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April 20, 2017 **REVISED April 20, 2017** 

VIA E-MAIL AND UPS OVERNIGHT DELIVERY 

Ms. Julia Lowder 
Executive Vice President 
Computer Systems Institute 
5330 Grand Avenue 
Gurnee, IL 60031 

CSI-Accreditation @csinow.com 

Subject: Withdrawa l of Accred itation by Suspens ion 

Dear Ms . Lowder: 

COMPUTER SYSTEMS INSTITUTE, GURNEE, ILLINOIS 
COMPUTER SYSTEMS INSTITUTE, SKOKIE, ILLINOIS 
COMPUTER SYSTEMS INSTITUTE, CHICAGO, ILLINOIS 
COMPUTER SYSTEMS INSTITUTE, ELGIN, ILLINOIS 
COMPUTER SYSTEMS INSTITUTE, LOMBARD, ILLINOIS 
COMPUTER SYSTEMS INSTITUTE, CHARLESTON, MASSACHUSETTS 
COMPUTER SYSTEMS INSTITUTE, WORCESTER, MASSACHUSETTS 
COMPUTER SYSTEMS INSTITUTE, ALLSTON, MASSACHUSETTS 

ID CODE 00023493(MC) 
ID CODE 0002218I(BC) 
ID CODE 00023489(BC) 
ID CODE 00039798(BC) 
ID CODE 00023493(LS) 
ID CODE 0002218l(LS) 
ID CODE 00023493(LS) 
ID CODE 00278094(LS) 

At its April 2017 meeting , the Counci l reviewed the institution ' s record dating back to the 
issuance of an initial show-cause directive noted in the procedural history provided herein for 
context: 

1. On February 1, 2016, the Council directed the institution to show-cause why its grant of 
accreditation should not be withdrawn by way of suspension following the Council's 
receipt of information from the U.S. Department of Education, on January 29, 2016, 
regarding the denial of the institution ' s recertification application as a result of its 
misconduct in submittin g and disclosing false job placement data . 

2. At its April 2016 meeting , the Council reviewed the institution's response to the show­
cause directive. Following this review, the Council acted to withdraw the institution's 
grant of accreditation by way of suspension , in its letter dated April 25, 2016. 

3. The institution exercised its right to appeal the Council's decision to the Review Board , 
which stayed the withdrawal of accreditation pending completion of the appeal. The 
Review Board convened an appeal hearing on September 28, 2016 . Following the 
conclusion of the hearing , the Review Board remanded the matter back to the Council for 
further consideration. 
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4 Cpon that consideration, the Council, in an October 3, 2016, letter, directed the institution 
to provide additional information for its revie\v at its December 20 l 6 meeting. 

5 At its December 2016 meeting, the Council considered the institution's response to the 
remand action from the Review Board, which included student achievement outcomes 
reported by the institution on its 2016 Campus Accountability Report (CAR). As a result 
of that review, the institution, in the letter dated December 22, 2016, was continued on 
show-cause status and required to demonstrate why its grant of accreditation should not 
be withdrawn, based on its reported placement rates that were significantly out of 
compliance \Vith Council's student achievement standard of 60% 

At its April 2017 meeting, the Council again found that the institution fails to demonstrate 
compliance with the Council's student achievement outcome standards based on the most recent 
information provided by the institution on the 2017 mid-year CAR, as represented in the chart 
belmv 

Campus 2016 CAR 2017 CAR ("1idvear) 
Computer Systems 33% 'I/A 
Institute, Skokie, IL 

Computer Systems 31% 46% 
Institute, Elgin, IL 
Computer Systems 11% 13% 
Institute, Chicago, IL 

Computer Systems 31% 43% 
Institute, Gurnee, IL 

The Council notes that it first found the institution to be out of compliance with the Council's 
student outcomes standards in April 2016. Because the institution's longest program is less than 
one year in length, the institution has a maximum of twelve months to demonstrate that it 
complies with the Council's standards before the Council is obligated to take adverse action 
unless there is good cause to extend this time frame (See Title II, Chapter 3, Introduction, 
Accredifation Criteria). The Council found no basis for good cause to exercise its discretion to 
extend the time frame 

Council Action 

Therefore, the Council has acted to \Vithdraw the institution's grant of accreditation by \Vay of 
suspension. The institution has the right to appeal this decision to the Review Board. To 
exercise its appeal, the institution must notify the Council in writing within 10 business days of 
receipt of this letter, no later than .'\fay 3, 2017, and follow all subsequent Council directions 
regarding the appeal in accordance with Section 2-3-600 of the Accredifafion ( 'riferia. lfthe 
institution appeals this decision, the grant of accreditation will be extended through the 
completion of the appeal 
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If you have any questions about this action , please contact Ms. Perlite r Walters-Gi lliam 
pwgilliam @ acics .org or (202) 336-6 769 . 

Sincerel y, 

R oger J. Will iams 
Inter im Pr esident 

c: Ms. Cathy Sheffield , Accreditation and State Liaison, U.S. Depa rtm ent of Education 
( aslrecordsmanager @ed.gov) 

Mr. Douglas Parr ott , U.S . Department of Education , School Parti cipati on Team , R eg ion 
V (douglas .parrott @ed .gov) 

Dr. Daniel Cullen , Illinoi s Board of Hi gher Educat ion (b)(6) 
Mr. Kenneth J. Ingram, Esq., White ford, Taylor & Pre st0Ln.,,,.b..,.,,l(6=l....1:::~~ wt"-:'p"-:-law.com) 
Ms . Yolanda Gallegos , Esq ., Gallegos Legal Group b)(6) ga llegoslega lgroup .com) 
Ms . Perlit er Wa lters -Gilliam , Vice Pr esident - Acc re 1tat1on (pwgilliam@ac ics .org) 



December 20, 2016 

VIA E-MAIL AND REGULAR DELIVERY 

Ms. Julia Lowder 
Executive Vice President 
Computer Systems Institute 
5330 Grand Avenue 
Gurnee, IL 60031 

Dear Ms. Lowder: 

ID Code 00023493(MC) 

CSI-GurneeAccreditation @csinow.com 

COMPUTER SYSTEMS INSTITUTE, GURNEE, ILLINOIS ID CODE 00023493(MC) 
COMPUTER SYSTEMS INSTITUTE, SKOKIE, ILLINOIS ID CODE 00022181(BC) 
COMPUTER SYSTEMS INSTITUTE, CHICAGO, ILLINOIS ID CODE 00023489(BC) 
COMPUTER SYSTEMS INSTITUTE, ELGIN, ILLINOIS ID CODE 00039798(BC) 
COMPUTER SYSTEMS INSTITUTE, LOMBARD, ILLINOIS ID CODE 0002349l(LS) 
COMPUTER SYSTEMS INSTITUTE, CHARLESTOWN, MASSACHUSETTS ID CODE 00231062(LS) 
COMPUTER SYSTEMS INSTITUTE, WORCESTER, MASSACHUSETTS ID CODE 0023 l 063(LS) 
COMPUTER SYSTEMS INSTITUTE, ALLSTON, MASSACHUSETTS ID CODE 00278094(LS) 

Subject: Final Action on Remand Decision - Continued Show-Cause Directive 

The Council has considered the institution' s response to its October 3, 2016, action letter, which 
provided notice of the Review Board 's decision to remand the Council' s withdrawal by 
suspension action back to the Council for reconsideration , with specific recommend ations. The 
Council has also reviewed the retention and placement data reported by the institution on its 
2016 Campus Accountability Reports (CAR) as part of its consideration for final action on the 
remand decision. As a result of its review, the Council makes note of the following: 

1. The institution provided sufficient information to address the four items requested in the 
October 3, 2016, action letter, with the third-party agency, Auxicent , being able to verify 
a significant percentage of the reported data, and obtain graduate and employer 
satisfaction surveys for these graduates. 

2. The 2016 Campus Accountabi lity Reports (CAR) for the Gurnee, Skokie, Chicago, and 
Elgin campuses indicate that the campuses are materially below the Council standards for 
their placement rates , reporting rates of 31 %, 33%, 11 %, and 31 %, respectively. 
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Council Action 

The Council determined that although the institution provided information that satisfied the 
concerns and recommendations of the Review Board, the dismal placement rates reported for its 
four campuses evidence that the institution is materially out of compliance with the Council's 
student achievement standards The Council also considered the placement inaccuracies 
previously reported and which served as a basis for adverse actions by the US Department of 
Education in February 2016 Therefore, the Council acted to continue the show-cause directive 
initiated on February 1, 2016, for consideration at its April 2017 meeting. 

The institution must provide the appropriate notification of its intent to respond and the requisite 
fee within ten days of receipt of this notice. The institution is advised that the Council has 
recently modified its show-cause hearing procedures so that all hearings are in writing, unless 
specifically directed to appear in person before the Council The institution should revie\v and 
follo\v the Council hearing procedures as detailed in Section 2-3-500 of the Accreditation 
Criteria and the ·'Schedule of Fees'' listing on the ACICS website. 

In response to the shmv-cause directive, the institution must submit the follmving information by 
February 28, 2017 

A corrective action plan for each of the campuses that includes an analysis of the 
programs negatively affecting placement rates as well as specific, actionable activities to 
address the deficiencies \Vithin the next reporting period 

2 A mid-year 2017 CAR, which includes all student infonnation between July 1, 2016, and 
December 3 l, 20 l 6. The institution is advised that at its April 2017 meeting, the Council 
\vill review· the campuses' updated student achievement information and may take further 
action if the institution has not demonstrated improvement in its student achievement 
outcomes. 

3 Evidence that all current and prospective students have been notified of the institution's 
show-cause status. Documentation must include the following statement and copies of the 
places (screen shots, pictures) where it is prominently and clearly displayed for each 
campus 

n l\otice to students and prospective students: The [:"Jame of Campus] 
campus has been placed on show-cause by their accreditor, the Accrediting 
Council for Independent Colleges and Schools ("ACICS''), due to material 
noncompliance with student achievement standards Retention and/Placement 
rate XX¾ 
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Campus- and Program-Level Student Achievement Review 

Additionally, campus- and program-specific actions taken as a result of the Council"s revie\v of 
the 2016 CAR data will be communicated to the institution under separate CO\•er. 

Institutional Teach-Out Plan 

Further, in compliance with Section 2-3-230 of the Accred1tatio11 Cntena, the institution must 
submit an institutional closure application via the ACICS online application portal with a teach­
out plan that ensures that students \Vil! receive an appropriate outcome, in the event of 
institutional closure. 

