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APPLICATION FOR CLOCK-HOUR TO CREDIT-HOUR CONVERSION

Please provide the following information in support of your application to the Accrediting Bureau of Health Education Schools (ABHES) for approval for clock to credit-hour conversions in the awarding of academic credit.  This application is formatted in Microsoft Office Word. 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.  
	School Name:   
	
	ABHES ID #
	

	Street Address:
	

	City:
	
	State:
	
	Zip Code:
	

	Telephone:
	
	Fax:
	

	E-mail Address:
	
	Website:
	


The Commission requires that in addition to the Commission’s formula for conversion, schools participating in Title IV programs comply with applicable federal regulations, including those related to clock-to-credit hour conversions.

Institutions must adhere to the following definitions and use the appropriate formula in calculating credit hours awarded:

Semester - minimum of 15 weeks in length.  One semester-credit is equal to:

•
one hour of lecture per week for a semester or the equivalent number of hours.

•
two hours of lab per week for a semester or the equivalent number of hours.

•
three hours of externship/clinical per week for a semester or the equivalent number of hours.

Quarter - minimum of 10 weeks in length.  One quarter-credit is equal to:

•
one hour of lecture per week for a quarter or the equivalent number of hours.

•
two hours of lab per week for a quarter or the equivalent number of hours.

•
three hours of externship/clinical per week for a quarter or the equivalent number of hours.

Continuous Term - a non-traditional term length allowing enrollment at various points in the calendar year.

Programs offered on a block basis or continuous term may elect either the semester or quarter formula for determination of credit.  

The minimum conversion formulas are as follows:


Quarter 
Semester


10

15
hours of lecture



20

30
hours of laboratory


30

45
hours of externship/clinical

Fractions of credits (other than one-half) are rounded off to the next lowest half- or whole-number.  A clock (or contact) hour is defined as a minimum of 50 minutes of supervised or directed instruction and appropriate breaks.  Care should be taken in scheduling breaks, as long periods of instruction with very short breaks are normally not appropriate.  A clock (or contact) hour is defined as a minimum of 50 minutes of supervised or directed instruction in any 60 minute period.  In calculating the credit-hour equivalent of a contact hour, the denominator 60.

Please attach the following:
1. Copy of the state authorization/approval (in states where approval of credit hours is given).

2. Revised catalog, including the school’s definition of a credit hour.
3. Description of outside preparation required for the classroom portion of the program.

4. 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.
5. Application fee. (See fees appendix in the Accreditation Manual for fee schedule. Application fee is not refundable).

Please sign and date the following certification statement.                                                               
I hereby certify that students will be or have been informed of the clock-hour to credit-hour conversion.  We have informed all appropriate local, state, and Federal agencies, and have complied with their requirements.  There have been no other changes in the school operations, programs, or curricula (other than those expressly approved by ABHES), and the school continues to operate in accordance with ABHES standards. 
	
	
	

	Name and Title
	
	Date

	

	Signature


APPLICATION SUBMISSION

Submit the application at least 6 weeks prior to the requested approval date.


Submit one (1) compact disk CD copy* and one (1) hard copy of the completed typed application and the application fee (See the fees appendix in the Accreditation Manual for fee schedule. Application fee is not refundable.) to:

ABHES

7777 Leesburg Pike, Suite314 North

Falls Church, VA  22043

*The CD copy must be in Microsoft Word compatible files and labeled according to content and organized for ease of an electronic review.  If exhibits are not currently in electronic format, these must be professionally scanned as “.PDF, JPG, TIF, or Microsoft-Compatible” files to ensure that all documents are legible. If the documents are scanned in per page and consist of more than two pages, please combine the documents into one.  It is imperative that the CD is correctly labeled with the (1) institution’s name, (2) city/state, (3) ABHES ID #, (4)                              “Credit Hour Conversion.”
ACCREDITING BUREAU OF HEALTH EDUCATION SCHOOLS


7777 Leesburg Pike, Suite 314 N. · Falls Church, Virginia 22043


Tel. 703/917.9503 · Fax 703/917.4109 · E-Mail:  info@abhes.org











