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INSTRUCTIONS FOR SUBMITTING
THE INSTITUTIONAL SELF EVALUATION REPORT

This packet contains the Institutional Self-Evaluation Report (SER).  The instructions below provide guidance for submitting the report.

1. The Institutional SER is formatted in Microsoft Office WORD.  Submit to the ABHES office one (1) copy of the Report, which includes the narrative and exhibits on a USB Drive or CD Rom. This may require those exhibits not currently available in electronic format to be professionally scanned as PDF files. To complete the ABHES document, place your cursor in each box or on each line and key the information.  Answer spaces will expand to accommodate all your information.   

The completed SER file must be one continuous document and organized for ease of an electronic review. Please include a bookmarked table of contents as well as electronic bookmarks (including named exhibits, as applicable) placed within the document in a manner that facilitates straightforward navigation and review.   The completed SER file must be submitted as one continuous Portable Document Format (.pdf) document file on a USB drive or a Compact Disk (CD).    Please ensure that the .pdf is optimized for web and email and has a file size limit of 50mb or less.   Prepare the .pdf file using Adobe Acrobat 6.0 Standards (or higher version) software. Any security features in the PDF document must be disabled.

2. Upon receipt of the names of the visitation team members approximately one-month prior to the visit, an electronic copy on USB drive , which includes the application, narrative and exhibits, is to be mailed directly to each of those individuals, including the ABHES staff member.  If requested by ABHES staff, you may have to send a hard copy of the SER to a team member(s). The number of team members necessary to conduct the visit is determined by the number and types of programs offered by the institution.  Minimally, the team will consist of a team leader, team member with a specialty program, and a staff member.  

3. Audited financial statements must be submitted with the Accreditation Packet on USB Drive or CD Rom.  These may be included on the same USB Drive or CD Rom or a separate USB Drive or CD Rom.  Financials should not be included in the hardcopy SERs sent to visitation team members.

4. It is imperative that the application submission is labeled with the (1) institution’s name, (2) city/state/zip, (3) ABHES ID number (Renewal Applicants ONLY), (4) title “INSTITUTIONAL SER”, and (5) the Date of submission.  

5. Upon receipt of the Report, the ABHES staff will review it for completeness. Incomplete, poorly assembled and/or obscurely labeled computer files will be returned for correction and resubmission and may delay consideration of your application.

Remove this page of instructions before submitting the application.


INSTRUCTIONS FOR PREPARING THE SELF-EVALUATION REPORT
Compliance with accreditation standards
1. Involve broad participation from all constituencies, including staff, faculty, students, graduates, employers, and advisory committee members in preparing the report 
2. Accreditation standards are identified in bold print.  Refer to the 17th Edition of the ABHES Accreditation Manual at www.abhes.org to review the detailed guidelines found under each standard.  
3. Please indicate all individuals responsible for completing each section in the space provided.

4. Write the narrative portion of the report next to each standard in a concise, yet detailed, manner and respond directly to the standard giving specifics on how the institution meets each standard.  Responses are not limited to the space provided.  Narrative column will expand to accommodate your response No exhibits are to be submitted with the SER except for those required per instructions.  A well-written, professional report is a must.

Examples:

	Standard
	Narrative

	IV.E.1.a.

Advertising and

promotional materials

contain clear and

provable statements.
	The marketing strategy used by ABC College includes television commercials, the Internet and print media. This advertising is ethical in every respect and does not include misleading or erroneous statements, only clear and provable statements.
Advertising and promotional materials clearly indicate that education, not employment, is being offered. These materials use the correct name and address of the school (ABC College, 200 Airport Road, Chicago, IL  34976) and correctly reference accreditation. Graduate videos and testimonials that appear on the website, prior written consent has been obtained (these signed consent forms are maintained at the school in each student’s file). These endorsements are factual and portray current conditions.


	Standard
	Narrative

	IV.E.3.

An institution

adheres to its

admission policies

and enrolls only

students who can

reasonably be

expected to benefit

from the instruction.
	ABC College adheres to a policy of enrolling only students who can reasonably be expected to benefit from instruction. A signed attestation verifying proof of high school diploma or GED is required at the time of enrollment. Applicants under the age of 18 can be accepted only with the consent of a parent or guardian. 

Admissions Procedures

It is recommended that applicants visit the college to gain an understanding of the school and view its facilities and equipment. A personal interview should be scheduled with a member of the Admissions staff. To apply at ABC College, an appointment with an Admissions Coordinator is scheduled. Applicants will receive a copy of the catalog during this appointment. Applicants will be given the opportunity to review and discuss enrollment documents. Upon the decision to enroll, the applicant will be asked to complete an Enrollment Agreement. The following enrollment documents must be completed in order for the school officials to review the applicant’s enrollment:

 Enrollment Agreement

 A signed attestation verifying proof of high school diploma or GED is required at time of enrollment.

 Other enrollment documents will be required on the day of enrollment.

 Applicants who intend to use financial aid will schedule an appointment at that time.

Acceptance of Credits on Transfer

Transfer of credits from other institutions accredited by an agency recognized by the United States Department of Education (USDE) or the Council for Higher Education Accreditation (CHEA), including military training, will be evaluated prior to enrollment with the following considerations:

 It is the responsibility of the student to provide ABC College with official transcripts and a catalog with course descriptions from their previous institution.

 Evaluation will be on a case-by-case basis to ensure that the contents of the course and the academic period length are comparable to that of a related ABC College course.

 A "C" or better grade was earned in the course.

 Students who transfer in credit must complete a minimum of 50% of the course work required for graduation at ABC College.
Eligibility for Federal Financial Aid programs can vary for transfer students.

ABC College does not provide advanced placement or credit for experiential learning or life experience.

ABC College does not accept non-high school graduates (ability to benefit students). 


	Standard
	Narrative

	V.B.2. Competencies

required for successful

completion of a

program are identified

in writing and made

known to students.
	The required competencies for each course of the Medical Assistant program are published on each course syllabus, as applicable. Each course syllabus is reviewed on the first day of class for each course.  Students are made aware that all course competencies for the Medical Assistant program must be satisfactorily completed as a requirement to attain successful course completion.  


	Standard
	Narrative

	V.A. 4.
Instructional continuity is maintained through faculty retention.
	ABC College is an equal opportunity employer that hires applicants of any race, color, sex, religion, age, political affiliation or belief, or national origin and does not discriminate on the basis of handicap.  The faculty members for the Dental Hygiene, Medical Assistant, and Pharmacy Technology program have met all employment requirements, including background and reference checks prior to being offered a position with ABC College.  Faculty members are required to actively participate in both in-service training and professional development activities.  The fees for credentialing examinations and licensing fees are reimbursed to the faculty member when appropriate documentation is provided to the Campus Director.  In order to promote and instructor continuity, ABC College offers faculty members more competitive salary than industry standards, including a first-rate benefits package that is available to full-time and part-time employees.