ACICS directs the institution to execute formal teach-out agreements or transfer arrangements 
\Vith those institutions that can provide a comparable program to the currently enrolled students. 
In addition, the institution must provide information as part of the application, and shmv-cause 
directive response 

a. A list of students \Vith the student name, program of study, expected graduation date, and 
institution at \vhich the student \Vil! complete their program 

b A custodian for all permanent academic records that includes contact information for this 
individual or entity and the process by \vhich students can obtain their records 

c. A description of the financial resources available to ensure that students who are 
expected to graduate from their current campus can complete their programs or receive 
refunds 

The institution's response must be submitted electronically via the Show-Cause Application in 
the main campus's account and must be received by February 28, 2017. Failure to provide all 
information requested by the Council may result in the suspension of your institution's grant of 
accreditation. 
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If you have any que stions about this action, please contact Ms. Perli ter Walter s-Gilliam 
pwgilliam @ acics.o rg or (202) 336-6769 . 

Sincere lv 
b)(6) 

Ro ger J. William s 
Inter im President 

c: Mr. Kenneth J. Ingram, Esq., Whi teford , Taylor & Pre ston bl(6l @wtplaw.com) 
Ms. Yolanda Gallegos, Es q., Gallego s Legal Group (b)(5) gallegoslegalgroup.com) 
Ms . Cathy Sheffield , Accredita tion and State Liai son , U.S . Departm ent of Education 

(as lreco rdsmana ger@ed.gov) 
Mr. Dougla s Parro tt, U.S . Depa rtment of Education , School Participa tion Team, Reg ion 

V (douglas.parrott @ed.gov) 
Dr. Daniel Cullen , Illin ois B oard of High er Education fbl(5l ~@ibhe .org) 
Ms . Perliter Walters-Gilliam , AC ICS Associate Vice Pr esident (pwgilliam @acics.org) 



October 3, 2016 

SENT VIA E-MAIL AND OVERNIGHT DELIVERY 

Ms. Julia Lowder 
Executive Vice President 
Computer Systems Institute 
8930 Gross Point Road 
Skokie, IL 60077 

CSI-Accreditation @csinow.com 

Subject: Review Board Decision to Remand Action to Council 

Dear Ms. Lowder: 

COMPUTER SYSTEMS INSTITUTE, GURNEE, ILLINOIS 
COMPUTER SYSTEMS INSTITUTE, SKOKIE, ILLINOIS 
COMPUTER SYSTEMS INSTITUTE, CHICAGO, ILLINOIS 
COMPUTER SYSTEMS INSTITUTE, ELGIN, ILLINOIS 
COMPUTER SYSTEMS INSTITUTE, LOMBARD, ILLINOIS 
COMPUTER SYSTEMS INSTITUTE, CHARLESTON, MASSACHUSETTS 
COMPUTER SYSTEMS INSTITUTE, WORCESTER, MASSACHUSETTS 

ID CODE 00023493(MC) 
ID CODE 0002218l(BC) 
ID CODE 00023489(BC) 
ID CODE 00039798(BC) 
ID CODE 00023493(LS) 
ID CODE 0002218l(LS) 
ID CODE 00023493(LS) 

Based on the decision of the Review Board to remand the action of the Accrediting Council for 
Independent Colleges and Schools ("Council") to withdraw the accreditation of Computer Systems 
Institute ("Institution") by suspension, the Council has reviewed the Board' s recommendations and 
directs the institution to provide the following information by December 1, 2016 : 

1. Evidence that each and every placement reported on the 20 16 Campus Accountabi lity 
Report (CAR), to be submitt ed on November 1, 2016, has been verified by a third party. 
The campus must provide, by Octob er 14, 2016, at least three independent verification 
servicers which currently have no affiliation with the institution, one of which will be 
selected by ACICS for this purpose. Upon confirmation by ACICS, the third party 
service will obtain placement information from the campus to conduct its review, a report 
of which will be submitted directly to ACICS. In addition, the third party verification 
service will also conduct the following: 

• Graduate and employer satisfact ion surveys for all placements reported on the 
2016 CAR to evaluate the satisfaction of these stakeholders in the training , 
support, and services provided by the institution. 

2. Evidence that the institution, at every campus, has designated at least one person on staff 
experienced and trained in counseling students on employment opportunities , and that the 
career services provided to students are appropriate for the institution' s admissions 
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standards; the size of its student population , consistent with the vocat ional classification 
of those students; and the means of communication with them. Documentation must 
include evidence that the individual assigned to this role has sufficient scheduled time 
and resources to provide the employment services needed by students , and include copies 
of signed data sheets with current work schedules, documentation to support academic or 
experiential qualifications , and materials to support the career services conducted (fairs , 
mock interviews, webinars , job boards , professional development sessions, etc.) 

3. The Council also notes that in its September 23, 2016 testimony before the Review Board 
Panel, the institution stated that currently two campuses-Gurnee and Elgin-a re 
"inactive. " Accordingly , the institution needs to provide a detailed explanation of the 
activity at these locations and whether any instruct ion or operations are currently 
occurring or plan to occur and must provide evidence of such. In addition , the institution 
must describe the timeline of events at these campuses and when the period of 
"inactivity" began and for what reason 

4. The Council also notes that the institution has, by now, taught out all of its "career ­
based" programs. Therefore, the institution must explain all of the educational activity 
occurring at all of its location s. The institution must specifically provide current 
enrollment numbers for each program at each location and include a cata log that provides 
the program description for each of these locations . 

Further, the institution is informed that the renewal of accreditation evaluation visit will take place 
in the January-February 2017 travel cycle for the April review cycle and its application materials 
must be submitted on or before October 15, 2016. 

In accordance with Section 2-3-607, the institution' s appeal of the denial action will be finally 
disposed of when the Council takes final action on remand. This action will be taken at the 
December 2016 meeting . 

Please contact Ms. Perliter Walters-Gilliam at (202) 336-6769 if you have any questions. 

Sincerely, r~, 
' Roger J. Williams 

Interim President and CEO 

c: Mr. Kenneth J. Ingram, Esq., Whiteford , Taylor & Preston (Kingram@wtplaw.com) 
Ms. Yolando Gallegos, Esq., Gallegos Legal Group (yolanda@gallegoslegalgroup.com) 
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\1s Cathy Sheffield, Accreditation and State Liaison, L.S Department of Education 
( as I records m anager@ed.gov) 

\tlr. Douglas Parrott, C.S. Department of Education, School Participation Team, Region 
V ( douglas. parrott@ed.gov) 

Dr Daniel Cullen, lllinois Board of Higher Education rb)(6) l@ibhe org) 
\tis. Perliter Walters-Gilliam, ACICS Associate Vice President (pwgilliarn@acics.org) 
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April 25, 2016 

VIA EMAIL AND OVERNIGHT DELIVERY 

Ms. Julia Lowder CSI-GurneeAccreditation @csinow.com 
Chief Executive Officer 
Computer Systems Institute 
8930 Gross Point Road 
Skokie, IL 60077 

Dear Ms. Lowder: 

COMPUTER SYSTEMS INSTITUTE , GURNEE, ILLINOIS 
COMPUTER SYSTEMS INSTITUTE, CHICAGO , ILLINOIS 
COMPUTER SYSTEMS INSTITUTE, ELGIN , ILLINOIS 
COMPUTER SYSTEMS INSTITUTE, SKOKIE, ILLINOIS 
COMPUTER SYSTEMS INSTITUTE , CHARLESTOWN , MA 
COMPUTER SYSTEMS INSTITUTE, WORCESTER , MA 
COMPUTER SYSTEMS INSTITUTE , LOMBARD, IL 

Subject: Withdrawal of Accre dita tion by Suspension 

ID CODE 00023493(MC) 
ID CODE 00023489(BC) 
ID CODE 00039798(BC) 
ID CODE 0002218 1 (BC) 
ID CODE 00231062(LS) 
ID CODE 00231063 (LS) 
ID CODE 0002349l(LS) 

The Council has reviewed and considered the institutional testimony at the in-person hearing and 
the materials submitt ed in response to the Council ' s February 1, 2016 show-cause directive 
letter. As a result of its review, the Council found the following based on the Accreditation 
Criteria: 

1. ACICS requires that "[t]he integrity of an institution is manifested by the professional 
competence , experience , personal responsibility, and ethical practices demonstrated by all 
individua ls comprising the ownership , control, or management. " Furthermore , " [a]n 
institution must assume full responsibility for the actions , statements , and conduct of its 
representatives ... and arrange for constant and proper supervision and evaluation of their 
work." 

As stipulated by the institution in writing and during the hearing, at least two employers 
upon whom CSI relied to employ CSI graduates in fields related to their program of 
education misrepresented , in at least 56 instances, the employment placement outcomes 
of CSI graduates. The employers were and 
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. The findings indicate a systemic deficiency in 
the institution's ability to appropriately administer the operations of its career services 
organization and to ensure the integrity of data that is material to the evaluation of the 
institution ' s effectiveness and compliance with ACICS standards. 

2. Due to lapses in the integrity of student achievement data derived from Finding #1, the 
institution failed to provide reliable information to the public on its performance , 
including student achievement , as required by the Criteria (Section 3-1-704) . 

Council Action 

Based on the serious findings detailed above, the Council acted to withdraw the institut ion ' s 
accreditation by suspension. Please notify the Council office in writing within ten (10) days of 
receipt of this notice if you desire to appeal this decision to the ACICS Review Board of Appeals 
(Section 2-3-600). The appeal notification must include payment in the amount of $10,000, 
which includes the $5,000 Review Board fee and a $5,000 deposit on the expense of the Review 
Board , which will be reconciled based on actual expenses. The payment is due within ten (10) 
days of receipt of this notice. The Council's decision is final and will be published if the appeal 
notice and appropriate fee are not provided within ten (10) days of your receipt of this notice. If 
the institution elects to appeal this action to the Review Board and remits the appropriate fee by 
the established deadline, then more detailed appeal procedures and information will be 
forwarded to the institution. 

If the institution elects not to appeal this action, any comments you may wish to make with 
regard to this decision must be submitted to the Council office within two weeks of the date of 
this letter. Should you choose to submit any comments, these comments will be included in the 
summary detailing the reasons for the Council's decision that will be made availab le to the U.S . 
Secretary of Education, the appropriate State licensing or authorizing agency, and the public 
through www.acics.org . 

