose of assisting the institution fulfill its goals and improve all facets of the institution’s operation.

The team will normally spend four days at the institution and will visit all facilities, campuses, and branches, as well as corporate headquarters (where applicable), and the community.  They will interview staff, faculty, administrators, advisors, students, and community leaders.  They will review procedures, policies, programs, and plans.  They shall seek to secure a comprehensive view of the institution.

Upon completion, the team will review the findings, recommendations, and suggestions with the chief administrative officer and others selected by the administration.  They will then prepare a report for the Commission.  The visiting team will not dictate to the institution what it must do to correct violations, but it may recommend and suggest areas for improvement.

It is preferable that little or no publicity be given to the team.  If the school would like to provide an article about the self-study and the visiting team for the local paper, it may do so.  However, personal interviews with team members will not be possible.  News media should be made aware that a self-study document, a visiting team, and a visiting team report are only parts of the evaluation and accreditation process and cannot be construed to be indicators of accreditation. The accreditation of an institution is based on an analysis of these documents and other documents, activities, and processes.

Social Functions
It is helpful to provide an opportunity for members of the institution’s staff to become acquainted with the members of the visiting team. This task may be accomplished by way of several methods:



A banquet (a more formal event).



A reception (a more casual event with beverages and snack items available).



A breakfast (seated, buffet, or continental).



An opening meeting of the institution staff and team members.

These methods are merely suggestions. In no way does the Commission prefer one method over another, nor does it encourage the institution to incur excessive expense for this event. The Commission does, however, discourage the serving of alcoholic beverages at this event.

Whatever method is chosen by the institution, the event should take place very early in the team visit (the evening before the evaluation begins is most appropriate) and need not occur more than once during the visit. It is not uncommon for teams to have ‘working meals’; therefore, institutions should not make plans to entertain the team every night of the visit.

It is necessary to notify the leader of the visiting team of the plans the institution makes for any social function.

Visiting Team Workroom
The visiting team will need a secure room in which they will review exhibits, hold team conferences, write reports, and take periodic breaks.  This room should be as centrally located as possible, well- lighted, and large.  The room should be clearly identified as the “Team Work Room” and should be considered off limits to school personnel during the team stay.

The following list of materials, supplies and equipment should be in the room:


Tables, shelves, or other means to display all exhibits. One helpful method is to file exhibits chronologically by standard in ‘egg crate’ type file boxes.  Conference table(s) and chairs and/or work station for each team member, observer, and COE staff member.


Desk-Top/Lap-Top Computers
Dictionaries
Erasers
Lined Writing Pads


Pencils and Ball-Point Pens
File Folders
Paper Clips
Blank Diskettes


Wastebaskets
Staplers
Transparent Tape
Paper Shredder


Computer Paper


Scissors

Pencil Sharpener

Institution’s Check List for Team Visit
Check When

  Completed

___

Self-Study duplicated  (45 days before visit)



NOTE:
Each copy of the self-study report provided to the Commission should have the report and program supplements bound as ONE document, if possible.  Please DO NOT use wire binders or 3-ring notebooks. Plastic spiral bindings and velo bindings are appropriate.  


___

*Team leader’s preliminary visit made (30 days before visit)


___

Self-study mailed to team members after approval by team leader (20 days before visit)


___

Self-study mailed to the Commission  20 days before visit (3 copies — 2 hard copies/1 copy 




on electronic media (diskette, zip disk, or compact disc) in text [.txt] format, MicroSoft 




Word [.doc] format, or rich text format [.rtf].in text [.txt] format. The cover of the self-study 




must have the name of the institution, the address and the year of the team visit.


___
Non-public institutions: three (3) copies of financial statements, including notes, audited for the most recent two (2) years by an independent certified public accountant and completed financial statement forms furnished by COE for the most recent fiscal year mailed to the COE office with the self-study.


___
*Hotel/motel reservations made for visiting team, observers, and COE staff member or representative 


___
Team members notified of hotel/motel arrangements


___
*Arrangements made to meet team members at airport and transport them to hotel/motel.  (If team members are to take cab or airport limousine, they should be notified of this.)


