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MEMORANDUM
TO:

ABHES-Accredited Institutions and Programs 

Recognized Accrediting Agencies



State Departments of Education



Kay Gilcher, U.S. Department of Education



Interested Parties

From:

Carol Moneymaker, Executive Director

Date:

December 23, 2011

Subject:
Final Revisions to the Accreditation Manual – 

Effective January 1, 2012

At its recent meeting, the Accrediting Bureau of Health Education Schools (ABHES) approved final revisions to the forthcoming 17th Edition of the Accreditation Manual, effective January 1, 2012, following public comment. 
This notice is not to be confused with a recent memo regarding changes to the current edition of the Accreditation Manual, including fees, effective at the time of the December 20, 2011 memo.  These current requirements will also be included in the forthcoming 17th Edition of the Accreditation Manual.
The final revisions, effective January 1, 2012, are attached (new language underlined; deleted language struck), and include the following:

1. Elimination of Appendix C, Program Effectiveness Plan, as it is redundant to the requirements outlined in Chapter V.I.
2. Elimination of Appendix I, Surveys, as numerous comments suggest requiring specific questions conflict with some programmatic accrediting agencies with their own requirements and limits administrative and academic freedom.

3. Renumbering of the Appendices taking into consideration those eliminated.

4. General rewording to assure clarity (e.g., satellite campus).

5. Elimination of the language pertaining to ABHES reporting enrollment increases to the U.S. Department of Education as this is not a requirement.  ABHES does, however, monitor enrollment increases on an annual basis. 

6. Moved the program exclusion application language from Chapter IV.G.1. to Chapter III as this is a process, not an accreditation standard, and reworded as necessary.

7. Expanded upon Chapter IV.E., Advertising.

8. Deleted and moved IV.G.1. (see 6 above) and added to IV.G.4. regarding ABHES’ responsibility relative to the evaluation of clock-to-credit hour conversions.
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9. Clarified the expectations of Chapter V.I., Program Effectiveness based upon questions received and the elimination of the required language to be contained in surveys (see 2 above) and initiated a minimum timeframe for confirming graduate placement.

10. Amended the requirements for faculty teaching general education courses in the Academic Associate Degree program.

11. Eliminated reference to a specific credentialing body, consistent with other program chapters, for Chapter VIII, Pharmacy Technology.

12. Renumbered appendices (see 3 above) and added language relative to ABHES obligations for certain federal requirements in Appendix B, Standards of Satisfactory Academic Progress, and added language concerning course delivery and outside work to Appendix G, Course Syllabi Requirements.

Please contact me at cmoneymaker@abhes.org with any questions.  My best wishes to you for a happy and fulfilling New Year!
Revisions to the Accreditation Manual 17th Edition

Effective January 1, 2012
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Chapter II, SECTION B – Classifications of Facilities

Subsection 4 –Satellite campus

f.) It maintains permanent student records at the satellite campus or at the main or non-main campus that are readily accessible. to the satellite campus and students. 
Chapter III, SECTION A -  Application, Evaluation, Approval Process and Recordkeeping
Subsection 10 – Maintaining Accreditation 
To remain in an accredited status with ABHES, institutions and programs must respond to Commission directives, including responses to visitation reports, payment of fees (see Appendix K - Fees) or visit expenses, and submission of documents, including the complete Annual Report, supporting documentation, and financial statements. Failure to respond to directives by deadline dates identified by the Commission will result in a show-cause directive or withdrawal of accreditation. 

Institutions accredited by ABHES must submit audited financial and other statements to the Commission within six months after the completion of their fiscal year or 30 days after an audit is released, whichever is earlier. Audited statements must be prepared according to Generally Accepted Accounting Principles (GAAP) on an accrual basis. 
Note that the Commission may require the submission of other financial information to clarify the financial status of an institution (e.g. a financial plan, financial reporting, response to a show cause, teach-out plan or any combination of these reports). 