Institutiona l Teach-Out Plan 

In accordance with Section 2-3-403 of the Accreditation Criteria, the institution is directed to 
submit the ACICS Campus Closing Application along with all applicable documentation within 
ten (10) days of your receipt of this notice. The Council expects that the institution will take the 
appropriate steps to assist its students through any transition . 

If you have any questions, please contact Mr Ian Harazduk at iharazduk@acics.org or 
202 .336.6795. 
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Sincerely, 

Anthony S. Bieda 
Execut ive in Charge 

c: Ms. Yolanda Gallegos, Gallegos Legal Group (yolanda@gallegoslegalgroup.com) 
Ms. Cathy Sheffield, Accreditation and State Liaison, U.S . Department of Education 

(aslrecordsmanager@ed.gov) 
Mr. Douglas Parrott , U.S. Department of Education, School Participation Team, Region 

V (douglas.parrott@ed.gov) 
Mr. Adam Campbell, Illinois Board of Higher Education (campbell@ibhe.org) 
Ms. Perliter Walters-Gilliam , ACICS Associate Vice President (pwgill iam@acics.org) 



February 1, 2016 

VIA EMAIL & CERTIFIED MAIL 

Julia Lowder, CEO 
Computer Systems Institute 
8930 Gross Point Road 
Skokie, IL 60077 

ACICS ID: 00022181 

CSJ-A ccreditat ion@csinow.com 

SUBJECT: Directive to Show-Cause and Adverse Information Response Required 

Dear Ms. Lowder: 

The Council has been informed by the Federal Student Aid Office of the U.S. Department of 
Education of an action to deny recertification of Computer Systems Institute' s participation in 
Title IV of the Higher Education Act, effective Jan. 31, 2016, absent a successful dispute of the 
findings by CSL The Council is obliged to investigate and resolve in a timely manner issues of 
institutional quality and integrity derived from adverse information received from reliable third­
parties and government entities. 

ACICS accreditation is "an independent appraisal of an institution during which the institution's 
overall educational quality (including outcomes), ... financial stability, and operational ethics are 
self-evaluated." 

ACICS standards require the following regarding financial stability of the institution: 

3-1-203. Financial Stability. The financial well-being of an institution requires constant 
oversight by competent managers. The institution shall have adequate revenues and assets 
to meet its responsibilities, to ensure continuity of service, and to accomplish its mission . 

3-1-434. Administration of Student Financial Aid. Participation in state or federal student 
financial aid programs requires serious administrative responsibility. The Council expects 
all institutions participating in such programs to be knowledgeable of and in compliance 
with applicable laws and regulations. 
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In addition, ACICS has high standards for institutional and administrative integrity, including the 
collection and reporting of data used to evaluate student achievement at the campus and program 
level, and the disclosure of that performance information to prospective students, government 
entities and the general public. Relevant standards include: 

3-1-202 . Integrity. The integrity of an institution is manifested by the professional 
competence, experience, personal responsibility, and ethical practices demonstrated by all 
individuals comprising the ownership, control, or management. 

2-1-809. Student Achievement Review. The Council reviews the Campus Accountability 
Report (CAR) to monitor performance in terms of student achievement at both the 
campus and program levels. Measures will include retention; placement; and licensure 
pass rates, if applicable. If the Council determines the institution is out of compliance 
with the Council's requirement for student achievement , the Council will issue a 
compliance warning and require the institution to demonstrate compliance .... 

3-1-704. Performance Information. Institutions shall routinely provide reliable 
information to the public on their performance, including student achievement as 
determined by the institution. 

The loss of Title IV participation creates substantia l financial risk for Computer Systems 
Institute in that it deprives the institution of its primary source of operating revenue. More 
importantly, it places thousands of students in jeopardy of losing continuous access to an 
accredited post-secondary education, in conflict with ACICS' standards and requirements . 

The evidence collected and shared by the Department casts considerable doubt on the placement 
data presented by Computer Systems Institute to ACICS two years ago when the institution was 
undergoing its initial accreditation review and evaluation. It further undermines the Council's 
confidence in the ability of Computer Systems Institute to carry out its required administrative 
and fiduciary responsibilities with integrity. 

Furthermore, the Council has independently reviewed information online that indicates 
Computer Systems Institute is representing placement data for 2013 and 2014 as performance 
information which has been shared or in some way reviewed by ACICS; the only data provided 
by CSI to ACICS was for 2011 and 2012. 

Therefore, ACICS requires the following of Computer Systems [nstitute: 

1. Actions the institution is taking or developing to mitigate the loss of Title IV funding. 
2. Actions the institution is taking to remedy the deficiencies in collecting , tracking and 

reporting student achievement data, including retention data, placement data and 
Iicensure exam pass rates, if applicable. 
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3. Conduct an independent verification audit of the student placement data reported to 
ACICS for the years 2011 and 2012, and provide the analysis to ACICS. 

4. Submit the current and previous month's placement outcomes to ACICS for direct 
verification by the Council, beginning with November 2015 data and continuing through 
February 2016 data. 

5. Immediately remove from its website any reference to ACICS' review or endorsement of 
placement data for 2013 and 2014. 

6. Develop and share with ACICS the content, form and delivery methods for informing 
current students, prospective students and staff of the institution's circumstances and 
plans. 

7. Develop and submit a teach-out plan for Council review and approval. 

Please bear in mind that an institution that elects to curtail or suspend operations is under strict 
requirements by ACICS regarding the protection of interests of students. Individuals that do not 
abide by those expectations are subject to debarment: 

2-3-900 - Debarment The Council may bar a person or entity, including spouses and 
closely related family groups as defined in Section 2-2- 401, from being an owner, senior 
administrator, or governing board member of an AC I CS-accredited institution if that 
person or entity was found guilty of fraudulent or criminal behavior; was debarred by a 
government agency or an accrediting agency; or was an owner, senior administrator , or 
governing board member of an institution that lost its accreditation as a result of a denial 
or suspension action or that closed without providing a teach-out or refunds to students 
matriculating at the time of closure. 

The Council requires Computer Systems Institute to comply with item No. 6 above immediately. 
The responses to items 1 through 5 and No. 7 are due no later than Friday, Feb. 12, 2016. 

Finally, pursuant to Section 2-1-808 of the Accreditation Criteria, the Council acted to direct 
your institution to show cause at the April 2016 meeting of the Counci l why its current grant of 
accreditation should not be withdrawn by way of suspension. 

You must notify the Council office in writing within ten days of receipt of this notice whether you 
desire a personal appearance before the Council at its next meeting scheduled for April 2016, or 
whether you will show cause in writing. There is a $5,000 fee for personal appearances before the 
Council and a $2,000 fee to show cause in writing. The appropriate fee is due within ten days of 
receipt ofthis notice. If you choose to appear in person or in writing, please submit eight copies 
of your response, (information in addition to that listed above that you wish the Council to 
consider), via compact disk by February 29, 2016. Failure to provide all information requested 
within the established deadline will result in a $500 late fee and may result in suspension of 
accreditation. 



Letter to Julia Lowder, CEO 
Computer Systems Institute 
February 1, 2016 
Page 4 of 4 

If you have questions or need more information regarding these requirements, please contact 
Anthony S. Bieda, Vice president for External Affairs at abieda@acics.org. 

Regards, 
(b)(6) 

Cc: Mr. Anthony S. Bieda, Vice Presiden t, External Affairs 
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INTRODUCTION 
The introduction answers commonly asked questions of the ACICS Campus Accountability 
Report (CAR). This section also includes a summary of the significant impro vements introduced 
to the submission procedures. 

Following the introduction , guidelines for the web-page requirements; guidelines for completing 
the program measurement data section of the spreadsheet and student popul ation data section of 
the spreadsheet; the calculated results table; and the formul as used for calculating the data are 
provided. 

Who Needs to Submit an ACICS Campus Accountability Report (CAR)? 
The CAR is a yearly requirement separate and apart from any evaluation pro cess. Any accredited 
campus (main and branch) that was accredited at any point during the CAR reporting year (Jul y 
1, 2017 to June 30, 2018) is required to file a CAR. Each campus has an obligation to follow the 
instructions and guidelines to ensure the report was complete and successfully submitted. 
Assurance of a complete and successful submission is the sole responsibility of the campus. 
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What is the CAR Reporting Year? 
ACICS CAR reportin g year is July 1, 2017 to June 30, 2018. The CAR is commonly referred to 
using the submission year (e.g., 2018 CAR includes student popul ation data collected from July 
1, 2017 to June 30, 2018 and submitted November 1, 2018). 

What data can be included on the CAR through the Submission Date in 
November? 
Student population data MUST reflect the CAR year (July 1, 2017 to June 30, 2018). Howeve r, 
placement information for graduat es and completers reported on the current year's CAR are 
acceptable up to November 1, 2018, but must be submitted no later than October 21, 2018, 

for verification and validation by the ACICS PVP system. All placements must be verified 
through the Placement Verification Program (PVP) and should be categorized in the appropriate 
placement column however ; placements that have not been validated through the PVP 
should be listed as "not working". 

What are the 2018 CAR Submission Dates? 
Beginning with the 2018 CAR Reportin g Year, the CAR must be submitted on a quarterl y basis. 
The first quarter will include student population data collected from July 1, 2017 through 
September 30, 2017. The due date for the pt Quarter CAR is due by 5:00 pm EST, on March 1, 
2018. 

The Mid-Year, or 2nd Quarter CAR, will be cumulative of the 1st Quarter submission and the 2nd 

Quarter, includin g student population data from July 1, 2017 through December 31, 2017. It is 
due no later than 5:00 pm EST , on May 1, 2018. 

The 3rd Quarter CAR extends the student population data from July 1, 2017 through March 3 1, 
2018 , and is due by 5:00 pm EST , on August 1, 2018. 

The final CAR submission is the FULL YEAR CAR. It covers all student data for the CAR 
reporting period (July 1, 2017 through June 30, 2018). The CAR must be submitted by 5:00 pm 
EST, November 1, 2018. 

The 2018 CAR spreadsheet will only need to be downlo aded prior to the submission of the 1st 

Quarterly CAR. The campus will utilize the same spreadsheet throu ghout the year to revise 
and/or add any subsequent student popul ation data, as applicable to the submission timeframe. 
(Not sure about wording to be used here.) 