Dental Hygiene Faculty Members

Name                                      Hire Date                            Length of Service

Jane Smith                              01/04/2011                           12 Months 

John Jones                               9/02/2010                             16 Months 

Sally Wops                              9/02/2010                             16 Months

Medical Assistant Faculty Members

Name                                      Hire Date                            Length of Service

Bill Macks                               5/20/2010                            20 Months 

Ella Graco                               5/13/2010                            20 Months                             Sara Blue                                 8/19/2010                             17 Months    
Pharmacy Technology Faculty Members

Name                                      Hire Date                            Length of Service

Bradley Smith                         3/23/2011                             9 Months
Tracey Austin                           8/18/2010                            17 Months 

Nathan Devine                         9/08/2009                            28 Months    


	Standard
	Narrative

	V.D.3. 

Students are provided academic progress reports and academic advising to meet their individual educational needs.
	The Campus Director holds regular meetings with each student to review his/her progress.  For the Dental Hygiene and Medical Assistant programs, there are four distinct progress reporting periods.  For the Pharmacy Technology program there is a progress report distributed at the end of every module, for a total of six evaluation points throughout the program.  During the progress review meetings, the Campus Director will discuss any personal issues or areas of concern the student might have that would impede the student’s satisfactory progress.  The Campus Director is also available to meet with students at any time.  If instructors become aware of personal concerns they will refer the student to the Campus Director for advising.  To guarantee sufficient time for student/instructor contact, instructors are required to be in the classroom at least five minutes before the class begins and remain in the classroom five minutes after class ends.

The institution recognizes that the majority of its students have responsibilities outside of school.  Therefore, the curriculum was designed so that most of the course work is completed during scheduled class hours.  In order to address the different learning styles of the students, a variety of teaching techniques are used by faculty members.  The small class size allows the students to receive individual attention when needed, but also to progress at their own pace in certain subjects.
Each Dental Hygiene, Medical Assistant, and Pharmacy Technology program instructor schedules weekly office hours in order to be available for tutoring of students or for classroom preparation.  These sessions are conducted outside of scheduled classroom hours.   Students requiring extra help beyond this seek the assistance of the classroom instructor on an individual basis.


· Institutions seeking institutional accreditation are to complete Chapters II, IV, V and applicable program chapters, such as MA, MLT, ST, etc.  Chapter V must be completed for each program.  For institutions with multiple-credentials offered in the same program area, complete only once to include all credential levels.  Institutions offering degree-level programs must also complete Chapter VI.  

· Institutions seeking programmatic accreditation are to complete Chapter II, V and applicable program chapters, such as MA, MLT, and ST for each program.  For institutions with multiple-credentials offered in the same program area, complete only once to include all credential levels. 

	
	Chapter IV
	Chapter V
	Chapter VI
	Program-Specific
VII and VIII

	Institutional Applicants- Non-degree
	X
	X
	
	If program offered

	Institutional Applicants- Degree
	X
	X
	X
	If program offered

	Programmatic Applicants- Non-degree
	
	X
	
	If program offered

	Programmatic Applicants- Degree
	
	X
	X
	If program offered


EXHIBITS REQUIRED 

1. Completed ABHES Application for Accreditation

2. A copy of the current state license to operate, including educational programs approved, and documentation of other accreditation(s) held, if any 

3. Organizational Chart (identify names, titles, relationship of component parts, responsibilities, committees, advisory boards)

4. Completed Profile of Clock to Credit Conversion for each program at each credential level (Please download this form at www.abhes.org – FORMS tab)

5. Current catalog with current addenda (indicate catalog page numbers where each of the requirements of Appendix C, Catalogs are located)
6. Current enrollment agreement (indicate on the enrollment agreement where each of the requirements of Appendix D, Enrollment Agreement are located)
7. Completed ABHES Faculty Data Form for each current part-time (including adjunct) and full-time faculty member and program supervisors (Please download this form at www.abhes.org – FORMS tab)
8. Equipment list for each program
9. List of general library resource materials available to all programs and a list by program of library resources specific to each program including information available through arrangement with other external entities and technological resources.

10. List by program of all textbooks used in each program (include title, author, and publication date)

11. One competency checklist and evaluation form for each program evidencing continued review of student performance.

12. List of advisory board members by program, including employer, employment title and contact numbers.

13. Program Effectiveness Plan(s)

14. Most recent ABHES Annual Report (RENEWAL APPLICANTS ONLY) 

* * *
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Website
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Signature of Chief Executive Officer or Authorized Institutional Representative
Name (please print)

Date





CHAPTER II

ELIGIBILITY AND CLASSIFICATIONS
SECTION A – Eligibility for Accreditation

Subsection 1 – Basic Requirements


a)
Institutional Eligibility

	Prepared by:
by:
	

	
	


	Eligibility Criterion
	Narrative

	In order for an institution to apply for accreditation by the Commission and to remain accredited, it must have been legally operating and continuously providing instruction as an institution for at least the prior two years, during which time it must meet the following minimum criteria: 
	

	It is (a) an institution in the private sector at the postsecondary level whose principal activity is education, (b) a hospital or laboratory-based training school, (c) a vocational institution, or (d) a Veteran Administration hospital, rehabilitation institution, or a federally-sponsored training program. 
	

	It is an educational institution that offers programs predominantly in the health education field. An institution meets this requirement if (a) 70 percent or greater of its full-time equivalent students are enrolled in health programs, or (b) 70 percent of its active programs are in the health education field, provided that a majority of an institution’s full-time equivalent students are enrolled in those programs. A program is active if it has a current student enrollment and is seeking to enroll students. 
	

	All of its programs are vocational in nature and are designed to lead to employment.
	

	It is located in the United States or its territories.
	

	It is properly licensed, chartered, or approved to provide education beyond the secondary level under the laws and regulations of the state or territories in which it is located. 
	

	It has enrollment in the program(s) to be included in the grant of accreditation to allow evaluation of student outcomes.
	

	It has at least one graduating class from at least one program(s) currently offered to determine the overall educational effectiveness of the program(s) of study offered.
	



b)
Programmatic Eligibility

	Prepared by:
by:
	

	
	


An organization offering a program in medical assisting, medical laboratory technology, or surgical technology education is eligible to apply for and be considered for programmatic accreditation if it meets the following criteria:

	Eligibility Criterion
	Narrative

	It is (a) a public or private institution at the postsecondary level accredited by an agency recognized by the U.S. Department of Education or Council on Higher Education Accreditation (CHEA) whose principal activity is education, (b) a hospital or laboratory-based training school, or (c) a program in a Veteran’s Administration (VA) hospital, a rehabilitation facility, or a federally-sponsored Armed Forces program.  
	