ABHES reviews key student achievement indicators set forth in the Annual Report of every accredited institution and program and the key fiscal indicators set forth in the annual financial statements of every accredited institution. Failure to demonstrate at least 70 percent retention rate for each program, a 70 percent placement rate for each program, or a 70 percent pass rate on mandatory licensing and credentialing examinations using the formula provided by ABHES in the annual report, as well as meet the state mandated results for credentialing or licensure required for employment raises a question whether accreditation requirements are being met. Failure to meet accreditation requirements will result, at a minimum, in the institution or program being required to demonstrate that is has effectively analyzed the situation and taken measures to correct the deficiency through creation of an action plan. Failure to demonstrate compliance with the key financial indicators set forth in IV.B of the Accreditation Manual will result, at a minimum, with the requirement that the institution respond evidencing that it will meet its obligations to students and that it has a fiscally responsible plan to come into compliance with the ABHES financial requirements within a date certain. 

ABHES also reviews student population growth by program compared to the previous reporting year. Any increase in the population of any program greater than 50 percent from the prior year must be explained by means of an appendix to the annual report that addresses the impact of the growth on (1) availability of resources including class sizes, classrooms facilities, laboratories, faculty, student services, and clinical education experiences, (2) program retention, (3) graduate results on required licensing or credentialing, and (4) program placement in the subject field. 

Where any portion of a program is delivered by distance education methods, if there is a growth of student population by more than 50 percent versus the prior year, ABHES will notify the Secretary of the U.S. Department of Education of that fact within 30 days of receipt of the information and include the institution’s response to ABHES relative to its ability to respond to the growth, both educationally and administratively. 

Any failure to meet the student achievement requirements or financial indicators, or to show an adverse impact on the institution’s or program’s ability to comply with accreditation standards due to extraordinary enrollment growth, noted above may result in the institution or program being directed to show cause why the institution or program should not have its accreditation withdrawn.
Chapter III, SECTION B – Institutional Changes 
Subsection 1 - Changes Requiring Approval 
The following changes must be submitted to ABHES for approval on the appropriate applications (www.abhes.org) for consideration by staff. The Commission may become involved in the consideration if necessary. 

(* denotes a site visit required) 

i. 
*Change of location; 

ii. 
Change of name of controlling institution; 

iii. 
Addition of new program that does not represent a significant departure from the 

existing offering of educational programs or method of delivery;
iv.
Institutions offering courses or short-term programs not leading to an occupational objective are not included within the scope of an institution’s grant of accreditation. Those offerings thus excluded are also subject to the following limitations: 

Addition of courses or short-term programs not leading to an occupational objective.  These courses or short-term program may be excluded from the scope of an institution’s grant of accreditation, with the following limitations: 

a. 
All advertising and publications (e.g. catalog) referencing ABHES accreditation clearly state that such excluded programs or courses are not included within an institution’s grant of accreditation. 

b. 
Courses are not being combined with other excluded courses to circumvent accreditation requirements and/or those of other governmental bodies. 

c. 
An institution offering a Vocational English-as-a-Second Language program (VESL) must also meet the requirements of Appendix I (Vocational English as a Second Language)

iv. *Change from non-main to main campus.

Chapter IV, SECTION E – Representations, Advertising, and Recruitment and Enrollment Practices 

Subsection 1-
Representations-

IV.E.1.

Representations are accurate and ethical.

All communications with existing and prospective students about the nature of the institution, its educational programs, its financial charges and the employability of its graduates are accurate and not misleading.  Such representations are not used in a manner that gives an incorrect impression about the institution and its programs.
Subsection 12 – Advertising 

IV.E.21.a. 
Advertising and promotional materials contain clear and provable statements. 

IV.E.12.b. 
An institution accurately presents its accreditation status to the public. 

If an institution chooses to refer to its accreditation in advertising, it must use the statement Accredited by the Accrediting Bureau of Health Education Schools, ABHES Accredited or Accredited by ABHES. It must clearly distinguish between programmatic and institutional accreditation.