___
*Place for the preliminary meeting of the team.  (Usually held at 4:00 p.m. before any evening function on the first day of the team visit.)


___
*Meeting room arranged at the hotel/motel for evening meetings of team (if requested by team leader)


___
*Meeting room arranged for the team at the school.  (See previous sub-section for materials, equipment, and supplies suggested.)


___
Transportation arranged for travel to branch campuses, extension classes, instructional service centers, and/or clinical sites


___
Transportation arranged for travel to and from hotel/motel each morning and evening


___
Place arranged for final meeting of team with selected staff on the last day.  (The time is usually set by the team leader and the chief administrative officer.)


___
Transportation arranged for travel to airport or hotel/motel after final report


___
Typist assigned for preparing final typing of the report


___
Name tags prepared for faculty and staff

*Must be mutually agreed upon with team leader.

Example of Visiting Team Schedule


First Day:

Arrive by 3:00 p.m. at accommodations arranged by institution and team leader.  Briefing session of visiting team is conducted by the team leader normally starting at 4:00 p.m. and lasting approximately one hour.  A social function including school personnel, governing body members, advisory committee members, local community leaders, and the visiting team can be scheduled after 6:30 p.m. (optional).  If time permits during this first day of activities, a brief tour of the school facility may be included.


Second Day:

7:30 a.m.
Breakfast meeting with visiting team




8:30 a.m.-Noon
Team work




Noon-1:30 p.m.
Lunch




1:30-4:00 p.m.
Team Work




(3:00-4:00 p.m.)
Team leader-office hour




4:00-4:30 p.m.
Progress meeting of team (continue after dinner if necessary)


Third Day:

(Same as second day)


Fourth Day:

7:30 a.m.
Breakfast meeting with visiting team




8:30-Noon
Team work




1:00 p.m.
Visiting team reports due to team leader




1:00-2:00 p.m.
Oral report on findings and recommendations to administrative

 



staff of institution




2:00-3:00 p.m.
Private session of team leader with director

Representative Sample of Exhibits
Documentation which supports each criterion must be provided for the team to review. The following list is provided as a sample of exhibits used by institutions to document compliance with the conditions and criteria. The accessibility of these materials to the appropriate team member can greatly expedite his/her work and definitely enhance the effectiveness of the team.  The materials used as exhibits should be displayed as “Exhibits” in the room at the institution to be used as the “Team Work Room.” One helpful method is to file exhibits chronologically by standard in ‘milk crate’ type file boxes.

The location of and the name of the person in charge of exhibit materials considered to be confidential such as personnel evaluations, budgets, etc., should be placed in a folder appropriately identified by standard number.

NOTE:   Documentation must be provided for each condition and criterion on the checksheets. This list does not include all documentation that may be required as evidence of compliance with the conditions and criteria.
Conditions

1.
Copies of all advertising used since the last accreditation team visit


2.
Copies of substantive change documents submitted to the Commission 


3.
Copies of any special or substantive change visiting team reports and institution’s  response (if required) since the last accreditation team visit


4.
Reports and correspondence concerning the institution’s accreditation by other nationally recognized accrediting agencies


5.
Copies of contracts between the institution and other agencies, corporations, institutions, and individuals


6.
Copies of all annual reports since the last accreditation visiting team


7.
Copy of institutional response report for last accreditation visiting team, all substantive changes or, special teams


8.
Copies of correspondence, team reports, audits, etc. from all regulatory/oversight agencies such as the U.S. Department of Education, state approval agencies, etc.