	Its program is vocational in nature and is designed to lead to employment.
	

	It is located in the United States or its territories.
	

	At the time of the visit, the program will have enrolled students who have completed at least 50 percent of the program, or 25% of the core coursework, to permit evaluation of basic program operations and of student progress, satisfaction, and retention.  
	

	The coursework required for graduation, including didactic instruction and externship, provides the following:  

(a)Medical Assisting

· attainment of entry-level competencies (see Program Requirements and Curriculum for Medical Assistants in Chapter VII), and  consists of at least a 24-week full-time program of training.

(b)Medical Laboratory Technology
· attainment of entry-level competencies (see Program Requirements and Curriculum for Medical Laboratory Technology in Chapter VII), and at least 60- semester credit hours, 90 quarter credit hours, or its recognized clock-hour equivalent (normally two academic years) of training. 

(c)Surgical Technology

· consistency with the current Core Curriculum for Surgical Technology, produced by the Association of Surgical Technology (www.ast.org).

	


CHAPTER IV 

EVALUATION STANDARDS APPLICABLE TO INSTITUTIONALLY-ACCREDITED MEMBERS
This chapter is to be completed by all institutional applicants for accreditation. Refer to the ABHES Accreditation Manual at www.abhes.org to review the detailed explanations for each standard.  These explanations provide essential guidance on the expectations of ABHES.

SECTION A – Mission and Objectives  

	Prepared by:
	

	
	
	

	Standard
	Narrative

	IV.A

An institution publishes a stated mission supported by specific objectives that defines the purpose for its existence. 
	


SECTION B – Financial Capability   

	Prepared by:
	

	
	

	Standard
	Narrative

	IV.B.1.


An institution demonstrates that it has the financial resources to ensure continuity of operation and to fulfill its obligations to students and employees. 
	

	IV.B.2. 


An institution demonstrates that it meets the minimum current ratio, profitability, and net worth requirements. 
	


SECTION C – Administration (“Administrator”) and Management 

	Prepared by:
	

	
	

	Standard
	Narrative

	IV.C.1. 


The Administrator demonstrates effective management capability. 
	

	IV.C.2. 

Administrative and management personnel are qualified for their positions.
	

	IV.C.3. 


Management demonstrates integrity in the execution of its duties. 
	

	IV.C.4. 


Clerical and other support staff are available to support the institution’s operations.
	


SECTION D - Compliance with Government Requirements

	Prepared by:
	

	
	

	Standard
	Narrative

	IV.D. 


An institution complies with current applicable local, state, and federal laws.
	

	IV. D.2
                      
An institution that participates in a Federal student aid program is required to:

a. 
Inform ABHES of its status as a participant in the Federal program and immediately informs ABHES of any change in that status.

b. 
Report to ABHES annually its Federal student loan default rates as defined by the United States Department of Education, identifies to ABHES any rates that are defined by the Department as too high, and develops and submits a corrective action plan to address such rates.

c.  
Inform ABHES promptly of any audit, program review or any other inquiry by such Federal agencies as the United States Department of Education or Office of Investigative General regarding the institution’s participation in Federal financial aid programs and promptly updates ABHES regarding all communications with the Department until resolution or conclusion.

d.  
Inform ABHES promptly of any findings or actions by the Department of Education relative to the institution’s participation in the Title IV program.
	


SECTION E – Representations, Advertising and Recruitment 

	Prepared by:
	

	
	

	Standard
	Narrative

	IV.E.1.

Representations are accurate and ethical.
	

	IV.E.2.a.
Advertising and promotional materials contain clear and provable statements. 
	

	IV.E.2.b. 


An institution accurately presents its accreditation status to the public. 
	

	IV.E.3.a. 


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

	IV.E.3.b. 


Recruiting representatives present accurate information in an ethical and responsible manner. 
	

	IV.E.3.c. 


Recruiting representatives meet all applicable regulatory requirements. 
	

	IV.E.3.d. 


An institution does not provide a commission, bonus, or other financial incentive or payment to employees involved in the admissions of students or financial aid based directly or indirectly on success in securing enrollments.
	

	IV.E.4. 


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

	IV.E.5. 


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

	IV.E.6.a. 


An institution publishes an informative and accurate catalog and addenda, as applicable, that is in compliance with the requirements of Appendix C, Catalogs. 
	Indicate the catalog page(s) on which each of the requirements of Appendix C, Catalogs are listed.
PRIVATE 
tc  \l 3 "24. Full addresses are included and proper campus designation (main, non-main, additional classroom) is made."


	IV.E.6.b. 


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

	IV.E.7. 


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). 
	


SECTION F – Student Finance 

	Prepared by:
	

	
	

	Standard
	Narrative

	IV.F.1.a.


Tuition and other fees charged are reasonable in light of the market demand and the operational costs of the educational services provided (e.g., length of the program of study, equipment and resources required).
	

	IV.F.1.b. 


All charges are clearly stated in an institution’s catalog, and addendum as applicable, and enrollment agreement.
	

	IV.F.1.c. 

A schedule of charges is administered uniformly. 
	

	IV.F.1.d. 


An institution maintains a current record of charges and payments and makes available confirmation of all applicable transactions. 
	

	IV.F.2. 


Collection practices and procedures are fair, reflect sound and ethical business practices, and encourage student retention and goodwill.
	

	IV.F.3.a. 


An institution has and uniformly applies a published cancellation and refund policy that complies with all applicable state, federal and accrediting agency requirements. 
	

	IV.F.3.b. 


Refunds are made within 45 days after the date of the institution’s determination that the student has withdrawn.  
	


SECTION G – Programs 

	Prepared by:
	

	
	

	Standard
	Narrative

	IV.G.1.  

All programs are approved by the Commission. 
	

	IV.G.2. 


Standard academic conversion methodology is applied in calculating and awarding academic credit. 
	

	IV.G.3.

An institution that participates in Federal Financial Aid programs complies with Federal requirements for clock-to-credit hour conversions.
	


SECTION H - Satisfactory Academic Progress 

	Prepared by:
	

	
	

	Standard
	Narrative

	IV.H.1 


An institution complies with the requirements of Appendix B, Standards of Satisfactory Academic Progress. 
	

	IV.H.2
 An institution complies with the written and published institutional Satisfactory Academic Progress Policy. 
	

	IV.H.3 


Students are encouraged and offered assistance when experiencing difficulty in progressing satisfactorily in their programs. 
	


SECTION I - Student Satisfaction

	Prepared by:
	

	
	

	Standard
	Narrative

	IV.I.1. 


