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ADMINISTRATIVE PRIVATE 
PRIVATE VISITATION REPORT
	ABHES ID CODE:  
	     

	NAME OF INSTITUTION:
	     

	ADDRESS:
	     

	CITY:
	     
	STATE:
	     
	ZIP:
	     


PROGRAMS REVIEWED:  

	Program Name
	Clock

Hours
	Number of Instructional Weeks
	Credit  Hours

(if applicable)
 FORMCHECKBOX 
 Quarter

 FORMCHECKBOX 
 Semester
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Program

Percentage

Available by

Distance

Education,

If applicable
	Credential

Awarded
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	ACCREDITATION TYPE:  INSTITUTIONAL

VISIT TYPE:      FORMCHECKBOX 
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 INITIAL    FORMCHECKBOX 
 RENEWAL   FORMCHECKBOX 
 NON-MAIN INCLUSION
VISIT DATE:       



	TEAM LEADER:  
	

	     

	

	PROGRAM SPECIALIST(S):  
	

	     

	

	STAFF MEMBER:  
	

	     


ELIGIBILITY AND CLASSIFICATION:

	     
	The institution is in compliance with all eligibility and classification requirements in accordance with Chapter II, Section A and Section B of the Accreditation Manual.

	
	


PROGRAM DATA:

	Program Name – Credential Awarded
	Current Enrollment

(as of the day of the visit)
	Number of Graduates for the Most Recent July 1 to June 30 Reporting Period

(if the program does not have data for the entire reporting period, please note the timeframe in addition to the number of graduates listed)
	Date of Last Graduating Class

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


CHAPTER IV

EVALUATION STANDARDS APPLICABLE TO INSTITUTIONALLY ACCREDITED MEMBERS

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

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


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. 

	Compliance Rating:     FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard     FORMCHECKBOX 
 N/A

	The visitation team has not reviewed the institution’s financial statements and cannot make a judgment in this area.  The Financial Review Committee and the Commission, as a whole, will make this determination in its review of the institution’s financial statements.


IV.B.2.
An institution demonstrates that it meets the minimum current ratio, profitability, 


and net worth requirements. 

	Compliance Rating:    FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard     FORMCHECKBOX 
 N/A

	The visitation team has not reviewed the institution’s financial statements and cannot make a judgment in this area.  The Financial Review Committee and the Commission, as a whole, will make this determination in its review of the institution’s financial statements.


IV.C.1.
The Administrator demonstrates effective management capability. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment:       
Who is the on-site Administrator responsible for the daily operations of an institution?      
What professional development activities were completed within the past year (month/date)?      
Who is the individual(s) that attended the last Accreditation Workshop?      
Is this person(s) still employed by the institution?       
What is his/her responsibility at the school?      


IV.C.2.
Administrative and management personnel are qualified for their positions.
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.C.3.
Management demonstrates integrity in the execution of its duties. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.C.4. 
Clerical and other support staff are available to support the institution’s operations.

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.D.1. 
An institution complies with current applicable local, state, and federal laws.

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


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

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.E.1.
Representations are accurate and ethical.

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


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

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.E.2.b. 
An institution accurately presents its accreditation status to the public. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.E.3.a. 
Recruiting methods and strategies reflect realistic expectations with regard to salary, employment opportunities, and placement. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.E.3.b. 
Recruiting representatives present accurate information in an ethical and responsible manner. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.E.3.c. 
Recruiting representatives meet all applicable regulatory requirements. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


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. 
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.E.4. 
An institution adheres to its admission policies and enrolls only students who can reasonably be expected to benefit from the instruction. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	NOTE:  For institutions that accept non-high school graduates (ability-to-benefit students) into their programs must meet the additional requirements of Appendix A, Enrollment of Ability-to-Benefit (“ATB”) students of this report, with the exception of any program that is 300 clock hours or less.
Method of Assessment :

     


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.

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


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. 
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.E.6.b. 
An institution provides a current catalog and addenda, as applicable, to each student upon enrollment.

