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APPLICATION FOR NEW PROGRAM APPROVAL
PRIVATE 
Completion of this application is required for a new program or changes to existing programs constituting over 50% of the total program content (total hours or courses); the elevation of a diploma or certificate program to the degree level; or the Associate Degree to the Baccalaureate Degree level.

Refer to important instructions, “REPORTING REQUIREMENTS FOR NEW AND REVISED PROGRAMS”, prior to completing this application.

To complete this document, place your cursor in each box or on each line and key the information.  Answer spaces will expand to accommodate all your information.  
	Name & Title:
	

	Institution:
	

	ABHES Identification Number:
	

	Street Address:
	

	City:
	
	State:
	
	Zip Code
	

	Telephone:
	
	Fax:
	

	E-mail Address:
	
	Website:
	

	Name of New Program:
	

	Projected Start Date:
	

	Projected Number of Classes Per Year:
	

	Projected Number of Students Per Class:
	

	Credential awarded upon completion of the program: 

	Certificate
	
	Diploma
	
	Degree
	


If a degree is awarded, identify level:

	AAS
	
	AOS
	
	AA
	
	AS
	
	*BA
	
	*BS
	


	Is any portion of the new program delivered by distance education?
	
	Yes
	
	No

	If yes, (a) what percentage?
	

	
	

	(b) describe the program’s compliance with the requirements of Exhibit A (attached), Appendix I, from the Accreditation Manual.

	

	



Respond to the following questions in narrative format: 
	1.
	Why is this program being implemented?  Include in this response specific employment demand in the local geographic area and means by which this demand was determined.  Exhibit B, Summary of Market Survey, must be completed as part of this response.


	 


	2. 
	Is the same or similar program offered by other institutions in your local area (i.e., 25-mile radius)?
	
	Yes
	
	No

	If yes, how was the need further justified?


	


	3.
	What is the prospective student demand relative to first-year enrollment?
	


	4.
	Are any new resources needed to implement and develop the program (building space, supplies, faculty, etc.).
	
	Yes
	
	No

	If yes, what impact, if any, will this have on the operation?


	 


	5.
	Is there a separate advisory board for this program?
	
	Yes
	
	No

	If no, identify the representative(s) for this program on your institution's advisory and describe this person's educational and experiential background, including any credential(s) held.


	 


	6.
	How was the program designed?  


	 


	7.
	Identify the program supervisor and this person's educational and experiential background, including any credential(s) held.


	 


	8.
	If applicable, identify the externship requirements for in this program, as follows:   

	
	(a)  identify

	length requirements

(clock and/or credit hours)
	person responsible for supervision and evaluation of students
	person responsible for supervision and evaluation of externship sites  

	
	
	


	
	(b)  identify the site arrangements made by location and number of students

	Location
	Number of Students

	
	

	
	

	
	

	
	

	
	

	
	


	9.
	If a degree is awarded, respond to the following:

	(a)
If an occupational degree is awarded, what is included in that program that would not be included in a diploma or certificate program?


	 


	If an academic associate degree is awarded, what is included in that program that would not be included in a diploma, certificate, or occupational degree program?


	 


	If a bachelor’s degree is awarded, what is included in that program that would not be included in an associate degree program?


	 


	(b)
What will completion of the degree program do for the graduate that a lesser credential would not (e.g., job title and responsibilities, salary, transferability of credit) and how was this determined?


	 


	(c) 
Have articulation agreements for students’ transfer of credit to other institutions of higher education been sought or made?  
	
	Yes
	
	No

	If yes, include copies of the signed agreements.

	If no, why?


	 


	10.
	Is a credential required for graduates to work in the field? 
	
	Yes
	
	No

	If yes, identify the credential and requirements for attainment, how prospective students are made aware of the requirements, and how the institution has determined that the curriculum will teach the students the necessary competencies required of the examination.


	 


	11.
	Has the institution determined that while not required, a credential is preferred for graduates to work in the field? 
	