Students are satisfied with the administrative and student services offered by an institution. 
	

	IV.I.2. 


A published grievance procedure for addressing complaints by students is made available. 
	

	IV.I.3. 


An institution maintains a written record of all formal complaints and their disposition. 
	


SECTION J – Physical Environment 

	Prepared by:
	

	
	

	Standard
	Narrative

	IV.J.1. 

Common areas complement and support instruction and learning. 
	

	IV.J.2. 


An institution has a written emergency preparedness plan that is available to all students and staff.
	

	IV.J.3. 


Records are maintained in a manner that is safe from risk of loss and are located at a reasonably accessible place. 
	


The following information must be completed to reflect what is currently being offered for each program.

PROGRAM INFORMATION

NOTE TO INITIAL APPLICANTS:  Only the programs listed (per the initial ABHES Application for Accreditation) will be included in the accreditation process.  If the institution starts any other programs in addition to those listed prior to a grant of accreditation being awarded, then a grant cannot be awarded pending review and Commission consideration of the new program(s), which will likely delay the accreditation process.
 

NOTE TO MEMBER INSTITUTIONS/PROGRAMS:  The following list of programs should mirror that of the application (Exhibit 1) and reflect what is approved by ABHES currently.
	Program Name
	CIP Code
	Credential Awarded 
	Clock Hours
	Weeks in Length
	Credits Awarded , if applicable  (Semester/Quarter)
	Method of Delivery
	# of Students Enrolled in the Last 12 Months
	Current Enrollment
	# of Graduates in the Last 12 Months
	Date of Last Graduating Class

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Directions (Please delete directions prior to submitting the SER):

Tab in the last row last column to expand the table.

Program Name: Enter program name for each program offered exactly as approved all regulatory agencies.  

CIP Code: Enter the CIP Code as listed with the US Department of Education.  

Credential Awarded:  Enter the exact credential awarded as approved by all regulatory agencies. Please do not abbreviate.

Clock Hours:  Enter clock hours awarded for each program exactly as approved by all regulatory agencies.

Weeks in Length:  Enter the total number of weeks in length for each program exactly as approved by all regulatory agencies.  Please remember to enter the weeks for day, evening and weekend, as applicable.  Format should be as follows:  #-D for day, #-E for evening, #-W for weekend

Credits Awarded:  Enter the credits awarded for each program.  Format should be as follows:  #-S for semester credits, #-Q for quarter credits

Method of Delivery:  Enter R for Residential, B for Blended and F for Full Distance.  If the program is offered multiple ways, please list all that apply.

Number of students enrolled in the last 12 months:  Enter the number of students enrolled in the last 12 months for each program.  This number must be the last 12 months from the date of submission of the SER.

Current enrollment:  Enter the number of students for each program currently enrolled as of the date of SER submission.

Number of graduates in the last 12 months: Enter the number of graduates for each program.  The number must be the last 12 months from the date of submission of the SER. 

Date of last graduating class:  Enter the date of the last graduating class for each program.  The date must be the last date prior to submission of the SER.

CHAPTER V

EVALUATION STANDARDS APPLICABLE TO ALL EDUCATIONAL PROGRAMS

This section is to be completed by all institutional and programmatic applicants for accreditation.  This section must be completed for each program.  For institutions with multiple-credentials offered in the same program area, complete this section only once to include all credential levels.

SECTION A – Goals and Oversight

	Prepared by:
	

	
	

	Standard
	Narrative

	V.A.1.


Program enrollment is justified. 
	

	V.A.2. 


Program goals are in keeping with the requirements of the profession.
	

	V.A. 3.

 Resources exist to meet the educational goals and objectives. 
	

	V.A. 4.
 

Instructional continuity is maintained through faculty retention. 
	

	V.A. 5. 

A program has an active advisory board of in-field specialists, current in the applicable specialty, representing its communities of interest, to assist administration and faculty in fulfilling stated educational objectives. 
	

	V.A.6. 


Services of support personnel are available to facilitate program operation. 
	


SECTION B – Curriculum, Competencies, Externship and/or Internal Clinical Experience 

	Prepared by:
	

	
	

	Standard
	Narrative

	V.B.1.


Program curriculum is structured and students are scheduled to ensure a sequence of instruction that validates the curriculum’s defined competencies.
	

	V.B.2. 
Competencies required for successful completion of a program are identified in writing and made known to students. 
	

	V.B.3. 


Program length and structure allows for attainment of required competencies.
	

	V.B.4.a.

Externship experiences are available to serve the diverse needs of a program(s). (for applicable programs)
	

	V.B.4.b. 


A program has clinical externship sites and/or internal clinical experiences to meet its goals and objectives. 
	

	V.B.4.c. Supervision and evaluation of student performance is provided during the clinical externship experiences.
	


SECTION C – Instruction 

	Prepared by:
	

	
	

	Standard
	Narrative

	V.C.1.a   

Current course syllabi are maintained that fully and clearly describe the important characteristics of each course and meet the requirements of Appendix F (Course Syllabi Requirements).
	

	V.C.1.b   

A current course syllabus is provided to each student at the beginning of each course.
	

	V.C.2.a.


Instructors use a variety of contemporary teaching approaches or strategies to accomplish program goals and enhance student ability to achieve program outcomes. 
	

	V.C.2.b. 

Relevant and industry-current learning resources exist to complement the program. 
	

	V.C.2.c.

Primary and supplementary instructional materials are relevant to the educational course content and objectives of each program.
	

	V.C.2.d.  

Equipment and supplies are readily available to support the delivery of didactic and supervised clinical and administrative practice components required in the curriculum. 
	


SECTION D – Student Progress

	Prepared by:
	

	
	

	Standard
	Narrative

	V.D.1.a.

Each student demonstrates the attainment of the required program competencies in order to successfully complete the program. 
	

	V.D.1.b. 


Students are apprised of their academic status throughout a course through continuous evaluation and review of examination results with the instructor. 
	

	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.
	

	V.D.3. 


Students are provided academic progress reports and academic advising to meet their individual educational needs. 
	


SECTION E – Supervision and Faculty 

	Prepared by:
	

	
	

	Standard
	Narrative

	V.E.1.a. 


A program is supervised. 
	

	V.E.1.b.


Program supervisors are responsible for organization, administration, quality improvement, planning, and development of the program. 
	

	V.E.1.c. 


Program supervisors are provided time, resources, and opportunities for professional development. 
	

	V.E.1.d. 


An annual program of training for program supervisors, either institution-wide or by program, is provided for the improvement of education-related management skills.
	

	V.E.1.e 


Program supervisors are scheduled non-instructional time to effectively fulfill managerial functions. 
	

	V.E.2.a. 


Faculty consists of qualified individuals who are knowledgeable and current in the specialty field.
	