To successfully record progr am data and roll-up program level data to the campus level, each 
specific system-generated program spreadsheet MUST be download ed from the zip file in the 
Member Center and used. The zip file that institutions download will house all programs that 
were active during the CAR reporting period . The nomenclature of the program spreadsheets 
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located in the zip files is as follows: i.e. 00012345_Accounting_54321_04_034505 (Institution 
Id Code_Program Name_Program Credential Leve l_Application Id_Unique Program Id). 

DO NOT RENAME THE PROGRAM SPREADSHEETS. 

Improvements Effective in the 2018 CAR 
Effective with the 2017- 2018 CAR submissions, the program spreadsheet was improved to show 
the following : 

A new field where the campus must identify the length of each program in the number of months. 

Placement Definition 
ACICS defines placement as "working in the field of study or acquiring a credential that directly 
benefits the graduate's existing employment." For a graduate to be considered placed, their 
employment must be paid and intended to be continuin g and sustainable . 

In addition, the following three categories are utilized to describe how students were placed: 

•Placed based upon job titles: Any graduate or completer of a program that was placed based 
upon job titles included in the list of job titles publi shed by the institution for which the program 
prepares students. These job titles must be those publ ished by the institution on its web site in 
compliance with USDOE Title IV regulations and must be identified in the Department 's CIP-to­
SOC Crosswalk (Standard Occupational Classification, U.S . Department of Labor) with the 
Classification of Instructional Programs (CIP) code of this program. 

OR 

•Placed based upon the required use of skills: Any graduate or completer of a program that was 
placed based upon the required use of skills learned in the student 's program as a predominant 
component of the job. These skill s must be those listed in the institution 's published program 
description and a majority of these skills must be documented in the employer' s job description 
as required or desired skills, duties or responsibilities. 

OR 

•Placed based upon the benefit of the training: Any graduate or completer of a program that was 
placed based upon the benefit of the training received from the program in maintaining a cmre nt 
position with supportin g promot ion, pay raise, or direct benefit to job related skills. 

To Request Adjustments to Programs 
Forms for requesting approval of program changes or terminations are available by access ing 
your Member Center. To access forms to make modifications or termination s to your active 

program listing , please log into your member center and follow these steps: 
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1. Select View/ Add/Modify Programs. 
2. Select the program you wish to modify or terminate. 

3. Select the "edit this progr am" button or the "termin ate this program" button. 

Once the institution has been notified that the requested program changes or terminati ons have 
been approved the institution , MUST regenerate and download the zip file again. 

Student Achievement Standards 
ACICS' standards for student achievement include Retentio n Rates, Placement Rates and 
Licensure Examination Pass Rates, as outlined in Appendix L of the Accreditation Criteria. 
These rates are calculated using data on retention , job placement and licensure examination pass 
rates* submitted and reviewed annually through the Campus Accountability Report (CAR). 
Quantitativ e standards are applied at both the program level and the campus level. ACICS is also 
compilin g data to calculate a graduation rate based on "scheduled to graduate cohort"). Note: 
ACICS will calculate the program and campus graduation rate following submission. 

*Licensure examination pass rates will only be reviewed on an annual basis, and thus, 
should only be included on the Full Year CAR, due November 1, 2018. Licensure questions 
on all quarterly submissions prior to the annual submission should not be answered. 

WEB-PAGE GUIDELINES 

Login 
The ACICS Campus Accountability Report (CAR) is accessed through the Member Center using 
the campus login credentials. If the end-user logs in using the corporate credentials, they will 
have access to any campus under that corporate structure. If the end-user logs in as a main 
campus, they will have acces s to submit the CAR on behalf of the main campus and any branch 
campus within that institutional groupin g. 

From the left side menu selection, click on CAR. 

Difficulty Logging In? 
If you need assistance with your account, please email eBiz@ac ics.org or contact Ms. Kay 
Ropko at 202-336-6768 . 

If you need assistance, please contact Ms. LaToya Boyd at CAR@acics.org or 202-336-6777. 
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CAR WEB-PAGE QUESTIONS 

CAMPUS ENROLLMENT DATA (CED): DO YOU HAVE STUDENTS ENROLLED IN A SECOND 

PROGRAM OR CONCURRENTLY ENROLLED IN TWO PROGRAMS DURING THIS REPORTING 

PERIOD? 

CED-Ql: 

CED-Q2: 

If YES: 

IfNO: 

YES 

NO 

Enter the number of students enrolled in a second program after completing the 

first or concurrently enrolled in two program s during this reporting period. 

The following question will display. 

Do YOU HA VE NON-PROGRAM ENROLLMENT DATA TO REPORT? YES - NO 

If YES: Enter the correct number of student s for NPEQ1-NPEQ4. 

Non-Program Enrollment Data (NPE) 
Data Cell Information Required Description of Data 

Students enrolled as of the 
beginning of this reporting 

eriod (July 1, 2017). 
New Starts 

Re-entries 

Of the total, how many 
students enrolled without a 
high school diploma or 
equivalent? 

See "Information Required''. 

List the number of student s who enrolled in 
courses (not a program) for the first time between 
July 1, 2017 , and June 30, 2018. These are 
students who had never enrolled in your campus 
prior to this reportin g period. 

Li st the number of students who enrolled in this 
program for the frrst time between July 1, 2017, 
and June 30, 2018 , who have previously 
withdrawn from your campus. These are students 
who may have dropped out of your campus in a 
prior reporting period for any number of reasons 
(e.g., personal, academic, vacation, employment) 
but have returned to your campus during the 
current reporting period. 
See "Information Requirecf'. 
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Non-Program Enrollment Data (NPE) 
Data Cell Information Re uired Descri tion of Data 

IfNO: 

Of the total enrollment, how Te e "Information Requirea'' . 
many students enrolled in 
one or more courses through 
distance learning delivery 
mode 
Of the number of students See "Information Required:'. 
enrolled in one or more 
coursed through distance 
learning, how many were 
class ified as fully online or 
100% distance learning 
student s. 

The following quest ion will display. 

DO YOU HAVE NON- CREDIT, SHORT-T ERM MODULE DATA TO REPORT? 

IfYES : 

If NO: 

Enter the number of students enrolled in Non-Credit, Short-Term Modul es during 
this reporting period . 

Enter the number of students who completed their Non-Cred it, Short-Term 
Modules during this reportin g period . 

Th is is the end of the web-page questions . 

PROGRAM MEASUREMENT DATA (PMD) - GUIDELINES 

NOTE: When completing your program spreadsheets, please ONLY use a " l" to indicate a 
student' s status during the CAR reporting year. The system will not recognize any other 
letters, numbers or characters. An error detection icon displays on the spreadsheet if 
incorrect Student Population Data is entered along with a message to indicate the specific error 
that has occurred. If error detection icon is red, the program spreadsheet will not be recognized 
for uploading by the system. The icon must be green. 

The following information is required to report program measurement data. This information 
MUST be entered into row 4 of the spreadsheet. The first column of the guidelines identifies 
the cell by program measurement data (PMD), the column (A-U), and the row (4). The second 
column lists the title of information required or the question which requires an answer. The 
third column provid es clarification of the data , when needed. 
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PROGRAM MEASUREMENT DATA (PMD) 

Data Cell Information Re uired Descri tion of Data 

PMD-A4 

PMD-B4 

PMD-C4 

PMD-D4 

PMD-E4 

PMD-F4 

PMD-G4 

ACICS ID 

Full-time Student Tuition 
Rate 

Full-time Program Fees 

What is the length of the 
program (in months) (New 
Question) 

Does this program have 
separate programmatic 
accreditation from an 
accreditor recognized by 
CHEA or USDE? 
Select your programmatic 
accrediting agency 
What percent of your 
students graduated within 
the normal length of the 
program during the current 
CAR reporting period? 

Please list your campus' ACICS ID Code (e.g. 
00012345} 
List the total tuition charged to complete this 
program as listed in the institutional catalog, 
depending upon the version or mode of delivery. 
Round to the nearest whole dollar. Foreign 
currencies must be converted to U.S. dollar 
equivalents. 
List the total fees charged to complete this 
program as listed in the campus catalog, depending 
upon the version or mode of delivery. Round to the 
nearest whole dollar. Foreign curre ncies must be 
converted to U.S. dollar eguivalents. 
Enter the number of months for the program. 
Round to the nearest whole number. 

Place a "1" in the column if this program has 
separate programmatic accreditation from an 
accreditor recognized by the Council of Higher 
Education Accreditation (CHEA) or United States 
De_Qartment of Education US DOE . 
Use the drop down menu to select the 
programmatic accrediting agency for this program. 
See "Information Required''. 

Formula: 

# of graduates 100% of normal length from the 
CAR reporting period 

Total # of graduates from the CAR reporting 
eriod 
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PROGRAM MEASUREMENT DATA (PMD) 

Data Cell Information Rec uired Descri tion of Data 
PMD-H4 

PMD-I4 

PMD-J4 

PMD-K4 

PMD-L4 

PMD-M4 

PMD-N4 

What percent of your 
students graduated within 
150% of the normal length 
of the program during the 
current CAR reporting 
period? 

Is licensure required to 
become employed in your 
state in this curriculum 

If the answer to the previous 
question is yes, please list 
the state, regional or 
national agency which 
admini sters the required 
licensure examination for 
this program. 
If the agency providing the 
license examination has a 
pass rate standard (i.e. the 
pass rate that a program 
must meet or exceed in 
order to be in good 
standing), please list the 

ass rate standard 
Program licensure pass rate 
published by the licensing 
agency two years ago. 
Program licensure pass rate 
publi shed by the licensing 
agency last year . 
Most recent program 
licensure pass rate 
publi shed by the licensing 
agency. 

See "Information Requirecf' . 

Formula: 

# of graduates within 150% of normal length from 
the CAR report ing period 

Total # of graduates from the CAR reporting 
period 

Place a " 1" in the column if licensure is required to 
become employed in your state in this curriculum 
area. If a program does not require licen sure for 
employment leave cells PMJ through PMN 
blank . 
Please write the entire name of the agency (no 
abbreviations). If a program does not require 
Iicensure for employment leave cells PMD-J4-
through PMD-N4 blank . 

Place the agency ' s pass rate standard in column . 

See "Info1mation Required". 

See "Information Required ". 

See "Inform ation Reg uired". 
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PROGRAM MEASUREMENT DATA (PMD) 

Data Cell Information Rec uired _ _,,...._-.--- -,,. .. Descri tion of Data 
PMD-04 Is certification requiroo to 

become employed in your 
state in this curriculum 
area? 

