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APPLICATION FOR DISTANCE EDUCATION DELIVERY

Allow up to eight weeks for review and approval.
A new program, not currently offered and approved by ABHES, also requires the completion of the Application for New Program Approval, regardless of the method of delivery.
Date of Application:

Institution:

ABHES Identification Number:                    
Street Address:

City, State, Zip:

Telephone:




Facsimile:

E-mail Address:



Website:


Approval to offer distance education is requested for the following program(s): 

	Program Title
	Number of Instructional Weeks
	Clock

Hours
	Credits

(specify)


   Quarter

Semester
	%

Distance

Education
	Credential Awarded

upon program

completion

Certificate, Diploma, AOS, AAS, AS degree

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


What courses or portion of the program will be delivered by distance education?

Proposed Start Date:

I.
Provide a detailed narrative explaining the reason or basis for the addition of distance as a method of delivery.
II.
Please respond to the following:  
1.
Explain how the course or program objectives accurately describe the distance education delivery methods used? (See also IV-4 below.)
2.
Identify means by which the delivery methods are properly disclosed and explained in institutional publications (i.e., websites, catalogs, advertising and syllabi). (See also VI-4 below.)
3.
If there are any specialized or different fees associated with distance education, how are these disclosed? (See also IV-4 below.)
4.     
What technology resources are required for successful program or course completion and where is this published for students? (See also IV-4 below.)
5. 
Describe how the institution maintains necessary approvals for distance education activities and continues to comply with all applicable local, state and federal regulations and laws. (See also IV-1 below.)
6. 
Describe any third-party contractual arrangements used in regard to delivery of distance education. (See also IV- 5 below.)
7.
Identify the individual who serves as a member of an institution’s advisory board on behalf of the distance education delivery system; and, describe all pertinent academic and experiential qualifications of this advisory board member. (See also IV-3 below.)
8.
Identify the 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 development of the instructional design of the distance delivery model being used by the institution/program.  Describe this individual’s relevant academic and experiential qualifications. (See also IV-3 below.)
9.
Identify the individual responsible for the on-site oversight of distance education activities; and, describe this individual’s relevant academic and experiential qualifications. (See also IV-3 below.)
10.
Identify the faculty teaching by distance education delivery and describe the academic and experiential qualifications of each. (See also IV-3 below.)
11.
How are faculty trained in use of distance education technologies and who is responsible for this training?

12. 
Describe the activities to promote and ensure regular and substantive interaction between faculty and students and among students enrolled in distance education courses.  How is this monitored and by whom?
13.  
What is the maximum student-faculty ratio for online courses to ensure that regular and substantive interaction is supported?  

14.
How does the institution ensure that the teaching loads are appropriate and ensure the achievement of required educational outcomes?

15.
If applicable, explain how you plan to conduct the clinical/lab and the externship components of the program for your distance education students?  

a.) How will these sites be acquired?  Explain the process of how the institution will validate these sites and the site supervisor’s qualifications?

b.) How will the institution ensure that there are sufficient externship agreements for all students enrolled in the program?  

c.)Describe the externship requirements, if applicable, and how they are properly maintained in regard to student placement, supervision and evaluation.

16.
Describe the student orientation activities specific to distance education activities and how the information is provided to students enrolled in distance education. 

17.
Describe the student services and the technical support designed to assist students in successfully completing the program requirements.
18.      How does the institution ensure that it provides the same student services as required in Chapter V, Section G of the Accreditation Manual to students enrolled in distance education?
19.
How does the institution assure that instructional resources used to deliver distance education courses or programs are appropriate?

20. 
How does the institution verify the hardware and software capability of a student’s computer to meet the technical requirements of the program?  (If an online testing mechanism is used to assess the capability of the computer to be used by the student, please provide a screenshot.)

21. 
How does the institution verify the identity of a student who participates in the online coursework?

22.  
What process is used to protect student privacy?

.  
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How does the institution assure that instructional resources used to deliver distance education courses or programs are appropriate?
24. 
Verify that the selected online learning management platform has an infrastructure that ensures against short- and long-term data loss and has a sufficient bandwidth to deliver learning materials without noticeable slowdowns in Internet connectivity.  Please describe how you have verified each.
25.
How does the institution document and monitor qualitative and quantitative measures of student progress to evaluate achievement of required educational outcomes? (See also IV-2 below.)
26.
How does the institution plan to assess the educational effectiveness of its distance education delivery systems through the use of its Program Effectiveness Plan(s)?  Please be specific. (See also IV- 2 below.)
III.  Submit a 3-year plan for the institution’s distance education activities. 

IV.
Attachments to this application:
1. Approval from the state (or applicable regulatory agency) demonstrating approval for the distance education program(s)/course(s) of study.  If the state (or applicable regulatory agency) does not require approval, evidence from the agency to that effect must be submitted.

2. Parts of current Program Effectiveness Plan that incorporate distance education delivery.

3. Resumes for all individuals involved in distance education (e.g., program director, advisory committee member(s), faculty).

4. Institutional publications that include distance education delivery (e.g., catalog, advertising).

5. Copies of executed third-party contractual agreements used in regard to distance education delivery, if any. 

6. Application fee.  See the fees Appendix in the Accreditation Manual. 

V.  Directions for Submission to ABHES:
One (1) copy on a compact disk (CD) or flash drive and one (1) hard copy of this application, including exhibits, along with the Application Fee must be provided to ABHES. (See appendix in the Accreditation Manual for fee schedule.  Application fee is not refundable.)
This may require those exhibits not currently accessible on the computer to be professionally scanned as a “JPG, TIF, or Microsoft-Compatible” file on the CD or flash drive to ensure that all documents are legible and organized for ease of an electronic review.  If the documents are scanned in per page and consist of more than two pages, please combine them into one document.

A separate file should be made and appropriately labeled for the narrative and each exhibit of the application.  The total number of files on the CD or flash drive is dependent on the narrative plus the number of exhibits saved.  Each file should be named according to its content (e.g., “Exhibit 1 – State Approval”, “Exhibit 2 – Relative Parts of PEP”, etc.).

Application Completed By: ___________________________ 

Signature:_________________________________________   Date:________________
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