	V.E.2.b. 


Personnel records for all full-time and part-time (including adjunct) faculty meet the requirements of Appendix E, Section B, Records Maintenance, and are up to date and maintained in a well-organized and easily accessible manner. 
	

	V.E.2.c. 


Faculty meetings are held and the minutes are recorded. 
	

	V.E.3.a. 


Faculty number support program goals, stated educational objectives and enrollment.
	

	V.E.3.b.


Laboratory ratio of students to instructor does not exceed 20 to 1. 
	

	V.E.3.c. 


Teaching loads for instructors are reasonable at all times.
	

	V.E.4. 


A program of in-service training is provided for the improvement of faculty skills in teaching methodology and is conducted at least twice annually. 
	

	V.E.5. 


Faculty is provided time, resources, and opportunities for professional development. 
	


SECTION F – Safety 

	Prepared by:
	

	
	

	Standard
	Narrative

	V.F. 


Programs document compliance with institutional policy and applicable local, state, and federal regulations. 
	


SECTION G - Student Services 

	Prepared by:
	

	
	

	Standard
	Narrative

	V.G.1. 


A program provides a variety of student support services. 
	

	V.G.2. 



Accurate records of graduate placement and related activities are maintained for the program. 
	


SECTION H – Disclosures

	Prepared by:
	

	
	

	Standard
	Narrative

	V.H.1.  


A program accurately presents its accreditation status to the public. 
	

	V.H.2. 

All representations regarding the program are accurate, complete and not misleading. 
	


SECTION I – Program Effectiveness 

While each program must represent each element required of the PEP, the plan may be a comprehensive one which collectively represents all programs within the institution, or may be individual plans for each distinct program. 

	Prepared by:
	

	
	

	Standard
	Narrative

	V.I.1. 


A program has an established documented plan for assessing its effectiveness as defined by specific outcomes. 
	

	The Program Effectiveness Plan includes clearly stated:

a. student population
	

	b. program objectives
	

	c. program retention rate
	

	d. job placement rate in the field
	

	e. credentialing examination participation rate
	

	f. credentialing examination pass rate
	

	g. program assessment
	

	h. surveys of students (classroom and clinical experiences), clinical extern affiliate, graduate and employer satisfaction with the program surveys
	

	i. faculty professional growth and in-service activities
	

	V.I.2. 


A program has a process for assessing effectiveness. 
	

	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 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.
Review initial baselines 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.
	


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.

	
	


SECTION J – Student Record Management 

	Prepared by:
	

	
	

	Standard
	Narrative

	V.J.1.


A program maintains academic transcripts indefinitely, and other academic records that comply with Appendix E, Section A (Record Maintenance).
	

	V.J.2.
A program maintains records of externship and clinical site evaluation of student performance during externships and external clinical experiences.
	


CHAPTER VI

DEGREE PROGRAM STANDARDS

This section is to be completed by all institutional applicants for accreditation with programs awarding a degree.  This section must be completed for each program in which a degree is awarded.  For institutions with multiple-credentials offered in the same program area, complete this section only once to include all credential levels.

SECTION A – Occupational And Applied Science Degrees
	Prepared by:
	

	
	

	Standard
	Narrative

	VI.A.1.

All courses and experiences are clearly postsecondary in nature and emphasize both the achievement of vocational/occupational objectives and applied general education.
	

	VI.A.2.
  
Faculty consists of qualified individuals.
	

	VI.A.3. 
Learning resources exist to complement the degree program(s).
	

	VI.A.4.a.
 A program meets the required minimum level of credit hours (or its recognized equivalent) in total content and hours of occupational and general education courses.
	

	VI.A.4.b.
The primary purpose of occupational degree programs is technical in nature with courses focused on the attainment of necessary skills to enter a chosen employment field.
	

	VI.A.5.

Advertising and promotional materials contain clear and provable statements.
	


SECTION B – Academic Associate Degrees
	Prepared by:
	

	
	

	Standard
	Narrative

	VI.B.1.

Courses and experiences are clearly postsecondary in nature collegiate level and emphasize both the achievement of vocational objectives and general education.
	

	VI.B.2.

Faculty consists of qualified individuals.
	

	VI.B.3.a  
Library resources exist to complement the program(s).
	

	VI.B.3.b.

An individual with professional academic education and experience supervises an institution’s library.
	

	VI.B.4.
Institutions offering degree programs provide comprehensive student services to support the programs offered and the size and characteristics of the student body.
	

	VI.B.5.
Advertising and promotional materials contain clear and provable statements.
	

	VI.B.6.a.
The program meets the required minimum level of credit hours (or its recognized equivalent) in total content and hours of occupational and general education courses.
	

	VI.B.6.b.
 Program curricula reflect the achievement of vocational objectives.
	

	VI.B.7.
An institution adheres to its admissions policies and enrolls students who possess, at a minimum, a high school diploma or a recognized equivalency certificate.
	


SECTION C – Baccalaureate Degrees
	Prepared by:
	


	Standard
	Narrative

	VI.C.1.

The institution publishes in its catalog a stated mission that encompasses achievement of vocational objectives and general education.
	

	VI.C.2.a. 
A qualified individual supervises the program(s) offered by the institution.
	

	VI.C.2.b.
Faculty consists of qualified individuals.
	

	VI.C.2.c. 
Faculty assignments and teaching loads must be reasonable.
	

	VI.C.2.d. 
Instructional continuity is maintained through faculty stability.
	

	VI.C.3.a. 
Library resources exist to complement the program(s).
	

	VI.C.3.b.

An individual who possesses professional academic education and experience supervises the institution’s library.
	

	VI.C.3.c. 
The institution encourages student and faculty use of the library resources available.
	

	VI.C.4.

Institutions offering degree programs provide comprehensive student services to support the number of programs and size and characteristics of the student body. 
	

	VI.C.5.

Advertising and promotional materials contain clear and provable statements.
	

	VI.C.6.a. 
The program meets the required minimum level of credit hours (or its recognized equivalent) in total content and hours of occupational and general education courses.
	

	VI.C.6.b. 
Program curriculum approximates the standards found at other institutions offering baccalaureate degrees.
	

	VI.C.6.c. 
Program enrollment in upper-division courses is sufficient to support regularly scheduled classes and laboratory work.
	

	VI.C.7.


Students admitted to baccalaureate degree programs possess a regular high school diploma, GED or the equivalent recognized by the state where the institution is authorized. Proof of the high school diploma or its equivalent is received prior to the end of the first semester or quarter of attendance.
	