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


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). 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


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).

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.F.1.b. 
All charges are clearly stated in an institution’s catalog, and addendum as applicable, and enrollment agreement.

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.F.1.c. 
A schedule of charges is administered uniformly. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.F.1.d. 
An institution maintains a current record of charges and payments and makes available confirmation of all applicable transactions. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.F.2. 
Collection practices and procedures are fair, reflect sound and ethical business practices, and encourage student retention and goodwill.

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


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. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.F.3.b.
Refunds are made within 45 days after the date of the institution’s determination that the student has withdrawn. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.G.1. 
All programs are approved by the Commission. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.G.2. 
Standard academic conversion methodology is applied in calculating and awarding academic credit. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.G.3.
An institution that participates in Federal Financial Aid programs complies with Federal requirements for clock-to-credit hour conversions.
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.H.1 
An institution complies with the requirements of Appendix B, Standards of Satisfactory Academic Progress. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


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

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.H.3 
Students are encouraged and offered assistance when experiencing difficulty in progressing satisfactorily in their programs. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.I.1. 
Students are satisfied with the administrative and student services offered by an institution. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment :

     
When were students last surveyed in each program.        

Describe any deficiencies that might need to be addressed for improvement within each program.        


IV.I.2. 
A published grievance procedure for addressing complaints by students is made available. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.I.3. 
An institution maintains a written record of all formal complaints and their disposition. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.J.1. 
Common areas complement and support instruction and learning. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.J.2. 
An institution has a written emergency preparedness plan that is available to all students and staff.

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


IV.J.3. 
Records are maintained in a manner that is safe from risk of loss and are located at a reasonably accessible place. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


CHAPTER V
EVALUATIONS STANDARDS APPLICABLE TO ALL EDUCATIONAL PROGRAMS

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. 
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Was the advisory board comprised of at least three community representatives, not employed by the institution, for each discipline or group of related programs and include at least one distance education specialist, if applicable?        

If no, identify the deficiencies.        

When did the advisory board last meet?        

Were the meeting minutes detailed to include, member participation, topics discussed, summary of significant  outcomes and activities, areas of unfinished business with projection for completion, and a list of recommendations made by the advisory board, and the program’s or institution’s response to those recommendations.         

If not, identify deficiencies.        


V.H.1. 
A program accurately presents its accreditation status to the public.
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.H.2. 
All representations regarding the program are accurate, complete, and not misleading. 
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.I.1.
A program has an established documented plan for assessing its effectiveness as defined by specific outcomes.

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	a. student population:

Method of Assessment:

     

	b. program objective:

Method of Assessment:
     

	c. program retention rate:

Program Name/Credential Awarded

Retention Rate

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     

	d. job placement rate in the field:

Program Name/Credential Awarded

Placement Rate

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     

	e: credentialing examination participation rate:

Program Name/Credential Awarded

Credentialing Examination Participation Rate

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     

	f: credentialing examination pass rate:

Program Name/Credential Awarded

Credentialing Examination Pass Rate

     
     
     
     
     
     
     
     
     
     
     
     
     
     
     

	g: program assessment

Method of Assessment:

     

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

Method of Assessment:

     

	i. faculty professional growth and in-service activities:

Method of Assessment:

     


V.I.2.
 A program has a process for assessing effectiveness annually.

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


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.


	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


V.J.1.
A program maintains academic transcripts indefinitely, and other academic records that comply with Appendix E, Section A, (Record Maintenance).
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


CHAPTER VI

DEGREE PROGRAM STANDARDStc  \l 3 "
CHAPTER V - DEGREE PROGRAM STANDARDS"
SECTION A – Occupational and Applied Science Degrees


 FORMCHECKBOX 
 This Section Not Applicable
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.