Place a " 1" in the column if certification is 
required to become employed in your state in this 
curriculum area. If a program does not require 
certific ation for employment leave cells PMD­
P4- throu h PMD -T 4 blank. 

PMD-P4 

PMD-Q4 

PMD-R4 

PMD-S4 

PMD-T4 

PMD-U4 

If the answer to the previous 
question is yes, list the 
State, Regional or National 
Agency which Administers 
the Required Certification 
Examination for this 
Program 
I If the Agency Providing the 
License Based Upon an 
Examination has a Pass 
Rate Standard (i.e. the Pass 
Rate that a Program must 
Meet or Exceed in Order to 
be in Good Standing), Li st 
the Pass Rate Standard 
Program Licensure Pass 
Rate Published by the 
Licensing Agency Two 
Years Ago 

( Program Certification Pass 
Rate Pub lished by the 
I Certification Agency Last 
Year 
Most Recent Program 
Certification Pass Rate 
Published by the . . 
Cert1f1catlon Agency 
Is registration required to 
become employed in your 
state in this curriculum 
area? 

Please write the entire name of the agency (no 
abbreviations). 

Place the agency's pass rate standard in column 

.. 
See "Information Required". 

See "Information Required". 

See "Information Required". 

Place a " 1" in the column if registration is required 
to become employed in your state in this 
curriculum area. If a program does not require 
registration for employment leave cells PMD -
V 4 throu h PMD -Z4 blank . 
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PROGRAM MEASUREMENT DATA (PMD) 

Data Cell Information Rec uired Descri tion of Data 
If the answer to the previou s Please write the entire name of the agency (no 

-

question is yes, list the abbreviations). 
State, Regional or National 
Agency which Administers 
the Required Registration 
Examination for this 
Program 
I If the Agency Providing the 
Registration Based Upon an 

Place the agency's pass rate standard in column 

Examination has a Pass 
Rate Standard (i.e. the Pass 
Rate that a Program must 
Meet or Exceed in Order to 

( be in Good Standing), Li st 
the Pass Rate Standard 
Program Registration Pass See "Information Required". 
Rate Publi shed by the 
Registration Agency Two 
Years Ago 
I Program Registration Pass 
Rate Publi shed by the 

See "Inform ation Required ". 

I Registration Agency Last 
Year 
Most Recent Program See "Inform ation Required". 
Registration Pass Rate 
Published by the 
Registration Agenc y 

STUDENT POPULATION DATA (SPD) - GUIDELINES 

NOTE: When completing your program spreadsheets, please ONLY use a " l " to indicate a 
student' s status during the CAR reporting year. The system will not recognize any other 
letters, numbers or characters (unless otherwise indicated). An error detection icon displays 
on the spreadsheet if incorrect Student Population Data is entered along with a message to 
indicate the specific error that has occurred. If error detection icon is red, the program 
spreadsheet will not be recognized for uploading by the system. The icon must be green. 
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The following information is required to report student population data. The data for the first 
student is entered in row 7 and a new row is used for each student reported. The first column of 
the guidelines identifies the cell by student population data (SPD), the column (A-AA), and the 
row (7). The second column lists the title of information required. The third column provides 
clarification of the data, when needed. 

STUDENT POPULATION DA TA (SPD) 
Data Cell Information Required Descri tion of Data 

SPD-A7 

SPD-B7 

SPD-C7 

SPD-D7 

SPD-E7 

SPD-F7 

SPD-G7 

Student ID Number 

Student Name 

List the number that your campus uses to identify 
students enrolled in this program during the 2018 
CAR reporting period. This must be the same 
Student ID Number used previously, if the 
student has been enrolled continuously in a 
previous CAR reporting period. This number 
must also match the Student ID Number used in 
the PVP. Please do not include student' s social 
securit numbers. 
Enter the first and last name of any student in 
enrolled in this program during the 2018 CAR 
reporting period. -------~~ 
Enter the month and year any student listed 

___________ ...... e~n_te_r_ed_ th~i~s....____rogram e .. 01/14 . 
Scheduled to Graduate 

Is the student here on a visa? 

Does this student receive 
federal financial aid? 

Enrolled as a part of the 
beginning population (July 1, 
2016) 

Enter the month and year that the student was 
originally scheduled to graduate as listed on the 
enrollment agreement signed by the student (e.g. 
06/ 17). 
Place a " l " in the column for any student that is 
in the country on a student visa . 
Place a " 1" in the column for any student that 
received federal financial aid during the 2018 
CAR period. 
Place a " l " in the column for any student. 
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STUDENT POPULATION DAT A (SPD) 
Data Cell Information Re uired Descri tion of Data 

Place a " 1" in the column for any student who 
enrolled in this program for the first time 
between July 1, 2017, and June 30, 2018. These 
are students who had never enrolled in your 
campu s prior to this reporting period, except for 
students who had : 
a) Enrolled and then graduated from a different 
program and have subsequently enrolled in this 
program for the first time, or 
b) Enrolled for the first time during the same 
reporting period in another program as well as in 
this one, or 
c) Enrolled in courses but not in a full program, 
or 
d) Enroll ed initially in the program as non­
regular students for a trial enrollment period. ------~-~ 

Transfers into the program 
from other programs at the 
campus 

Transfers out of the progra m 
to other programs at the 
campus 

Place a " 1" in the column for any student who 
enrolled in this program between July 1, 2017, 
and June 30, 2018, who have previously 
withdrawn from your campus. These are students 
who may have dropp ed out of your campus in a 
prior reporting period for any number of reasons 
(e.g., personal, academic, employment) but have 
returned to your campus during the current 
re orting p_eriod. 
Place a " 1" in the column for any student that 
transferred into this program from another 
program at the campus. NOTE: If you have a 
student that transferred into a program more 
than once during the reporting period, you 
may insert the number of times the student 
transferred into the program (maximum of 5) 
in this column. 
Place a " l " in the column for any student that 
transferred out of this program to another 
program at the campus. NOTE: If you have a 
student that transferred out of a program 
more than once during the reporting period, 
you may insert the number of times the 
student transferred out of the program 
(maximum of 5) in this column. 
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ST UDENT POPULATION DAT A (SPD) 
Data Cell Information Re uired Descri tion of Data 

Rev ised Schedul ed to 
Gra duate Cohort 

I Leave of Absence 

Compl eted a progra m 

E nter the month and year that the stud ent is 
scheduled to gradu ate if it was revised from the 
original date through a transfer into the program, 
a leave of absence or fails a cour se and repeats 
the cour se in a subsequent term . If the stud ent 's 
cohort did not change, then leave thi s colum n 
bl ank (e.g. 0 1/16). 
Pl ace a " l " in the co lumn for any student that 
took a leave of absence during, or at any po int, in 
the reporting period . There mu st be formal 
docume ntation of this action in the stud ent' s file. 
Pl ace a " 1" in the column for any student who 
compl eted the pro gram but d id not gradu ate 
between Jul y 1, 2017- Jun e 30 , 2018. 

A completer is a stud ent who is no longer 
enro lled in the campu s and who has either 
completed the time allowe d or attempt ed the 
max imu m allowa ble number of credit s for the 
pro gram of stud y but did not acco mpli sh one of 
the foll ow ing gra duation requir ements: 
a) Achi eve a GP A of at leas t 2 .0. 
b) Att ain requir ed com petencies or speed ski ll s. 
c) Sa tisfy non-a cade mi c requir ements (e.g. , 
outstandin g financial obli gations). 

Stud ents who are class ified as completers mu st 
be tracke d for placement purp oses even if the 
campu s' policy is to withhold placement 
services. The Cou ncil considers both gra duates 
and completers to be eligible for placeme nt. 
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STUDENT POPULATION DAT A (SPD) 
Data Cell Information Re uired Descri tion of Data 

Graduated from a program 

Withdrew due to active 
military service 

I Withdrew to enroll in an 
institution with common 
ownership 

Place a "1" in the column for any student who 
graduated from the program between July 1, 
2017-June 30, 2018. 

A graduate meets ALL of the following criteria: 
a) Achieved a GPA of 2.0 or greater at 
graduation. 
b) Successfully passed all courses in the program 
or substitute courses permitted by the campus. 
c) Attained required competencies or speed levels 
in all courses. 
d) Met all clinical, internship, and externship 
requirements. 
e) Satisfied all other academic requirements for 
graduation. 
f) Satisfied all non-academic requirements for 
graduation , such as payment of tuition and fees, 
return of books, etc. 
g) Received the appropriate credential. 
h) Is no longer enrolled at the campus, unless 
currently enrolled or reenrolled as a new start in a 
different rogram. ==============-
Select this option from the dropdown box for any 
student who has moved to a military base due to 
orders from the armed services (including 
spouses or dependents of military personnel who 
were enrolled at your campus). Students who 
have withdrawn due to active military service 
will not count against the retention percentage. 
Documentation must be maintained in the 
student's file at the campus. 
Select this option from the dropdown box for any 
student who withdrew and re-enrolled in a 
campus under common ownership during the 
reporting period. Students who have withdrawn 
to enroll in a campus with common ownership 
will not count against the retention percentage. 
Campuses must keep documentation in student 
files for students who withdraw to enroll in other 

_sam_Quses with common ownership. 
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STUDENT POPULATION DAT A (SPD) 
Data Cell Information Re uired Descri tion of Data 

Withdrew due to 
incarceration 

Withdrew due to death 

Withdrawal s 

Month Submitted to PVP 

Select this option from the dropdown box for any 
student who was incarcerated and serving a 
criminal sentence in a Federal, State or local 
penitentiary, pri son, j ail, or other similar 
correctional institution. Students under 
permanent house arrest are included . Students 
sentenced to serve for less than one month, only 
on weekends or in a half-w ay house are not 
eligible. Documentation must be maintained in 
the student 's file at the campus. 
Select this option from the dropdown box for any 
student in the program who died between July 1, 
2017- June 30, 2018. Documentation must be 
maintained in the student 's file at the cam us. 
Place a " l " in the column for any student in the 
program who did not complete their objective , 
who withdrew from your campus (see definition 
below) between July 1, 2017 and June 30, 20 18, 
and who are not counted as transfers, com pleters, 
graduates, still enrolled or as one of the four 
excluded withdrawals. 
Enter the month and year that the student was 
submitted to the Placement Verification Program 