If an institution releases incorrect information regarding its accreditation status, the contents of a site visit 
report, or accreditation actions with respect to the institution, the institution must expeditiously make a public disclosure of correction through the same means of advertising. Institutions in the application stage, including but not limited to a new campus or program, may not make reference to ABHES accreditation nor the expectation of accreditation.

The institution clearly communicates any programmatic accreditation status to its prospective and enrolled students in the following situations: (i) the program does not currently hold programmatic accreditation that might have implications for the graduates to become employed in the profession, or (ii) the program is subject to an adverse action that might result in the loss of accreditation. 

Subsection 23 – Recruiting 

IV.E.23.a. 
Recruiting methods and strategies reflect realistic expectations with regard to salary, employment opportunities and placement. 

IV.E.23.b. 
Recruiting representatives present accurate information in an ethical and responsible manner. 

IV.E.23.c. 
Recruiting representatives meet all applicable regulatory requirements. 

Subsection 34 – Admission practices 

IV.E.34. 
An institution adheres to its admission policies and enrolls only students who can reasonably be expected to benefit from the instruction. 

Subsection 45 –Enrollment documents 

IV.E.45. 
An enrollment agreement and other enrollment documents fully and accurately provide required enrollment information that meets the requirements of Appendix D, Enrollment Agreements.

Subsection 56 – Catalog 

IV.E.56.a. 
An institution publishes an informative and accurate catalog and addenda, as applicable, that is in compliance with the requirements of Appendix DC, Catalogs. 

A catalog serves as an official document of an institution and is professional in appearance and provides accurate information. A catalog is written in English, legible, organized, grammatically correct, and in compliance with applicable accreditation requirements and local and federal government laws and regulations. 

Catalog addenda (inserts) may be used in accordance with the guidelines found in Appendix DC, Catalogs, and reference the published volume of the catalog to which they apply. Institutions under the same ownership structure may use a common catalog; however, differences, when applicable, are denoted (e.g., faculty, programs).

IV.E.56.b. 
An institution provides a current catalog and addenda, as applicable, to each student upon enrollment.

Subsection 67 – Disclosure 

IV.E.67. 
An institution discloses in writing, prior to enrollment, any material circumstance that may adversely impact an applicant’s ability to complete a program or gain employment in the field for which they are trained (e.g. criminal record, credentialing requirements for employment). 

Chapter IV, SECTION G – Programs 
IV.G.1. All programs are approved by the Commission. 
The grant of institutional accreditation includes all programs that are vocational in nature and are designed to lead to employment. Substantive (as defined by Section III, Subsection B.) changes in these programs or the addition of new programs have been approved by the Commission prior to their implementation. 

Institutions offering courses or short-term programs not leading to an occupational objective are not included within the scope of an institution’s grant of accreditation. 

Those offerings thus excluded are also subject to the following limitations: 

a. 
All advertising and publications (e.g. catalog) referencing ABHES accreditation clearly state that such excluded programs or courses are not included within an institution’s grant of accreditation. 

b. 
Courses are not being combined with other excluded courses to circumvent accreditation requirements and/or those of other governmental bodies. 

c. 
An institution offering a Vocational English-as-a-Second Language program (VESL), must also meet the requirements of Appendix I (Vocational English as a Second Language).
IV.G.3.
An institution that participates in Federal Financial Aid programs complies with Federal requirements for clock-to-credit hour conversions. 
ABHES will affirmatively evaluate whether the institution is meeting the Federal Financial Aid requirements.  If the Commission finds systemic or significant non-compliance regarding one or more programs at the institution, ABHES will promptly notify the U.S. Secretary of Education. 

Chapter V, SECTION D – Student Progress

Subsection 2 – Student experience 

V.D.2.a. 
The training environment exposes students to relevant work experiences in theory, clinical, and laboratory courses. 

V.D.2.b. 
Students are satisfied with the training and educational services offered by an

institution or program.
Chapter V, SECTION H – Disclosures 
V.H.1. 
 
A program accurately presents its accreditation status to the public. 