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment:       
For Associate of Occupational Science Degrees, identify the following:

Total semester, quarter hours or its recognized clock hour equivalent in total content:        

Number of semester hours, quarter hours, or its recognized clock hour equivalent in the occupational area for which the degree is awarded:         

Number of semester hours, quarter hours, or its recognized clock hour equivalent in general education or applied general education courses:         

For Associate of Applied Science Degrees, identify the following: 

Number of semester hours, quarter hours, or its recognized clock hour equivalent in total content:        

Number of semester hours, quarter hours, or its recognized clock hour equivalent in the occupational area for which the degree is awarded:         

Number of semester hours, quarter hours, or its recognized clock hour equivalent in general education courses.        


VI.A.5.

Advertising and promotional materials contain clear and provable statements.

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


SECTION B – Academic Associate Degrees


 FORMCHECKBOX 
 This Section Not Applicable
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. 
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.B.5.
Advertising and promotional materials contain clear and provable statements.
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


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:

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment:       
Identify the following:

Total semester, quarter hours or its recognized clock hour equivalent in total content:        

Number of semester hours, quarter hours, or its recognized clock hour equivalent in the occupational area for which the degree is awarded:         

Number of semester hours, quarter hours, or its recognized clock hour equivalent in general education or applied general education courses:         


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. 
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


SECTION C – Baccalaureate Degrees


 FORMCHECKBOX 
 This Section Not Applicable
VI.C.1.
The institution publishes in its catalog a stated mission that encompasses achievement of vocational objectives and general education.
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


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. 

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


VI.C.5.
Advertising and promotional materials contain clear and provable statements.
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


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:

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment:       
Identify the following:

Total semester, quarter hours or its recognized clock hour equivalent normally earned over a period of 8 semesters, 12 quarters or their equivalent:        

Number of semester hours, quarter hours, or its recognized clock hour equivalent in the area of concentration for which the degree is awarded, not to include subject matter considered general education courses:         

Number of semester hours, quarter hours, or its recognized clock hour equivalent in general education or applied general education courses:         


VI.C.6.b.
Program curriculum approximates the standards found at other institutions offering baccalaureate degrees.
	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


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

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment:       
What is the enrollment in upper-division courses on the day of the visit?        


VI.C.7.
Students admitted to baccalaureate degree programs possess a 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.

	Compliance Rating:   FORMCHECKBOX 
 Exceeds Standard      FORMCHECKBOX 
 Meets Standard     FORMCHECKBOX 
 Violates Standard   FORMCHECKBOX 
 N/A

	Method of Assessment included (complete as applicable):

Spoke with:        

Observed:        

Visited:       
Reviewed:       
Other:       


APPENDIX A

ENROLLMENT OF ABILITY-TO-BENEFIT STUDENTS
ABHES requires that institutions accepting students, regardless of method of payment, who do not possess a high school diploma or its equivalent (General Equivalency Diploma), abide by the following requirements in admitting individuals to programs of 300 hours or more who may benefit from the training, hereby referred to as ability-to-benefit (ATB) students. 

	1.
	     
	ATB students are not admitted into academic degree program(s).

	2.
	     
	An individual is beyond the age of compulsory school attendance in the state in which the institution is located and demonstrates the ability to benefit from the training offered.

	
	
	

	3.
	     
	An admission policy for all ATB students is based on the institution’s stated objectives and is administered as written and published.

	
	
	

	4.
	     
	An institution consistently applies its criteria and maintains records for determining the student’s ability to benefit from the training offered. These records include the following:

	
	
	


	     
	a.
	proper screening of each applicant;

	     
	b.
	a signed recommendation by an appropriate individual(s) making the acceptance determination;

	     
	c.
	independent administration of a valid, recognized standardized test, prior to enrollment (if a timed test, the time limit must be observed and passing score measured against an adhered-to norm);

	     
	
	

	     
	d.
	practicum examinations, if applicable;

	     
	e.
	complete records of adequate pre-admission and continuous advising; and

	     
	f.
	remediation, as necessary.


	5.
	     
	An institution maintains complete student records that document testing, screening, and counseling and that validate the basis of admission of each student.