VP e .. 08/ 17. 
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STUDENT POPULATION DAT A (SPD) 
Data Cell Information Re uired Descri tion of Data 

Placed based upon job title s 
includ ed in the li st of job 
titles publ ished by the 
institution for which the 
pro gram pr epares students 

I Placed based upon the 
requir ed use of skills learned 
in the student 's progra m as a 
predominant compon ent of 
the job 

Place a " 1" in the co lumn for any student in the 
pro gram who was place d base d upon job titl es 
includ ed in the li st of job titles publi shed by the 
institution for which the program prepares 
students . 
Th ese job titles must be tho se publi shed by the 
institu tion on its web site in com pli ance with 
USDO E Titl e IV regulations and mu st be 
identified in the Departm ent' s CIP-to-SOC 
Cro sswalk (Standar d Occupational Cl assifica tion , 
U .S. Departm ent of Labor) with the 
Class ifica tion of Instructional Pro gram s (CIP ) 
code of thi s program . If the j ob titl e was on the 
publi shed li st, but the class ification of a 
pl acement also involved an analysis of the 
program skill s required as a predomin ant 
compon ent of the j ob , includ e the student under 
Column R rath er than here. Do not inclu de a 
student in mor e than one pla cement category. 
Pl ace a " l " in the column for any student in the 
program who was placed based upon the requir ed 
use of skill s learned in the student 's pro gram as a 
predominant compon ent of the job . These skill s 
mu st be tho se li sted in the institution 's publi shed 
program description and a majority of these 
skill s mu st be documented in the emplo yer's job 
description as required or desired skill s, duti es or 
responsibiliti es. Do not includ e a student in more 

_ihan one lacement category. 
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STUDENT POPULATION DAT A (SPD) 
Data Cell Information Re uired Descri tion of Data 

Placed Based Upon the 
Benefit of the Training 
Received from the Program 
in Maintaining a Current 
Position with Supporting 
Promotion, Pay Raise, or 
Direct Benefit to Job Related 
Skills 

Not available for placement 
due to pregnancy, death, or 
other health-related issues 

Not available for placement 
due to continuing education 

Place a"l" in the column for any student in the 
program that was placed based upon the benefit 
of the training received from the program in 
maintaining a current position with supporting 
promotion, pay raise , or direct benefit to job 
related skills. Documentation should include a 
job description or letter from the employer that 
indicate the graduate received a direct benefit to 
their existing employment, through a promotion, 
pay raise of improvement of job skills, or any 
other documentation to verify as such. Do not 
include a student in more than one placement 
category. 
Select this option from the dropdown box for any 
student in the program who is unavailable for 
placement due to pregnancy, death, or other 
health-related issues. 
a) Written information from a relative that 
completer or graduate was pregnant or gave birth 
at some time during the reporting period for 
placements. 
b) Written information from family or friend, or 
obituary. 
c) Written information that the completer, 
graduate or someone in the immediate family 
required hospitalization, bed rest or rehabilitation 
for at least a four-month period during the 
re orting eriod. 
Select this option from the dropdown box for any 
student in the program who is unavailable for 
placement due to continuing their educational 
studies. 
a) Emollment agreement or letter of acceptance 
as a full-time student into a new educational 
program that is 300 hours or longer in length. 

171 Page 



ACICS CAMPUS ACCOUNTABILITY REPORT (CAR) GUIDELINES 

Ver.2.6.2018 

STUDENT POPULATION DAT A (SPD) 
Data Cell Information Re uired Descri tion of Data 

Not available for placement 
due to active milit ary service 

Not available for placement 
due to visa restrictions 
(international students) 

Not available for placement 
due to enrollment in an 
English as a Second 
Language (ESL) program 

Not available for placement 
due to incarcera tion 

Select this option from the dropdown box for any 
student in the program who is unavailable for 
placement due to active military service. 
a) Papers verifying assignment to active duty. 
b) Completers and Graduates as well as spouses 
and dependents of military personnel who have 
moved due to military transfer orders are 
included. 
Select this option from the dropdown box for any 
student in the program who is unavailable for 
placement due to visa restrictions. 
a) Documentation of the visa, of the lack of 
opportunities for paid practical tra ining and of 
the location of the completer or graduate in the 
US for some time during the report ing period . 
b) Graduates are not considered "No t Available" 
j ust because they have moved to another country. 
Select this option from the dropdown box for any 
student in the program who is unavailable for 
placement due to enrollment in an ESL program. 
a) A copy of an enrollment agree ment or 
transcri t is acce table documentation. 
Select this option from the dropdown box for any 
student in the program who is unavailable for 
placement due to incarceration. 
a) Documentation that the completer or graduate 
was incarcerate d during the reporting period and 
served a crimin al sentence in a Federal, State or 
local penitentiary, prison, jail, or other similar 
correctional institution. 
b) Students under house arrest are included. 
Students sentenced to serve for less than one 
month, only on weekends or in a half-way house 
are not eligible. 
c) Documentation must be maintained in the 
student's file at the campu s. 
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STUDENT POPULATION DAT A (SPD) 
Data Cell Information Re uired Descri tion of Data 

Not Placed 

Enroll ed without a high 
school diplom a or equivalent 

Enrolled in one or more 
courses through distance 
learning delivery mode 
Classified as a fully online or 
100% distance learning 
student 
I Still Enroll ed 

Place a " 1" in the column for any student who 
graduated or completed the program but is not 
working or are not documented to be working. 
a) Graduates who may be working out of their 
home cannot be listed as placed or waived. They 
may be listed as "placed" if documented 
evidence is available, but they must be listed as 
"not working" if documentation cannot be 
obtained. Any student whose placement was 
not validated through the PVP must be 
re orted as Not Placed . 
Place a " 1" in the column for any student in the 
program that enrolled without a high school 
diploma or equivalent. 
Place a "1" in the column for any student in the 
program that is enrolled in one or more courses 
through distance learning delivery mode. 
Place a " l " in the column for any student in the 
program that is classified as a fully online or 
100% distance learning student. 
This column will automatically populat e within 
the spreadsheet based on the categories selected 
for each student. 
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FORMULAS USED IN CALCULATING RATES 

CED= CAMPUS E NROLLMENT DATA NPE=NON PROGRAMMATIC ENROLLMENT 

LPR= LI CENSURE P ASS RATE SPD= STUDENT POPULATION DATA 

CAMP US R ETENTION RA TE FORM ULA** 

((SPD G+H+l ) - (SPD P: WITHDREW TO ENROLL IN AN INSTITUTION WITH COMMON OWNERS HIP) -

(CED Ql)) - (SPD Q) / ((SPD G+H+l) - (SPD P: WITHDREW TO ENROLL IN AN INSTITUTION WITH 

COMMON OWNERSHIP) - (CED Ql)) 

CAMPUS PL ACEMENT RAT E FORM ULA** 

(SPD S+T+U) I ((SPD N+O) -(SPD V)) 

PRO GRAM RETE NTION RATE FORM ULA* 

((SPD G+H+I+J) - (SPD P : WITHDREW TO ENROLL IN AN INSTITUTION WITH COMMON 

OWNERSHIP ) - (SPD Q)) I ((SPD G+H+I+J) - (SPD P: WITHDREW TO ENROLL IN AN INSTITUTION 

WITH COMMON OWNERSHIP)) 

PRO GRAM PLACEMENT RATE FORMULA * 

(SPD S+T+U) I ((SPD N+O) - (SPD V)) 

ENDING POPULATION FORMULA** 

(SPD G+H+I) - (SPD N+O+P+Q) 

** Rates will be auto-calculated by the system. 

*Rates will be auto-calculated within the program spreadsheet . 
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ACICS Application for Accreditation - PART 11 
Explanation of Self-Study Planning Process 

Please explain how the self-study was planned; who organized, supervi sed, and participated in its 
preparation; which person or persons prepared each section of the report (include signatures); and to what 
extent the document is viewed by the institution as a planning document for the future . 

The Self-Stud y Proce ss is a TOTAL SCHOO L INVOLVEMENT proce ss. We have always viewed our 
instructor s as KEY to the academic conne ction at DuBoi s Business College. We have a majority of 
full-time faculty that have been with the College for several years, and enjoy working wit h students 
and wa tching them evolve into successful employees after graduation. We are a smal l school, so 
knowing our stud en ts is very important to th e "atmosphere" at DBC. We like our stud ents to feel 
like they can connec t with any of the employees at any time. Our adminis trative offices are located 
within the building to provide easy access to any of the adminis tra tion at any time. All pas t Self­
Study materials are on file and have been used for training and planning purposes for new and 
senior school adminis tration . It also is like a "mirror" of your schoo l and the self-stud y is impor tan t 
for this reflection of wha t your schoo l really does. 

The Self-Study was planned; organized, and supervised by: 

Jackie D. Syktich, Pre sident/ CEO 

Sue Ann Matia, Student Services Director 

Gail Urban, Director of Finances 

Mary 0. Jones, Academic Dean 

Susan Ramey, Director, Huntin gdon County Camp us 

Terry Khoury, Director, Oil City Campus 

Roberta Spigle, Academic Dean Liaison wi th Curriculum and Campuses 

Rachel Syktich, Director of Social Media 

Participation in the Self-Study preparation: 

Jackie D. Syktich, President/ CEO 

Sue Ann Matia , Stu den t Services Director 

Gail Urban, Director of Finances 

Mar y 0. Jones, Academic Dean 

Susan Ramey, Director, Hu ntingdon Coun ty Campus 

Terr y Khoury, Director, Oil City Campus 
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Explanation of Self-Study Planning Process 

Roberta Spigle, Academic Dean Liaison with Curriculum and Campuses 

Rachel Syktich, Director of Social Media 

Stephen Wolfe, Chief Technology Officer 

Brad Moore, Associate Director of Admissions 

Erika Syktich, Administrative Assistant and Cafe Director 

Lindsay Snyder, Student Services Director, Huntingdon 

Penny Pifer, Financial Aid Advisor 

Barbara Martini, Career Services Director 

Nicole Thorp, Admissions Representative 

Karen Alderton, Director of Financial Aid 

Torn Anderson, Controller 

Rebecca Rhoades, Student Services Director, Oil City 

Jan Pepperday, Student Services Director, Philipsburg 

Jaye Navasky, Admissions Representative 

Sue Champion, Adminis trative Assistant, Oil City 

Cindy Neville, Curriculum Chairperson and Instru ctor 

Darren Kite, Curriculum Chairperson and Instructor 

Howard Divins, Curriculum Chairperson and Instructor 

Dr. Helen White, Curriculum Chairperson and Instructor 

Cathy Steiner, Faculty Men tor and Instructor 

Brenda Heschke, Instructor 

Carolyn Rhoades, Instructor 

Ryan Haggerty, Instructor 

Brad Mosier, Instructor 

Kristin Carnahan, Instructor 

Lisa Ogden, Instructor 

William Morri son, Instructor 

Lori Godissart, Instructor 

Heath Him es, Instructor 

Deborah Tka91 Instru ctor 
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Dennis DeStadio, Instructor 

Dan Kenned y, Instructor 

Connie Burkhardt, Instruc tor 

Andrew Motter, Instr uctor 

Marian Murph y, Instr ucto r 

Gary Davis, Instructo r 
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ACICS Application for Accreditation- PART 11 
Future Plans for the Institution 

Please provide an explanation of the future plan s for the instituti on, with spe cific references to planned 
changes in faculty, administration, physical plant, equipment, library, admi ssions and graduation 
requirements and standards, curriculum, increase or decrease in student bod y or faculty, and any other plans . 