If a program releases incorrect information regarding its accreditation status, the contents of a site visit report, or accreditation actions with respect to the program, it must expeditiously make a public disclosure of correction through the same means of advertising. No reference to ABHES accreditation can be made in reference to any program prior to final action by ABHES granting inclusion of a program within an institution’s current grant of accreditation or the granting of programmatic accreditation. Institutions or programs in the initial application stage, either for accreditation or a substantive change (see III.B. of the Accreditation Manual) may not make any reference to ABHES accreditation.

The program clearly communicates its accreditation status to its prospective and enrolled students in the following situations: (i) the program does not currently hold programmatic accreditation that might have implications for the graduates to become employed in the profession, or (ii) the program is subject to an adverse action that might result in the loss of accreditation. 

Chapter V, SECTION I – Program Effectiveness
Subsection 1 – Program effectiveness plan content 
While each program must represent each element required below, the plan may be a comprehensive one which collectively represents all programs within the institution or may be individual plans for each distinct program.

V.I.1.

A program has an established documented plan for assessing its effectiveness as defined by specific outcomes. which meet the requirements of Appendix C, Program Effectiveness Plan.
a. 
student population

A description of the characteristics of the student population is included in the Plan.
b.
program objectives
c. 
program retention rate 
d. 
job placement rate in the field 
An institution has a system in place to assist with the successful initial employment of its graduates and is required to verify employment post-initial employment date. At a minimum, an institution maintains the names of graduates, place of employment, job title, employer telephone numbers, and employment date and verification dates. For any graduates identified as self-employed, an institution maintains evidence of employment. Documentation in the form of employer or graduate verification forms or other evidence of employment is retained. 

e. credentialing examination participation rate 
f. credentialing examination pass rate 
g. program assessment 
The program assesses each students prior to graduation as an indicator of the program’s quality. The assessment tool is designed to assess curricular quality and to measure overall achievement in the program, as a class, not as a measurement of an individual student’s achievement or progress toward accomplishing the program’s objectives and competencies (e.g., exit tool for graduation). Results of the assessment are not required to be reported to ABHES, but are considered in annual curriculum revision by such parties as the program supervisor, faculty, and the advisory board and are included in the Program Effectiveness Plan. 

h. surveys of students (classroom and clinical experience), clinical extern affiliate, graduate and employer satisfaction with the program surveys 
A program must survey each of the constituents identified above. The purpose of the surveys is to collect data regarding student extern, clinical extern affiliate, graduate and employer perceptions of a program’s strengths and weaknesses. 

For graduates and employers only, the survey used must include the basic elements provided by ABHES in Appendix J, Requirements for Graduate and Employer Surveys. The required questions identified must be included, in numeric order, to more easily report the basic elements and specific questions provided.   

At a minimum, an annual review of results of the surveys is conducted, and results are shared with administration, faculty and advisory boards. Decisions and action plans are based upon review of the surveys, and any changes made are documented (e.g., meeting minutes, memoranda). 

The institution Two goals establishes: (i) a goal for the percent of surveys returned and (ii) benchmarks for the level of satisfaction desired. Accordingly, a program must document that at a minimum the survey data included in its effectiveness assessment include the following: 

Student: 

Student evaluations are used as a composite of student views relating to course importance and satisfaction and overall class attitudes about the classroom and clinical environments. 

Clinical extern affiliate: 

Externship site evaluations include a critique of students’ knowledge and skills upon completion of their in-school training and reflect how well the students are trained to perform their required tasks. They include an assessment of the strengths and weaknesses, and proposed changes, in the instructional activities for currently enrolled students. The sites also evaluate the responsiveness and support provided by the designated school representative, who visited the site and remained in contact with the site throughout the duration of the students’ externship. 

Graduate: 

A program has a systematic plan for regularly surveying graduates. Graduate surveys are provided no sooner than 10 days following graduation. At a minimum, an annual review of the results is conducted and shared with administration, faculty and advisory boards. Decisions and action plans are based upon the review of the surveys, and any changes made are documented (e.g., meeting minutes, memoranda). The results of the survey questions required by ABHES and identified in Appendix J, 

Requirements for Graduate Surveys are summarized by numeric value and reported to ABHES in the Annual Report (July 1 –June 30 reporting period). 