	
	
	

	6.
	     
	An institution demonstrates and fully documents the entire system used for accepting students deemed to have the ability –to benefit from the training offered.

	
	
	

	7.
	     
	An institution determines the student may develop marketable skills.

	8.
	     
	An institution makes a preliminary assessment of student advising and remediation requirements.

	9.
	     
	Annual evaluations are performed to verify the reliability and validity of an institution’s admission requirements for ATB students, including the relationship among test scores, student retention, and employment outcomes. Results of these evaluations are used in setting admission entrance requirements, including minimum test scores.

	
	
	

	
	
	


These requirements may be in part different from those of the U.S. Department of Education. Institutions are urged to adhere to all requirements.

APPENDIX B
STANDARDS OF SATISFACTORY 

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. 
Institutions are encouraged to be familiar with the regulations specified by the U.S. Department of Education for student eligibility for receiving Federal Title IV financial assistance.

Regardless of delivery method, each of these requirements must be strictly observed:

	1.
	     
	(a) An institution has written standards of satisfactory academic progress for all students published in appropriate institutional literature, and 


	
	
	

	
	     
	(b) these standards are consistently applied to all students within categories of students and academic programs as established by an institution, regardless of financial aid status. An institution may maintain separate standards for academic quality and attendance requirements, but standards must be applied to all students equally.


	
	
	

	
	
	

	
	
	

	2.
	     
	A satisfactory academic progress policy provides quantitative and qualitative standards, grade point average, or completion of work projects, which can be measured against a norm.


	
	
	

	3.
	     
	The policy defines a maximum time frame, not to exceed 150 percent of the normal program length, in which the educational objective must be successfully completed (e.g., number of academic years, months/weeks, terms or modules, etc.). 
The maximum time frame is to be divided into increments, during which a minimum percentage of work is to be completed. The increment is not to be more than one academic year in length or one-half of a program, whichever is shorter.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	4.
	     
	A specific policy describing the effect on the student for not completing a program within the specified time frame must be published and adhered to fully.


	
	
	

	5.
	     
	An institution’s policies define the effect on satisfactory progress of course withdrawals, incomplete grades, repeated courses, non-credit courses, remedial courses, or non-punitive (pass/fail) grades.


	
	
	

	6.
	     
	An institution’s policy has appropriate and clearly specified conditions for reinstatement if the application of satisfactory academic progress has resulted in termination.


	
	
	

	7.
	     
	An institution must have an appeal process for students who do not meet the requirements of its satisfactory progress policy.


	
	
	

	8.
	     
	If an institution has a policy on probation, the requirements of placement on and removal from such probation must be defined.


	
	
	


APPENDIX C
CATALOGS

The following items are to be incorporated:

	1.
	     
	Name, address, and telephone number.

	2.
	     
	Date of catalog printing.

	3.
	     
	Statement of history and ownership.

	4.
	     
	Names of the officers (may be included as an insert).

	5.
	     
	Mission statement.

	6.
	     
	Listing of approvals, licensures, memberships in professional or trade associations (approvals or affiliations are clearly stated and properly presented e.g., licensed by the state; member of associations).

	
	
	

	7.
	     
	Listing of agencies that accredit an institution, including the address and telephone number. The scope of accreditation is clearly designated (institutional or program accreditation). 

	
	
	

	8.
	     
	Academic calendar listing program timelines, calendar break periods, and holidays (this may be included as an insert).

	
	
	

	9.
	     
	Listing of administrative staff and faculty (full- and part-time) that includes each faculty member’s level of education, degrees, and name of institution conferring same. If a faculty member is on a part-time basis, or is considered a consultant or adjunct, such facts are clearly stated. The names of the management team of an institution and their titles are listed (this may be included as an insert).

	
	
	

	
	
	

	
	
	

	10.
	     
	Admission requirements and procedures (if applicable, include a clear statement of requirements for students to be admitted under the ability-to-benefit standard).

	
	
	

	11.
	     