CHAPTER VII – MA

PROGRAMMATIC EVALUATION STANDARDStc  \l 3 " CHAPTER VI - EVALUATION STANDARDS" 

 FOR MEDICAL ASSISTING 

SECTION A –Curriculum, Competencies, Externship And/Or Internal Clinical Experience
	Prepared by:
	


	Standard
	Narrative

	MA.A.1. 
The depth and breadth of the program’s curriculum enables graduates to acquire the knowledge and competencies necessary to become an entry-level professional in the Medical Assisting field.
	

	MA.A.2.  
A clinical externship is required for completion of the program.
	


SECTION B – Program Supervision, Faculty, And Consultation 
	Prepared by:
	


	Standard
	Narrative


	MA.B.1.
The program supervisor is credentialed and experienced in the field.
	

	MA.B.2.a. 
Faculty formal education/training and experience support the goals of the program.
	

	MA.B.2.b. 
Faculty numbers and ratios support the goals of the program.
	

	MA.B.2.c. 
A program must be served by an individual consultant or advisory board of program-related specialists to assist administration and faculty in fulfilling stated educational objectives. 
	


SECTION C – Laboratory Facilities And Resources
	Prepared by:
	


	Standard
	Narrative

	MA.C.1.a. 

The institution’s laboratory facilities include the following:

a.
Student stations to accommodate the number of students enrolled

b.
Lighting, electrical outlets, ventilation, and storage space

c.
A physical environment conducive to instruction and learning

d.
Laboratory areas are sufficient in size and safely accommodate students, faculty, and equipment during instruction.
	

	MA.C.1.b.
Equipment and instruments are available within the institution’s laboratory facility to achieve the program’s goals and objectives. 
	

	MA.C.1.c. 
The institution’s laboratory facilities are available for students to develop required skills with faculty supervision. 
	


CHAPTER VII-MLT

PROGRAMMATIC EVALUATION STANDARDStc  \l 3 " CHAPTER VI - EVALUATION STANDARDS"
FOR MEDICAL LABORATORY TECHNOLOGY
SECTION A –Curriculum, Competencies, And Externship, And/Or Internal Clinical Experience
	Prepared by:
	


	Standard
	Narrative

	MLT.A.1. The depth and breadth of the program’s curriculum enables graduates to acquire the competencies necessary to become an entry-level professional in the medical laboratory technology field.
	

	MLT.A.2. An externship and/or internal clinical experience is required for completion of the program.
	


SECTION B – Program Supervision, Faculty, And Consultation 
	Prepared by:
	


	Standard
	Narrative


	MLT.B.1. The program supervisor is credentialed and experienced in the field.
	

	MLT.B.2.a. Faculty formal education/training and experience support the goals of the program.
	

	MLT.B.2.b.  Faculty size/ numbers support the goals of the program.
	

	MLT.B.2.c. A program must be served by an individual consultant or advisory board of program-related specialists to assist administration and faculty in fulfilling stated educational objectives.
	


SECTION C – Laboratory Facilities And Resources
	Prepared by:
	


	Standard
	Narrative

	MLT.C.1.a.Laboratory facilities are fully operational and readily available to accommodate all enrolled students. 
	

	MLT.C.1.b. Instruments and equipment for instruction and experience are available in the program’s laboratory facility.
	

	MLT.C.1.c. The institution’s laboratory facilities are available for students to develop required skills with faculty supervision. 
	


CHAPTER VII – ST 

PROGRAMMATIC EVALUATION STANDARDStc  \l 3 " CHAPTER VI - EVALUATION STANDARDS" 

 FOR SURGICAL TECHNOLOGY 

SECTION A –Curriculum, Competencies, And Externship, And/Or Internal Clinical Experience
	Prepared by:
	


	Standard
	Narrative

	ST.A.1.     
The depth and breadth of the program’s curriculum enables graduates to acquire the knowledge and competencies necessary to become an entry-level professional in the surgical technology field. 
	

	ST.A.2.

An externship experience is required for completion of the program.
	


SECTION B – Program Supervision, Faculty, And Consultation 
	Prepared by:
	


	Standard
	Narrative


	ST.B.1. 
The program supervisor is credentialed and experienced in the field.
	

	ST.B.2.a. 
Faculty formal education/training and experience support the goals of the program.
	

	ST.B.2.b. 
Faculty numbers and ratio support the goals of the program.
	

	ST.B.2.c.
 A program must be served by an individual consultant or advisory board of program-related specialists to assist administration and faculty in fulfilling stated educational objectives. 
	


SECTION C – Laboratory Facilities And Resources
	Prepared by:
	


	Standard
	Narrative

	ST.C.1.a.  
The institution’s laboratory facilities include:
	

	ST.C.1.b.  
Equipment and instruments are available within the institution’s laboratory facility to achieve the program’s goals and objectives. 
	

	ST.C.1.c. 
The institution’s laboratory facilities are available for students to develop required skills with faculty supervision. 
	


CHAPTER VIII– DA I

PROGRAM SPECIFIC EVALUATION STANDARDStc  \l 3 " CHAPTER VI - EVALUATION STANDARDS" 

 FOR DENTAL ASSISTING

SECTION A –Curriculum, Competencies, And Externship
	Prepared by:
	


	Standard
	Narrative

	DAI.A.1.
The depth and breadth of the program’s curriculum enables graduates to acquire the knowledge and competencies necessary to become an entry-level professional in the dental assisting field.        
	

	DAI.A.2.

An externship and/or internal clinical experience is required for completion of the program.
	


SECTION B – Program Supervision, Faculty, And Consultation 
	Prepared by:
	


	Standard
	Narrative


	DAI.B.1.

The program supervisor possesses supervisory experience and is credentialed in the 

field.
	

	DAI.B.2.a.

Faculty formal education/training and experience support the goals of the program.
	

	DAI.B.2.b.

Faculty size/numbers support the goals of the program.

	

	DAI.B.2.c.


A program is served by an individual consultant or advisory board of program related specialists to assist administration and faculty in fulfilling stated educational objectives.  tc  \l 3 "VI.B.2.b. A physician currently licensed in a jurisdiction within the United States, or an advisory committee of appropriate health care professionals with experience in the field of medical assisting, is associated with the staff and faculty in a consulting capacity."
	


SECTION C – Educational Facilities And Resources
	Prepared by:
	


	Standard
	Narrative

	DAI.C.1.a.