9.
If for initial accreditation, documentation that notice has been given in appropriate newspaper(s) and/or media services that the institution is applying for accreditation with COE

Standard 1 - Institutional Mission

1.
List of institutional advisory committee members by name, title, professional/business affiliation, and address


2.
Minutes of institutional advisory committees, faculty meetings, administrative councils, student committees, etc. since the last accreditation team visit or since becoming a candidate for accreditation


3.
School Catalog


4.
Student Handbook


5.
Institution’s Web Site and E-Mail address


6.
Plan for public information and community relations


7.
Procedures for documenting the types and amounts of the public information and community relations activities of the institution


8.
Descriptive community information


9.
School scrapbook


10.
Chamber of commerce publications


11.
Map of service area


12.
Map of city

Standard 2 - Educational Programs

1.
School Catalog


2.
Student Handbook


3.
Brochures and other recruiting materials


4.
Plans for recruitment


5.
Schedules for classes


6.
Program syllabi and/or comprehensive outlines


7.
Program examinations


8.
Studies of grading practices and distribution


9.
Written procedures for admission of students on “ability to benefit” basis and documented evidence on use of the procedures


10.
Copies of evaluations of the effectiveness of procedures used in identifying students who are capable of benefiting from the education offered


11.
Written procedures for adding or dropping programs


12.
Work-based activities instructional plan


13.
Documentation that three (3) bonafide potential employers have reviewed and recommended  requirements for admission, program content, program length, program objectives, competency tests, instructional materials, equipment, method of evaluation, and level of skills and/or proficiency required for each existing program, each new program, and each substantively revised program


14.
Documentation that program outcomes are assessed continuously


15.
Documentation that each program’s mission has been evaluated annually


16.
List of occupational advisory committee members by program giving name, title, professional/business affiliation and address, if applicable


17.
Copies of the minutes of meetings of the occupational advisory committees, if applicable, since the last accreditation team visit or since becoming a candidate for accreditation

Standard 3 - Program and Institutional Outcomes

1.
Written plan for placement of students


2.
Written plan for follow-up of students


3.
Placement and follow-up data and studies


4.
Documentation showing percentage of completers for each program


5.
Documentation showing pass rate for each program requiring a licensure exam


6.
Copy of forms used in placement and follow-up


7.
File of employers and employment opportunities


8.
File on other appropriate educational institutions

Standard 4 - Strategic Planning

1.
Institution’s strategic plan


2.
State plan (Public institutions only)


3.
Master campus plan with identified priorities


4.
Studies of enrollment trends and/or statistics


5.
Appropriate state, regional, county, or city studies

Standard 5 - Learning Resources

1.
Plan for media services


2.
Plan for evaluating media services


3.
List of media services advisory committee giving name, title, professional/business affiliation 



and address


4.
Copy of media resources inventory


5.
Budget for media services

Standard 6 - Physical Resources

1.
Blueprints for existing facilities


2.
Plan for facility maintenance


3.
Evaluation of the effectiveness of the maintenance program


4.
Plan for facility custodial care


5.
Reports of safety inspections


6.
Insurance policies for facilities


7.
Copy of facilities lease agreements


8.
Copy of safety and security plan for real, threatened, or impending danger


9.
Evaluations of the safety and security plan


10.
Copy of equipment inventory (dated)


11.
Copy of supply inventory (dated)


12.
Copy of equipment lease agreements


13.
Insurance policies for equipment


14.
Equipment maintenance agreements


15.
Written plan for maintaining equipment and for replacing or disposing of obsolete equipment


16.
Written records to document continued maintenance of equipment

Standard 7 - Financial Resources

1.
Copy of institution’s past, current, and projected budgets


2.
Financial management policies and procedures


3.
Normal purchasing policies and procedures


4.
Emergency purchasing procedures and policies


5.
Refund Policy


6.
Student financial aid records and procedures


7.
Copy of financial statements, including notes, audited by an independent certified public accountant and completed financial statement forms furnished by COE for the two (2) most recent fiscal years if applying for initial accreditation or for each year since initial accreditation or reaffirmation if undergoing reaffirmation (non-public institutions only)