DuBois Business College futur e plans-Ma in Campus. 

Personnel: Faculty and Administration 
We have had a few instructors retire over the past year. Wes Carnahan, Bobbi Spigle, and Tom Anderson. 
Tom still works at DBC, only in the capacity of Controller. Bobbi still works for DBC, in the capacity of 
Academic Dean Liaison to Campuses. Wes is on our Advisory Board and substitute teaches for DBC. With our 
enrollment being on the lower side, we did not need to hire any new instructors. 

We do have a new Industrial Design Technology program that has been approved at the Pennsylvania 
Department of Education, and we plan to submit it to ACICS and USDE for approval. This program has 
similarities with our Entertainment Production Business and Information Systems Support Technician 
programs of study. With the technology and machine manufacturing side of this program, we will need to 
hire one full-time instructor with a welding and machining background. Darren Kite, Kelli Molenkamp, Steve 
Wolfe, Brad Mosier, and Ryan Haggerty (current DBC instructors) can cover a majority of the classes and the 
new instructor will need to complement their strengths. 

We are currently doing some cross-training with Directors and our Acting Directors by asking current School 
Directors to visit and work at the different campus locations. (In the state of Pennsylvania, we are required to 
have an Acting Director on school location while classes are being held, if a Director is not present.) The 
Acting Directors at each school location have received training from Pennsylvania Department of Education 
and we plan to have them become more familiar with ACICS by attending a workshop or conference. 

Physical Plant and Equipment: 
Main Campus will be renovating the future IDT center, which would house equipment for the Industr ial Design 
Technology program. We are planning to establish WebEx rooms so that we can do some cross training and 
be able to work with all locations. 

Library/Learning Resource Center: 
The Library/Learning Resource Center is considering a new system to compute r ize all of our school locations 
with materials. Right now, our L/LRCs are stand-alone by school locat ion. Our IT team is working on some 
changes with regard to equipment and furniture. 

Admissions: 
We are working with Flying Cork Company in Pittsburgh to do more digital marketing and plan to continue to 
seek some new services from them. 

We plan to change the way we visit high schools for presentations and for awards. We want to change t he 
presentations that we currently use. 

750 First Street, NE, Suite 980 • Wash ington, DC 20002-4223 • t- 202.336.6780 • f- 202.842.2593 ewww.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



ACICS Application for Accreditation - PART 11 
Future Plans for the Institution 

We will be doing some more video and photo sessions to capture students and graduates from all school 
locations. 

Graduation Requirements and Standards: 

No planned changes or future plans. 

Curriculum: 
The Curriculum Chairpersons have finalized some changes. The program changes have been submitted and 
approved through the state, and we plan to finalize these by end of 2015. Cur riculum is always being updated. 
Consideration is being given to Entertainment Production Business having a two part curriculum, which could 
cause it to become two programs. One would be graphic design with computer animation, the other would be 
computer animation and video/film. 

Student Body/Enrollment: 
Current enro llment has been on the lower side. We anticipate enrollment increasing due to the new major. 
We are continuing to work with agencies. We are sending admissions personnel for more training. We have 
some new ideas to increase our workshop offerings. 
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ACICS Application for Accreditation -PART 11 

Self- Study Narrative Revised: May 11 2013 

All supporting documentation and exhibits referenced in this Self-Study Narrat ive must be maintained at the campus location for 
review by the accreditation visit team - Do not submit your supporting documentation with this application. 

INSTITUTIONAL PROFILE 

INSTITUTIONAL INFORMATION 

Name: 

Address: 

ACICS ID Code: 

DuBois Business College 

One Beaver Drive 

00011225 

Campus Class ificat ion: Main ISi Additional Location D 
If an additio nal location, please provide the following information: 

Main Campus Name: 

Main Campus Address 

Main Campus ID Code: 

History of accreditation with ACICS and with other agencies: 

DuBois Business College has been around since 1885. The College sought and received accreditation status in 1970. 

Brief history of the institution: 

The DuBois College of Bus iness accepted its first students in 1885. Records indicate it was the largest building in 
America devoted exclusively to commercial education. The founder and original proprietor of the DuBois College of 
Business was Mr. J. N. Woolfington. The original building was situated just north of downtown DuBois , near the 
present day Best Western Motel. Throug h the years , DuBoi s Business College educated many of the area's bus iness 
leaders and profes sionals. In so doing , the College contributed to the success of many enterprises and communities in 
the region. That spirit of concern for professional and personal development continues to be reflected in the school's 
philosophy today. DBC has seen many changes in its 130 years. One thing that hasn't changed is the hard work ethic 
and sincere concern for all the students who come seeking a quality education and a brighter future. Over the years the 
College has grown . 

The College moved to a new building in 1970 on Beaver Drive, where it exists today. An administrative center was 
added in 1983 for counseling, financial aid, administration, and video conferencing. In 1984, 3 apartme nt complexes 
were built for student housing. In 1991, conference room space was added. In 1992, DBC added two branch campuses 
in the areas of Huntingdon and Oil City, Pennsylvania. In 2005 the College transformed existing librar ies into modern 
learning resource centers equipped with a certification center. In 2010 DBC expanded again and added an annex and a 
student cafe. The College changed ownership in 2001, and was purchased by 7 current DuBois Business College 
employees, all with 15+ years service to DBC. The Board of Director s and owners are: President, Jackie Diehl 
Syktich, (1982 DBC graduate and 35 years in DBC administratio n); Vice President, Karen Alderton, (32 years in DBC 
financial aid administration); Academic Dean, Mary Jones, (16 years DBC instructor and DBC administration for 17 
years); Treasurer, Frank Burt, (33 years at DBC--25 years as DBC instructor); Carolyn Rhoades (17 years as DBC 
instructor), Brenda Heschke (DBC graduate and 33 years as DBC instructor) , Cathy Steiner (DBC graduate and 37 
years as DBC instructor). 

List of recent (past three years) complaints or adverse actions and current status: 

DuBois Business College's last accreditation visit was 2008 and all three locations received Honor Recognition Status 
with ACICS with grants of accreditation for 8 years. In 2012 DBC submitted the ACICS Self-Study Interim Report. In 
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20 14, Ms. Obi from ACICS visited the Philipsburg (additional location /learning site application) for review. All went 
well. 

List of contracts or agreements with other institutions or ent ities : (consort ium agreements, articulation agreements, etc.) 

The College has no contracts with other institu tions or entities . DBC leases property from Mo Valley Economic 
Development Partner ship in Philip sburg, for the additiona l locat ion/learnin g site. DBC has vario us Articulation 
Agreemen ts with other Colleges to allow DBC graduates easier access to transfer credit. Dual Enrollment Agreements 
are done with local high schools, in case a high school student could attend a class while still in high school. 

List of international activities: 

DuBois Business College has no international activities. 

Description and scope of distance education activities: Hybrid D 

Participation in Federal Financial Aid Programs : Yes 1Z1 
INSTIUTIONAL CHANGES 

Fully Online D 

No □ 

Descript ion of major changes since the last institutional review in the followi ng areas : 

Management: Susan Ramey became the Director for the DuBois Business College Huntingdon County 
Campus upon Jeannine Coursen's retirement in 2010 . Terry Khoury became the Director for DuBois Business College 
Oil City Campu s. Kathryn Brown (former Oil City Campu s Direc tor) retired in Decem ber 20 14. 

Change of Ownership: The College did not have a change of ownership. 

Program offerings: Associate in Specialized Business Degrees: Accounting /Business Administration, 
Administra tive Medical Assis tant, Clinical Medical Assistant, Computer Applications/Manageme nt, Execut ive 
Assistant, Entertainment Produc tion Business, Information Systems Support Tec hnician, John Russo Movie Making, 
and Legal Assistant. Diploma programs: Accou nting Assistant, Compute r Systems Support Technician , and Office 
Assis tant. 

Curriculum: Some curr iculum change s will be submitted within 2015. 

Institutional de livery: DBC is anticipati ng offeri ng less than 25% of the Entertainment Production Business program 
of study in an on-line format as an option. 

Other changes: None. 

1. MISSION, OBJECTIVES, AND INSTITUTIONAL EFFECTIVENESS 
Every educational institution should have a mission, which is its specific purpose for existing. The mission of the institution must be 
stated in the school 's catalo g and in other publication s readily availab le to the public. The mission must be completely, clearly, and 
simply stated in terms readily understandable by a prospective student , parent s, the public , and other educational institutions. The 
mission should be devoted substantially to career -related education and should be reasonable for the program of instruction and 
facilities of the institution. Each institution should be capable of demon strat ing its educat ional effect iveness through assessme nt and 
documentation of stude nt outcome s. Thi s assessme nt must include ev idence that the institution's annual retention and placement 
rates are in keeping with its mission. The institution 's mission statement should be consistent with educational and emp loyment 
outcomes of its students. In respond ing to the quest ions below , please consult Sections 3-1- 100 through 3-1- 113 of the 
Accreditation Criteria. 

MISSION AND OBJECTIVES 

1.1 How was the mission developed? 

The College has had a mission statement since 1885. Consultation with current administratio n and faculty, as 
well as input from our advisory board members, has allowed us to keep our mission statement current. 
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1.2 Stat e the institution 's miss ion and supporting obj ectives. 