	Educational programs offered, which includes the following information:

	
	
	

	     
	a.
	Program objectives: clearly defined statement of goals of program, type of instruction, level of occupation for which training is intended, and for whom the training is intended. The courses and academic standards required for successful completion of the programs and the credential given for successful completion are also stated.

	
	
	

	
	
	

	
	
	

	     
	b.
	Program schedule: the number of total weeks and contact hours for the program. If credit hours are awarded, the credits are listed. A separate statement for the definition of credit (quarter or semester and its equivalent to clock hours) is included in the catalog.

	
	
	

	
	
	

	
	
	

	     
	c.
	Course Descriptions: sufficiently detailed to define the scope and sequence, hours, and credit awarded, if applicable (subject or “course” descriptions appear in the catalog but may be listed in a separate section).

	
	
	

	
	
	

	     
	d.
	Program delivery: an institution must identify the type of instructional delivery (i.e., residential, distance learning, or a combination of both.)

	
	
	


	12.
	     
	A general description of the facility, including classrooms, laboratories, and equipment. All pictures used must be identified in the institutional catalog, brochures, and other printed material and clearly and explicitly state if they are not actually a part of the institution’s facilities. All laboratories, classrooms, and other physical facilities pictured are those actually used by an institution in the instruction of its students and are properly labeled. 

	
	
	

	
	
	

	
	
	

	13.
	     
	Standards of Satisfactory Academic Progress.

	14.
	     
	Grading scale (system).

	15.
	     
	Student services describing available services to students, such as academic advising, tutoring, career advising, placement assistance, and facilities, specifically regarding accessibility for disabled students.

	
	
	

	16.
	     
	Cancellation and refund policies (see ABHES requirements for minimum standards) and policies for refunds to Title IV programs.


	
	
	

	17.
	     
	Tuition breakdown, including registration fee, tuition, and any other fees charged for each program. Any other costs such as books, supplies, and any/all costs of equipment and materials required to complete the program must be listed unless included in the tuition charges. Tuition payment plans and financial aid information and policies are listed (may be included as an insert).

	
	
	

	
	
	

	
	
	

	18.
	     
	A clear statement that an institution does not guarantee employment.

	19.
	     
	Nondiscrimination statement.

	20.
	     
	Rules and regulations (may be included in a student handbook with proper references made in the catalog).

	21.
	     
	A policy and published criteria addressing advanced placement and credit for experiential learning.

	22.
	     
	Full and complete disclosure of any portion of a program that is delivered in a language other than English.

	23.
	     
	A policy for transfer of credit that requires consideration of credit from other institutions accredited by an agency recognized by the United States Department of Education (USDE) or the Council for Higher Education Accreditation (CHEA.)

	
	
	

	
	
	


If a common catalog is used for more than one institution, the following also applies:
	24.
	     
	All institutions are of common ownership.

	25.
	     
	Any pictures of facilities are labeled to identify the institution.

	26.
	     
	Supervisory personnel from the corporate or highest administration level are identified.

	27.
	     
	Any information common to all institutions is clearly identified.

	28.
	     
	Full addresses are included and proper campus designation (main, non-main, satellite, separate classroom) is made.


APPENDIX D
ENROLLMENT AGREEMENTS
The following items are to be incorporated into an institution’s enrollment agreement:

	1.
	     
	Title of agreement and date printed.

	2.
	     
	Name, address, and telephone number of the institution.

	3.
	     
	Program title.

	4.
	     
	Clock hours, credit (quarter or semester) awarded upon completion of the program, including number of weeks required for completion.

	
	
	

	5.
	     
	Credential (degree, diploma, certificate) awarded upon completion.

	6.
	     
	Program tuition, the tuition period that the agreement covers, and the length of such periods required for completion. 

	
	
	

	7.
	     
	Costs of books, supplies, and any/all other costs of equipment and materials required to complete the program, unless included in the tuition charges.

	
	
	

	8.
	     
	Program start/end dates.