The institution’s laboratory facilities are well stocked, sufficient in size, maintained,       and include the following:

Student stations suitable to number of students

Lighting, electrical outlets, ventilation and storage space

Adequate lighting, electrical outlets, and storage space

Adjustable chair 

Sinks and plaster control devices 

Adequate ventilation

Sufficient number of lathes, model trimmers, and vibrators for proper instruction 

Sufficient variety of quality dental materials 

Power operated chairs 

Air and water syringes

Dental units and mobile stools 

Adjustable dental light

High and low speed handpieces

Oral evacuating equipment

Work surface for the assistant

Sterilizing equipment and area for preparing, sterilizing, and storing instruments 

Dental radiography units that meet applicable regulations

Teaching mannequins

Sufficient number of view boxes and film-holding devices to accommodate several students 

Film developing devices or darkroom
	

	DAI.C.1.b. 
Equipment and instruments are available within the institution’s laboratory facility to achieve the program’s goals and objectives.  Instruments include, but are not limited to, the following types:

Diagnostic

Surgical

Operative

Periodontal

Orthodontic

Endodontic

Pediatric

Prosthodontics (removable and fixed)
	

	DAI.C.1.c. 

The institution’s laboratory facilities are readily available for students to develop required skills with faculty supervision.
	

	DAI.C.1.d 

Clinical treatment areas are sufficient in size to accommodate an operator, patient, student, and faculty member during instruction. 
	

	DAI.C.1.e. 
Infectious disease and radiation management policies are provided to all students, faculty, and appropriate support staff and continuously monitored for compliance.
	

	DAI.C.1.f. 
Adequate lecture classrooms exist with a chair and desk for each student.
	


CHAPTER VIII– DA II

PROGRAM SPECIFIC EVALUATION STANDARDStc  \l 3 " CHAPTER VI - EVALUATION STANDARDS" 

 FOR DENTAL ASSISTING II

SECTION A –Curriculum, Competencies, And Externship
	Prepared by:
	


	Standard
	Narrative

	DAII.A.1.  
The depth and breadth of the program’s curriculum enables graduates to acquire the knowledge and competencies necessary to become an entry-level professional in the dental assisting field.      
	

	DAII.A.2.

An externship and/or internal clinical experience is required for completion of the program.
	


SECTION B – Program Supervision, Faculty, And Consultation

	Prepared by:
	


	Standard
	Narrative


	DAII.B.1.

The program supervisor possesses supervisory experience and is credentialed in the 

field.
	

	DAII.B.2.

Faculty formal education/training and experience support the goals of the program.

	

	DAII.B.2.b.

Faculty size/numbers support the goals of the program.

	

	DAII.B.2.c.


A program is served by an individual consultant or advisory board of program related specialists to assist administration and faculty in fulfilling stated educational objectives.   tc  \l 3 "VI.B.2.b. A physician currently licensed in a jurisdiction within the United States, or an advisory committee of appropriate health care professionals with experience in the field of medical assisting, is associated with the staff and faculty in a consulting capacity."
	


SECTION C – Educational Facilities And Resources
	Prepared by:
	


	Standard
	Narrative

	DAII.C.1.a.

The institution’s laboratory facilities are well stocked, sufficient in size, maintained,       and include the following:

Student stations suitable to number of students

Lighting, electrical outlets, ventilation and storage space

Adequate lighting, electrical outlets, and storage space

Adjustable chair 

Sinks and plaster control devices 

Adequate ventilation

Sufficient number of lathes, model trimmers, and vibrators for proper instruction 

Sufficient variety of quality dental materials 

Power operated chairs 

Air and water syringes

Dental units and mobile stools 

Adjustable dental light

High and low speed handpieces

Oral evacuating equipment

Work surface for the assistant

Sterilizing equipment and area for preparing, sterilizing, and storing instruments 

Dental radiography units that meet applicable regulations

Teaching mannequins

Sufficient number of view boxes and film-holding devices to accommodate several students 

Film developing devices or darkroom
	

	DAII.C.1.b. 
Equipment and instruments are available within the institution’s laboratory facility to achieve the program’s goals and objectives.  Instruments include, but are not limited to, the following types:

Diagnostic

Surgical

Operative

Periodontal

Orthodontic

Endodontic

Pediatric

Prosthodontics (removable and fixed)
	

	DAII.C.1.c. 

The institution’s laboratory facilities are readily available for students to develop required skills with faculty supervision.
	

	DAII.C.1.d 

Clinical treatment areas are sufficient in size to accommodate an operator, patient, student, and faculty member during instruction. 
	

	DAII.C.1.e. 
Infectious disease and radiation management policies are provided to all students, faculty, and appropriate support staff and continuously monitored for compliance.
	

	DAII.C.1.f. 
Adequate lecture classrooms exist with a chair and desk for each student.
	


CHAPTER VIII– DMS

PROGRAM SPECIFIC EVALUATION STANDARDStc  \l 3 " CHAPTER VI - EVALUATION STANDARDS" 

 FOR DIAGNOSTIC MEDICAL SONOGRAPHY

SECTION A –Curriculum, Competencies, And Externship
	Prepared by:
	


	Standard
	Narrative

	DMS.A.1. 
The depth and breadth of the program’s curriculum enables graduates to acquire the competencies necessary to become an entry-level professional in the diagnostic medical sonography field. 
	

	DMS.A.2. 
An externship is required for completion of the program.
	


SECTION B – Program Supervision, Faculty, And Consultation 
	Prepared by:
	


	Standard
	Narrative


	DMS.B.1.
The program supervisor is credentialed and experienced in the field.
	

	DMS.B.2. 
Faculty formal education/training and experience support the goals of the program.
	

	DMS.B.3. 
Faculty numbers and ratio support the goals of the program.
	

	DMS.B.4. 
A program must be served by a medical advisor and advisory board of program-related specialists to assist administration and faculty in fulfilling stated educational objectives.
	


SECTION C – Laboratory Facilities And Resources
	Prepared by:
	


	Standard
	Narrative

	DMS.C.1. 
The institution’s laboratory facilities include the following:

a.
Student stations suitable to number of students

b.
Lighting, electrical outlets, ventilation, and storage space

c.
Physical environment is conducive to instruction and learning
	

	DMS.C.2.
Equipment and instruments are available within the institution’s laboratory facility to achieve the program’s goals and objectives. 
	

	DMS.C.3. 
The institution’s laboratory facilities are available for students to develop required skills with faculty supervision.
	


CHAPTER VIII– PHT

PROGRAM SPECIFIC EVALUATION STANDARDStc  \l 3 " CHAPTER VI - EVALUATION STANDARDS" 

 FOR PHARMACY TECHNICIAN

SECTION A –Curriculum, Competencies, And Externship Experience
	Prepared by:
	


	Standard
	Narrative

	PHT.A.1.   
The depth and breadth of the program’s curriculum enables graduates to acquire the knowledge and competencies necessary to become an entry-level professional in the pharmacy technician field.  
	

	PHT.A.2.      
An externship experience is required for completion of the program.
	


SECTION B – Program Supervision, Faculty, And Consultation 
	Prepared by:
	


	Standard
	Narrative


	PHT.B.1.


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

	PHT.B.2.a.