	Yes
	
	No

	If yes, 

	(a) What is that credential(s)?
	

	((b)  How was the desire for this credential determined?


	 


	(c)  How has the institution determined that the curriculum will teach the students the necessary competencies required of the examination?


	 


	(d)  How are prospective and current students made aware of the availability of this credential(s)?


	 


	12.
	How will admissions representatives be trained and familiarized with this program and the requirements to work in the field?


	 


	13.
	Who will be responsible for graduate placement, what are his/her qualifications, and how has this individual been trained and familiarized with the needs of the community and employers?


	 


	14.
	(a)  What is the total cost of tuition for the program?
	

	

	(b)
What is the approximate average salary a graduate of this program can expect?
	

	

	15.
	What financial impact will this new program have on the institution?


	 


II.
Required Exhibits to be Submitted with the Application for New Program Approval:
1.
Complete program syllabi that comply with syllabi requirements outlined in the Accreditation Manual. 

Note:
Reference the definition of credit and the formula used to determine the conversion of lecture, laboratory, and externship hours to credit hours.
2.
Catalog inserts containing the information relative to the new program.  

3.
A list of equipment and supplies for this program and a description of the physical facility used for classes.

4.
A listing of all instructional staff hired for the new program, including resumes.

5.
A copy of the state licensing body’s approval for the new program.  

6.
A copy of the externship evaluation form to be used for students in the new program.  
7.
Completed Profile of Clock to Credit Hour Conversion Grid found at www.abhes.org under forms, forms, must be completed for each program being changed.
8. For programs offered by distance education, include all information relative to the delivery method, including
key differences between on-campus and on-line delivery, and complete Exhibit A, Distance Education, attached.
9.
Exhibit B, Summary of Market Survey
10.Application Fee (See appendix in the Accreditation Manual for fee schedule.  Application fee is not

refundable.)
	Name and title of individual completing application:
	


	Signature of Chief Executive Officer:
	
	Date:
	


ABHES will notify the institution in writing of the status of program approval.  Allow up to six weeks for review. 

EXHIBIT A

APPENDIX H

DISTANCE EDUCATION

This appendix has been developed for institutions engaged in distance education delivery methods.  NOTE:  Requirements identified throughout the ABHES Accreditation Manual apply, in their entirety, to distance delivery methods.  The following is a list of additional requirements to be applied to distance delivery.  

An institution or program adheres to the following:

Advertising and Publications

1.
Publishes objectives that identify or incorporate the use of distance education delivery systems (synchronous or asynchronous).

2.
Discloses delivery methods in institutional publications.

3.
Discloses specialized or different fees associated with distance education to prospective and current students.

4.
Publishes the technology resources required for successful program or course completion. 

Administration & Faculty

1.
Has a minimum of one representative not affiliated with the institution specializing in the method of delivery on its advisory board. 

2.
Retains an individual trained and experienced in the design and delivery of distance education who is (i) employed by either the institution or its parent corporation, and (ii) participates in the development of the instructional design of the distance delivery model being used by the institution/program.

3.
Employs an on-site individual(s) responsible for overseeing the delivery of the online course(s), including the externship component, if applicable. 

4. 
Documents regular and substantive interaction between faculty and students and among students in distance education courses and ensures that student-faculty ratios can support such activities.

5.
Documents externship activities, if applicable, regarding student placement, supervision and evaluation. This documentation minimally includes evidence that:

a. 
the student is provided assistance in seeking placement at an externship site;

b.
the student is effectively supervised during the externship experience by an individual with the necessary experience and education in the field; 

c.
that the student’s achievement of competencies is evaluated by the supervisor throughout the externship; and  

d.
there is contact between the externship site supervisor and the institution throughout the experience.

6.
Establishes and documents a process to demonstrate that its instructors:

a. have the requisite education and experience;

b. have been trained in the delivery of distance education specific to its on-line learning platform; and

c.  ensure externship site includes a variety of experiences relevant to the course syllabus.