	9.
	     
	Grounds and procedures for cancellation or termination of a program by an institution.

	10.
	     
	Policies related to the withdrawal, dismissal, or termination of a student.

	11.
	     
	Institution’s cancellation and refund policies.

	12.
	     
	Employment guarantee disclaimer.

	13.
	     
	Acknowledgement that a student has received and read the agreement.

	14.
	     
	Signature of applicant, parent, or guardian, as applicable, and date signed.

	15.
	     
	Signature of institution’s administrator responsible for making admission determination (excludes admission representative) and date signed.

	
	
	


APPENDIX E
RECORDS MAINTENANCE

Institution(s) and program(s) maintain records in an easily accessible and orderly fashion. Minimally, the following records must be maintained. A variety of methods may be used for retention of these documents.

A.
Students (Current, Withdrawn, Graduate, Leave of Absence)
	1.
	     
	Enrollment agreement.

	2.
	     
	Signed attestation of high school graduation or equivalent (e.g., diploma, transcript, or GED).

	
	
	

	3.
	     
	Admission determination documentation (e.g., admission exam, counseling documentation for students admitted under an ability-to-benefit determination).

	
	
	

	4.
	     
	Financial records (e.g., required financial aid documentation, tuition payments, refund calculations, and evidence of monies returned). Required for institutional members only.

	
	
	

	5.
	     
	Academic transcript (must be maintained indefinitely).

	6.
	     
	Attendance records.

	7.
	     
	Progress reports or correspondence.

	8.
	     
	Evaluations for externships and/or internal clinical experiences.

	9.
	     
	Documentation of placement activity.


Records must be maintained for a minimum of three (3) years after the end of the institution’s most recent fiscal year during which the student was last enrolled.

APPENDIX H
VOCATIONAL ENGLISH AS A SECOND LANGUAGE

 FORMCHECKBOX 
 This Section Not Applicable

The following requirements are for institutions offering stand-alone Vocational English as a Second Language (VESL) programs and/or VESL coursework as part of an approved program. A stand-alone VESL program is considered outside of health education; thus, the institution must ensure continued adherence to the predominance requirement described in II.A.1.A. of the Accreditation Manual.

Stand-Alone VESL Programs

The requirements for reporting information on stand-alone VESL programs are the same as for all other programs (see Chapter III.B. of the Accreditation Manual). 

The objective of a stand-alone VESL program offered at an ABHES-accredited institution is to enhance the English-language proficiency of individuals who have pre-existing training or skills in a health care profession. Students are enrolled in the VESL program because they cannot use that training or skills due to their English-speaking deficiency. No vocational training is provided in a stand-alone VESL program.

In order to receive approval from ABHES to provide stand-alone VESL programs, the institution shall:

	1.
	     
	Adhere to the stated mission of the program when developing the curricula.

	2.
	     
	Administer, at entrance and exit, a nationally recognized exam of English comprehension (e.g., Test of English as a Foreign Language, Test of Spoken English).

	
	
	

	3.
	     
	Provide documentation that all admitted students are enrolled in accordance with ABHES requirements (Chapter IV.E.4. of the Accreditation Manual).

	
	
	

	4.
	     
	Verify through documentation or other assessment at entrance that the enrolling student already has the pre-existing vocational training to become employable in the field.

	
	
	

	5.
	     
	Describe the placement services, if different from those in place for graduates of other programs.

	
	
	

	6.
	     
	Employ faculty who have instructional experience in ESL or VESL.


Compliance with this appendix does not ensure that a program will be determined by the U.S. Department of Education to be eligible for Title IV participation. Should the institution desire Title IV funding for a VESL program, it should discuss program eligibility with the appropriate Department of Education representative.

Please list the applicable standard(s) for each section below as noted in the report. 

ELIGIBILITY AND CLASSIFICATION CRITERIA VIOLATIONS: 

     
STANDARD VIOLATIONS:
     
EXCEEDS EXPECTATIONS:

     
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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