Employer: 

A program has a systematic plan for regularly surveying employers. Employer surveys are provided to employer no fewer than 30 days following employment.  At a minimum, an annual review of the results is conducted and shared with administration, faculty and advisory boards. Decisions and action plans are based upon the review of the surveys, and any changes made are documented (e.g., meeting minutes, memoranda). The results of the survey questions required by ABHES and identified in Appendix J, 

Requirements for Employer Surveys, are reported to ABHES in the Annual Report (July 1 –June 30 reporting period). 

i. faculty professional growth and in-service activities. 


Subsection 2- Outcomes Assessment

V.I.2. A program has a process for assessing effectiveness annually. 
The Program Effectiveness Plan specifies a process and a timetable for the annual assessment of program effectiveness in achieving the outcomes it has identified with its objectives and criteria. The plan must: 

i. Document historical outcomes and show evidence of how these historical data are used to identify expected outcomes and to achieve expected goals (e.g., evaluations, advisory boards, credentialing, etc.). 

ii. Identify and describe types of data that are used for assessment, how data were collected, rationale for use of each type of data, timetable for data collection, and parties responsible for data collection. 

iii. Evaluate at least annually to Review determine initial baseline rates and measurements of results after planned activities have occurred. 

iv. Provide a summary and analysis of data collected and state how continuous improvement is made to enhance expected outcomes. 

v. Identify how data were used to improve the educational process. 

vi. Adjust goals as a result of the evaluation of a PEP, based on an assessment of community and employer demand for graduates, which justifies the continued need for a program.
vii. Identify the activities that will be undertaken to meet the goals set for the next year. 

V.I.3. A program demonstrates that students complete their program and that graduates are successful on credentialing exams required for employment, and are successfully employed in the field, or related field, for which they were trained.

Chapter VI, SECTION B – Academic Associate Degrees

Subsection 2 – Faculty 

VI.B.2.

Faculty consists of qualified individuals.

All instructors hold, at a minimum, a baccalaureate degree with academic preparation in the specific courses being taught.  Instructors of general education possess a Bachelor’s degree with education in specific courses being taught, with at least 15 credit hours in the subject area or demonstrates equivalent, relevant training or experience in the subject matter.
Chapter VIII-PHT, SECTION B – Program Supervision, Faculty and Consultation 

Subsection 1 – Supervision

PHT.B.1. 
The program supervisor possesses supervisory experience and is credentialed in the field. 

State boards of pharmacy may dictate qualifications for program supervision and the courses that they are allowed to teach. 

The supervisor is either a licensed pharmacist or is certified by a nationally recognized and accredited credentialing agency the Pharmacy Certification Technician Board (PCTB).
APPENDIX Btc  \l 3 " APPENDIX B"
PRIVATE STANDARDS OF SATISFACTORY tc  \l 3 " STANDARDS OF SATISFACTORY "
PRIVATE ACADEMIC PROGRESS

An essential element in providing appropriate instruction and support services to students is monitoring their academic progress. The ABHES Commission requires all institutions to develop a policy for delineating, publishing and applying reasonable standards to measure whether students are maintaining satisfactory progress in their educational programs.

Institutions who participate in Federal Title IV financial assistance programs must comply with the regulations specified by the U.S. Department of Education for student eligibility. The Commission has determined that the institutional policy, which applies to all students, must include the following requirements.  
PRIVATE 5.
An institution's policies define the effect on satisfactory progress of course withdrawals, incomplete grades, repeated courses, transfer credits, proficiency credits, non-credit courses, remedial courses, or non-punitive (pass/fail) grades.