7.
Implements an effective plan to ensure quality on-line faculty.

Student Support Services

1.
Provides orientation specific to distance learning to students prior to the first day of class to acclimate them to the distance education learning methodology and navigating the online classroom.

2.
Provides technical support specific to distance education activities to assist students in completing the requirements of the program.

3.
Provides documentation to evidence that the institution provides the student services as is required in Chapter V, Section G of the Accreditation Manual to students enrolled in distance education. (ABHES requires the same student services to be provided to all students without regard to the method of instructional delivery).
Approvals & Agreements

1.
Maintains documentation of ABHES approvals for distance education activities and is in compliance with all applicable local, state and federal regulations and laws.

2.
Maintains records of third-party contractual arrangements regarding delivery of distance education.

3.
Maintains sufficient externship agreements, as applicable, for all students enrolled in the program, if applicable.

Technology

1.
Provides a means to verify the hardware and software capability of the student’s computer to meet the technical requirements of the program or course.

2.
Verifies the identity of a student who participates in distance education coursework methods through use of a secure login and pass code or proctored examinations and new or other technologies that are effective in verifying student identity. 

3.
Uses processes that protect student privacy and notifies students at the time of registration or enrollment of any projected additional student charges associated with the verification of student identity.

4.
Demonstrates that the selected on-line learning management platform has the following:



a.
infrastructure that ensures against short- and long-term data loss, and


b.
sufficient bandwidth to deliver learning materials without noticeable slowdowns in internet connectivity.

Outcomes

1.
Assesses the educational effectiveness of its distance education delivery systems through the use of its Program Effectiveness Plan.  This assessment includes comparison between the on-line delivery and on-campus delivery, if applicable.

EXHIBIT B

GUIDELINES FOR CONDUCTING A MARKET SURVEY

The Accrediting Bureau of Health Education Schools (ABHES) provides these guidelines to assist its accredited institutions and programs in identifying program need.  ABHES requires institutions applying for new campus approval or implementation of a new program to evidence community need.  This includes the availability of externship sites as applicable and employment demand.  
The following are minimum requirements to be addressed relative to market demands:

1. Survey of potential employers: Summary results from a brief survey used to address future hiring needs and trends to include desirable training characteristics, feedback on past graduate hires and any changes in the qualifications required for graduates to achieve successful employment outcomes (e.g., required or preferred credentialing). 

Provide summary of survey results including time period and number of surveys.

2. Externship availability: Signed externship contract sites that include the number of students allowed at one time per site and dates. It is essential that the institution demonstrate enough available sites to support the expected enrollment for the first class. 
ABHES requires that externships be available for all enrolled students as they are ready for the experience. ABHES standards further state, students should not wait for externships and back-up sites should be available to ensure that there is no significant break in the education process.
Provide signed contracts with externship sites.

3. Advisory board: Representatives from the local health care community specific to this program who have accepted appointment to the Advisory Board and others who have an interest in serving as back-up or future purposes. These individuals are active professionals in the field who can provide current information on such things as potential externship sites, upcoming employment needs, and salary expectations. 

Provide list of representatives including name, organization, address, and telephone number.

4. Salaries: General surveys on projected salaries graduates might expect that includes potential employers and related professional organizations. This information is essential to demonstrate the relationship between tuition and graduate success.

5. Competition:  Listing of other educational/training facilities, their programs and student population that are located within a 10-mile radius of the campus.
6. Summary: The most critical element of the Market Survey is that the program demonstrates that the summarized information evidences a compelling need for the new program. If there is local competition, demonstration of the ability for the community to support this program is essential. Assuming need, the institution has a documented plan based on the results of the Market Survey that was taken into consideration when determining such things as the program’s future enrollment, the effectiveness of the curriculum, and necessary future changes to address the needs of the local health care community.
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