Faculty formal education/training and experience support the goals of the program.
	

	PHT.B.2.b.
Faculty numbers and ratio support the goals of the program.
	

	PHT.B.2.c.


A program is served by an individual consultant or advisory board of program related specialists to assist administration and faculty in fulfilling stated educational objectives.   tc  \l 3 "VI.B.2.b. A physician currently licensed in a jurisdiction within the United States, or an advisory committee of appropriate health care professionals with experience in the field of medical assisting, is associated with the staff and faculty in a consulting capacity."
	


SECTION C – Laboratory Facilities And Resources
	Prepared by:
	


	Standard
	Narrative

	PHT.C.1.a.

The institution’s laboratory facilities include the following:

a. Student stations suitable to number of students

b. Lighting, electrical outlets, ventilation and storage space

c. Physical environment is conducive to instruction and learning
	

	PHT.C.1.b. 
Equipment and instruments are available within the institution’s laboratory facility to achieve the program’s goals and objectives.  
	

	PHT.C.1.c. 

The institution’s laboratory facilities are available for students to develop required skills with faculty supervision.
	


APPENDIX G 
DISTANCE EDUCATION 

The following is a list of guidelines to be applied to such delivery methods.  An institution or program: 

	Prepared by:
	


	Standard
	Narrative

	Publications

	Publish objectives that identify or incorporate the use of distance education delivery methods. 
	

	Disclose delivery methods in the catalog and other institutional publications.
	

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

	Publish the technology resources required for successful program or course completion.


	

	Clearly outline expectations, admissions requirements or prerequisites for participating in distance education courses or programs in the catalog.
	

	Approvals & Agreements

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

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

	Administration & Management

	Ensure sufficient facilities, equipment, technology, budget, and other resources and infrastructure to support distance education offerings and their growth. Management must demonstrate that the infrastructure can support enrollment growth, which is monitored annually by ABHES.
	

	Have an individual(s) trained and experienced in the development 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 or program.
	

	Employ an individual(s) responsible for administering the delivery of the distance education course(s).
	

	Have an individual(s) trained and experienced in the current best practices of instructor/facilitator techniques for the institution’s chosen delivery method who is (i) employed by the institution or its parent company working on-site or remotely, and (ii) participates in the evaluation (or assessment) of the effectiveness of faculty in the distance education environment.
	

	Have a minimum of one advisory board member, not affiliated with the institution, experienced and knowledgeable in the method of distance education delivery (i.e. online education, video teleconferencing). The specialist’s role is, at a minimum, to review and comment on the method of delivery, process and infrastructure in the context of the courses or programs.
	

	Faculty

	Document timely, regular and substantive interaction between faculty and students and among students in distance education courses.
	

	Ensure that the faculty-to-student ratios can support such interaction. Faculty-to-student ratio is a maximum of 1:25 for distance education courses.
	

	Ensure that the teaching loads are reasonable to provide time for instruction, course development, grading and administrative duties.
	

	Document that faculty members participate, at least annually, in professional development or in-service specific to distance education pedagogy.
	

	Establish and document a process to demonstrate that distance education instructors:

a. have the requisite education, qualifications and experience as outlined in the Accreditation Manual;

b. are trained in effective distance education instructional methods; 
c. are trained in the use of the institution’s learning management system (LMS); and, 
d. have performance reviews to assess their effectiveness in the distance education environment.
	

	Admission Requirements & Enrollment

	Establish admissions requirements for distance education courses or programs and assess whether students have the skills and competencies to succeed in distance education.
	

	Curricula & Programs

	Offer education or training of sufficient quality to achieve its stated objectives.
	

	Maintain documentation to justify and validate the clock or credit hours awarded.
	

	Incorporate distance education methods, expectations and requirements in the syllabi containing requisite components as detailed in Appendix F.
	

	Provide in the coursework for timely, regular and substantive interaction between faculty and students and among students.
	

	Student Support Services

	Provide orientation to students prior to the first day of class to acclimate them to the specific distance education learning methodology and technology (i.e. navigating the online classroom).
	

	Provide technical support specific to distance education activities to assist students in completing the program.
	

	Provide documentation to evidence that the institution provides the student services, such as counseling, academic advising, guidance, employment assistance and financial aid, as applicable, for students enrolled in distance education courses and programs. (ABHES requires the same caliber of student services to be provided to all students without regard to the method of instructional delivery.)
	

	Technology & Learning Resources

	Provide a means to verify the hardware and software capability of the computer used to meet the technical requirements of the program or course.
	

	Use an authentication process to verify that the identity of the student who registers in distance education coursework is the same student who participates in, completes and receives credit for the coursework through use of a secure login and pass code, proctored examinations, or other methods or technologies that effectively verify student identity.
	

	Notify students at the time of registration or enrollment of any projected additional student charges associated with the verification of student identity.
	

	Use processes that protect student privacy.
	

	Demonstrate that the selected learning management system (LMS) has the following, as applicable:

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

b. ability to accommodate current enrollment and expected near-term growth in enrollment; and,

c. sufficient bandwidth to deliver learning materials without noticeable slowdowns in Internet connectivity.
	

	Provide instructional and library resources that are readily available and accessible to distance education students.
	

	Externship, if applicable

	Employ an individual(s) responsible for administering the externship component.
	

	Ensure externship sites include a variety of experiences relevant to the course syllabus.
	

	Maintain sufficient externship agreements, as applicable, for all students enrolled in the program.
	

	Document 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. 
	

	Objectives & Outcomes

	Ensure the objectives of distance education programs are consistent with the mission of the school and are published in the catalog.
	

	Monitor academic progress to ensure that distance education students are advised of their progress in a timely manner and that assistance is offered, if needed.
	

	Assess the educational effectiveness of its distance education delivery systems through the use of its Program Effectiveness Plan. This assessment includes retention, placement and credentialing data, and a comparison between the distance education and on-campus delivery outcomes, if applicable.
	


BEFORE YOU MAIL

Check  that you have submitted all required documents on or before DUE DATE!

        Renewal Application Fee (Member Institutions ONLY)

        Visit Deposit Fee (Initial Applicants ONLY)

        Audited Financial Statements (Institutional Applicants ONLY)

                   Completed Self Evaluation Report (Narrative & Exhibits)

Please submit the SER on either a CD or flash drive and be sure to include all other items listed above, to the ABHES office at 

7777 Leesburg Pike, Suite 314 N., Falls Church, VA 22043

Failure to submit a completed report and all other items listed shall result in a late fee assessment per Appendix I, Fees, of the Accreditation Manual.

No extensions will be granted.

The ABHES Commission & Staff thanks you for 

your promptness and thoroughness! 

Should you have questions regarding the SER, 

contact the ABHES office at (703) 917-9503.
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
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