tc  \l 3 "7. The institution's policies define the effect on satisfactory progress of course withdrawals, incomplete grades, repeated courses, and non-punitive grades."
8.
If an institution has a policy on warning or probation, the requirements of placement on and removal from such probation must be defined.tc  \l 3 "10. The institution has an appeal process for students based on failure to meet the institution's satisfactory progress policy."
PRIVATE APPENDIX CDtc  \l 3 " APPENDIX C"
PRIVATE CATALOGStc  \l 3 " CATALOGS"
APPENDIX D Etc  \l 3 " APPENDIX D"
PRIVATE ENROLLMENT AGREEMENTStc  \l 3 " ENROLLMENT AGREEMENTS"
APPENDIX E Ftc  \l 3 " APPENDIX E"
PRIVATE RECORD MAINTENANCE

APPENDIX F
COURSE SYLLABI REQUIREMENTS
The following items must be incorporated into course syllabi and be consistent with the information disclosed in the institution’s catalog, if applicable:

1. Course title

2. Course description, including and methods of instruction 

3. Course objective

4. Clock and/or credit hours awarded 

5. A description of the outside work and estimated hours to complete (if none are required, this fact must be stated)
6. Prerequisites required (if none are required, this fact must be stated)

7. Key instructional resources and materials to be used
8. Method of evaluation (e.g., quizzes, examinations, presentations, participation) and weight (percentage) provided to each
9. Grading scale, including requirements for successful completion

10. Print date and/or date of revision

11. Course delivery methods mode (e.g., residential, distance, hybrid)

APPENDIX G H
DISTANCE EDUCATION

APPENDIX H I
VOCATIONAL ENGLISH AS A SECOND LANGUAGE

APPENDIX I

SURVEYS

(The following graduate and employer surveys include a set of questions which must be included in the order presented.  The institution or program may use the survey exactly as provided in the Appendix or include additional questions.)

GRADUATE SURVEY 

(To be provided to graduates no sooner than 10 days following graduation)

Name of Graduate:





Date of Graduation: 
Name of Program:





Job Title:
Place of Employment: 
Are You Continuing Your Education? Yes ( No ( 

If yes, what institution are you attending 








In what program? 










Please respond to the following: 
INSTRUCTIONS:  Consider each item separately and rate each item independently of all others. Circle or highlight the rating that indicates the extent to which you agree with each statement. Please do not skip any item.

5 = Strongly Agree
4 = Agree
3 = Acceptable      2 = Disagree         1 = Strongly Disagree

1. I was informed if there were any credentialing requirements to work in the field.

5
4
3
2
1

2. The classroom/laboratory portions of the program adequately prepared me for my present position. 

5
4
3
2
1

3. The clinical portion of the program adequately prepared me for my present position.

5
4
3
2
1

4. My instructors were knowledgeable in the subject matter and relayed this knowledge to the class clearly.


5
4
3
2
1

5. Upon completion of my classroom training, an externship site was available to me, if applicable.

5
4
3
2
1

6. I would recommend this program/institution to friends or family members.

5
4
3
2
1

Additional comments:
(  Yes
  ( No

If yes, please describe on reverse side of paper.
Print Name of Graduate:








 

Signature of Graduate:









Date:









Effective Date

EMPLOYER SURVEY

(To be provided to employer no fewer than 30 days following employment)

Name of Employer (completing this survey) and Title:
Date: 
Name of Employee (Graduate):




Job Title:
Date of Hire: 
Place of Employment: 
Is the graduate still employed? Yes(

No (
Please respond to the following: 

INSTRUCTIONS:  Consider each of the following two items separately and rate each item independently of all others. Circle or highlight the rating that indicates the extent to which you agree with each statement. Please do not skip any item.

5 = Strongly Agree
4 = Agree
3 = Acceptable       2 = Disagree      1 = Strongly Disagree

1. The employee demonstrates acceptable training in the area for which he/she is employed.

5
4
3
2
1

2. The employee has the skill level necessary for the job.

5
4
3
2
1

3. I would hire other graduates of this program.

Yes(

No (
Additional comments:















































Name of Employer:











Signature of Employer:











Date:










Effective date 
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