Standard 8 - Human Resources

1.
Faculty handbook


2.
Plan for faculty selection and development


3.
Faculty orientation program


4.
Job descriptions


5.
Resume of each instructional and administrative staff member


6.
Transcripts for each instructional staff person teaching in associate degree programs


7.
Copies of annual written formal evaluations for each staff member


8.
Plan for staff evaluation


9.
Salary schedules


10.
Plan for professional growth of faculty


11.
Documentation of faculty participation in professional growth activities

Standard 9 - Organizational Structure

1.
Charter, order, or legislative authorization


2.
Information concerning the location of all original current licenses for each campus when required


3.
List of institution’s governing board members by name, title, professional/business affiliations, and address


4.
Policies of the governing board


5.
Organizational charts


6.
Copy of any contract between the institution and any agency, corporation, institution or individual which involves processing financial aid, instruction, administration, recruiting, placement services, etc.

Standard 10 - Student Services and Activities

1.
Written procedures for furnishing students, completers, employees, and others with transcripts


2.
Written procedures for access to student records


3.
Student personnel records, including admission and scholastic records


4.
List of student organizations and advisors


5.
Copy of charter, constitution, and/or bylaws for each organization


6.
Student body statistics


7.
Placement and follow-up data and studies


8.
Student publications


9.
List of student complaints filed in accordance with the institution’s student grievance policy since the most recent accreditation team visit (format to include name of complainant, date filed, nature of complaint, and resolution of the complaint)


10.
Plan for emergency medical care


11.
Copy of system and forms used in reporting accidents


12.
Default management plan, if applicable


13.
Written plan and evaluation on the effectiveness of student personnel services
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The Accreditation Process

Candidacy


1.
Letter of intent to seek candidacy and to request application forms.


2.
Application for candidacy.


3.
Candidacy team visit.


4.
Commission review of application and candidacy visit report. Approval of candidate status by Commission. If disapproved, appeal may be made to the Commission.


5.
After acceptance as a candidate, an annual report is made each year for Commission review. This report is an updated status report with progress report on self-study. The earliest time that an institution can become accredited is six months after the date candidate status is approved. The maximum time an institution may be in candidacy is three years.


Accreditation

6.
The on-site administrator or other full-time employee at the main campus must attend a Commission Self-Study Workshop within 6 to 18 months prior to hosting the accreditation visiting team.


7.
A self-study should be initiated by the end of the first year as a candidate.


8.
Within three years (not later than May of third year) after acceptance as a candidate, an institution must request and host a team visit.


9.
Team appointed by Commission Staff.


10.
A preliminary visit by the Visiting Team Leader is made approximately 30 days prior to team visit.


11.
The team visit includes review of all programs and activities of the school. An oral report is made to the school at the end of the visit.


12.
The written team report is sent to the Executive Director by the team leader within 30 days of the visit.


13.
The Commission Executive Director sends team report to the institution.


14.
Institution makes changes necessary to meet standards.


15.
The chief administrative officer writes a letter requesting accreditation and submits three (3) copies of institutional response, if required, to the team report.


16.
The Commission reviews the team report, institutional response report, self-study, and report of readers.


17.
The Commission may defer action and request additional documentation, grant accreditation, or deny accreditation. If accreditation is granted (based on the self-study, team report, and institutional response report) the Commission will specify the number of years in the next reaffirmation cycle (two (2) to six (6) years). The year of reaffirmation may be changed for just cause.


18.
An institution may appeal a negative action to the Commission.

Annual Review

19.
All candidate and accredited institutions must submit an annual report to the Commission.


20.
Continued candidate status or accreditation is determined annually by Commission approval of annual reports.


21.
During the year prior to the year that ends the reaffirmation period, a school must attend a self-study workshop, begin another self-study, and request another team visit.

NOTE:

Failure to submit an annual report or additional information regarding the annual report, if requested, by the due date established by the Commission shall be grounds for an institution to lose its candidacy status or accreditation.

FOR MORE INFORMATION

Comments and suggestions for the improvement of this manual should be mailed to:                   

Dr. Harry L. Bowman


Executive Director


Commission of the 

Council on Occupational Education 

41 Perimeter Center East, NE, Suite 640

Atlanta, GA  30346

www.council.org
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