Our mission is to pro vide quality education that is effectiv e for a suc cessful bu siness career. We will 
accompl ish this throu gh qualified professional instruction and the latest technica l equip ment perti nent to the 
business environment. Our resu lts will be grad uates with the marketable skills needed for gainful emp loyment, 
good character, proper work habit s, and technical know ledge. 

WE BELIEVE that a private business college should give men and women effec tive tra ining for business life, 
help them select careers in line with their natura l apt itudes and des ires, and assist them in obta ining satisfacto ry 
employment upon gradu ation. 

WE BELIEVE that a priva te bus iness college should take a perso nal interes t in the welfa re of each student and 
stimulate the deve lopment of good character and proper work habits. 

WE BELIEVE that a private bus iness college should combin e the co nduct of an educat ional institution and the 
operation of a business enterpris e. It shou ld pion eer in the dev elopm ent of teac hing techniq ues and main tain 
with vigor and dignity the unique place a private business co llege occupies in our system of ed ucatio n. 

WE BELIEVE that those principles have been largely respo nsible for the leaders hip in business ed ucatio n that 
DuBois Business College has prov ided to youth, adults, and industry since 1885 . 

WE BELIEVE that in designing the various programs of instruction the aim is to prov ide traini ng broad enough 
to develop habits of clear thinking and sound judgment in the varied experie nces of modern business. To thi s 
end technical training is the major part of each curriculum so that the grad uate may be assured of havi ng 
marketable skills needed in today's global marketpl ace. 

1.2.1 Cite where it is fou nd in the cata log . 

Page 4 of the DBC Catalog 20 12-20 15. 

1.2.2 Explain how the support ing objectives are devoted substant ially to career -related education? 

The supporting objective s are spec ific to career -related educa tion in that DBC offers skill -based 
instruct ion that is relevant to today 's workforce . Technical training is the major part of each curriculum, wh ich 
assures graduat es that they will obta in marketable skills for today' s jobs. DBC relies on specific computer 
training and requir es severa l majors to have compu ters for work outside the classroom. All students are issued 
Nextbooks so that they can be connected all the time. 

1.2.3 Explain how the supp orting objectives are reasonab le for the program(s) of instruction , mode of 
delivery, and faci lities of the cam pus? 

The College admi nistration believe in hands-on and technical ski lls that are relevant in the mode rn 
business office. Our objective s are to give men and women effective training for business life. We operate 
like a business. The College' s classes are held Monday through Thursday from 8 a.m. to 4: 15 p.m. We also 
operate on a bus iness calendar system. We start our tenn s at the beginning of Jan uary , April , July, and October. 
We end our terms at the end of a bus iness quarter: March , June, September , and December. Students attend 
year -round and the term breaks are short so that students can "touch the future faster," which is our motto. 

1.3 Explain how the faculty, financial resources, physica l pla nt, admi nistra tion , manageme nt, and educational 
activities contribute to the implementat ion of the inst itutio n 's mission. 

Our emplo yees are ro le models and set good exam ples for our students and also the College overa ll by their 
standard s as pro fessio nals . Faculty are committed to providing the studen ts w ith the know ledge and skills 
nece ssary to be successfu l in a business career. The College has financially met the need s of the students by 
cont inuing to impro ve the faci lity as well as the eq uipment/furnis hings of all of the DBC campuses. Financial 
resource s are appl ied to improving the structure, equipment , and overa ll fac il ities in order to create and 
maintain an environme nt conduc ive to learning. DBC's management team is committe d to serv ing our students 

750 First Street, NE, Suite 980 .Washington, DC 20002-4223 e t-202.336.6780 ef -202.842.2593 -.Vww.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



AC IC S App licatio n for Accreditatio n - Se lf-St ud y Narrative 
Page 4 of 49 

Revised : May!, 2013 

and our employers --who hire our students, which contribute to the implementation of the school's mission. The 
management team surveys loca l businesses and consults our advisory board to assure that our students are 
obtaining the skills required for success in today's business environment. 

1.4 What are the provisions for ensuring that the mission is subjected periodically to critical review by the 
administration and faculty to determine if the campus is fulfill ing its educational mission and meeting the needs 
of the comm unity? 

The mission statement and object ives are reviewed every year by the College employees when information is 
reviewed for the catalog, the website, and the Campus Effectivene ss Plan. In-serv ice sess ions and advisory 
board meetings are examples when our mission and objectives are revealed and the relevance of today's student 
and our education are reviewed. The corporate management team also review the Mission and Object ives 
annually. 

1.5 How do degree programs emphasize both the achievement of vocational object ives and general education? 

The Pennsylva nia Department of Educat ion has strict guideliines for being able to award the Associate in 
Specialized Business Degree . We follow those guidelines by offering occupational specific content with 75 to 
80 percent of the courses being vocationa l in nature. General educat ion is importan t to the outcome of each 
degree program and we allow for 20 to 25 percent. Therefore , the administrat ion meets with graduates each 
year to determine the effectiveness of all classes in each program of study. Surveys , advisory board meetings , 
meetings with publishers, employers, and teacher job shadowing give us insight as to the coursework necessary 
with which to give balance to the overall educatio n within our programs . 

1.6 Desc1ibe the administration' s plans for any changes in the institution's mission and/or supporting objectives . 

The mission statement is a critical part of steering DBC. Any change that is made to the mission statement is 
not taken lightly and is reviewed over and over again . We need to be certain that the change is important 
enough to change our mission. Changes are continually being done through short-term goals and long-term 
goals. Currently we are satisfied with our missio n statement and object ives and have no plans to change our 
stated missio n or objectives . 

INSTITUTIONAL EFFECTIVE NESS 

1.7 How was the campus effective ness plan (CEP) developed? 

The campus effect iveness plan is developed with input from all employees . The initial writing of the CEP was 
done by Jac kie Syktich, President/CEO. She reviewed the CEP with the corporate management team and 
through this collaborative effort and teamwork the cun-ent plan was written. All of the DBC loca tions operate 
with the same campus effectiveness plan. The CEP is a guide/map for the College administration to maintain 
and docume nt the overall effective ness of the College . 

1.7.1 Who is responsibl e for implementing and monitoring the plan? 

Jackie Syktich, President, is responsible for implement ing and monitoring the plan . 

1.8 What are the annua l retention and placement rates for the campus, if applicable, for the past three years? 
(Provide the number s used to calcu late the rates, and explain as necessary .) 

Year:2014 

Year:2013 

Year:2012 

Rate:9 1 % P/76% R DuBois Camp us; 72% P/85% R Huntingdon; 20% P/85% R Oil City 

Rate:89% P/87% R DuBoi s Campus; 80% P/93% R Huntin gdon; 80% P/83% R Oil City 

Rate:92% P/86% R DuBoi s Campus; 83% P/79% R Huntingdon ; 71 % P/83% R Oil City 

Explanation (if necessary) 

We use the spreadshee t that is provided by ACICS for the Campus Accountability Report. 
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1.9 How do these annual retention and placement rates compare to prior rates, if applicable, and to rates at similar 
institution s? 

The majority of DBC graduates/completers want to work within one hour of their hometown. We are proud of 
our ability to continually improve our local labor market with quality, well-educated graduates. We want to 
always improv e our retention rates and we are able to manage that through our admissions process, entrance 
assessme nt, and orientation process . We want studetns who choose to attend DBC to understand that they need 
to have a vision to be a DBC graduate! At every orientation we ask the students if they were referred by a DBC 
graduate or student and 70 to 80 percent say YES. 

1. 10 What are the campus' retention and placement goals for the next reporting year? 

Retention: 78 Placement: 85 

I . I 0.1 What factors were taken into consideration when developing these goals? 

The corporate management team considered the placement rates over the five year period and were 
pleased with student and graduate surveys. The Career Services Director feels confident with the job 
opportun ities and the amount of job requests that she has been receiv ing that we will be able to 
maintain and meet the 85% placement rate. In meeting with the Academic Dean and her meetings with 
faculty, concern is a factor with retention. We have noticed that several prospective students and 
students currently attending DBC have attended two and three colleges before coming to DBC. We are 
be ing conservative with our retentio n rate, since there seems to be a trend with some of our younger 
traditional student population to just quit attending. 

1.1 l Explain how the activities undertaken to meet the retention and placement goals enabled the campus to maintain 
or improve retention and placement outcomes over successive years? 

We added support from two DBC employees for follow -up with placement assistance. Pam Hertlein and Tony 
DeStadio have contacted students and employers and spoke n with grad uates about their employer and job 
duties. We continue to monitor the attendance reports submitted daily by instructor s. Fortunately we are a 
small school so faculty know their students and refer students at risk of succeedi ng to the Academic Dean or 
Director immediately. Befor e a student begins their training at DBC , there is an orientat ion process that covers 
retention and placement and its importance. We also do a behavioral assessment (DiSC) with each student to 
help understand their learning style. We feel that this helps contribute to successfu lly reta ining students when 
you understand their style. 

1.12 What data are utilized to evaluate the following elements: 

a. Level of graduate satisfactio n 

We survey all graduates and share this information with faculty and administration. We also annually 
invite our graduates to attend an advisory board meet ing where the College administrntion and 
Advisory Board members get to ask questions to the graduates about the success and their overall 
satisfaction with the education they received and whether it applies to their employment. 

b. Level of employer satisfaction 

Students are required to take the Professional Career Planning class. One of the components of that 
class is to do career job shadowing hours. Students must submit a written document from the employer 
for review by the instruc tor. Thi s information is reviewed by the Career Service s Department and 
College Director s. 

c. Student learning outcomes 

Prior to beginning training at DBC students are required to take entrance assessments . One assess ment 
is for basic math and English comprehension. The other assessment is a Wonderlic Test which 
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evaluates their ability to reason and learn . Students are also given advanced placement exami nations to 
deter mine the classes in which they will begin their studies. Once in class the College administers 
midterm examinations, and midterm deficiencies are given to students who may need more assistance. 
Finals and/or class projec ts are given and reviewed each term over tenn break by the administratio n to 
review how students are progress ing and maintainin g acade mk progress . Our computerized school 
administra tion system (CSA, which stands for Creative School Applications) gives us sophist icated 
reports to review student learnin g outcomes. Curric ulum Chairp ersons review outcomes and academic 
issues with the Academic Dean. 

I . I 2. I Explain how the data is collected and used to improve educatio nal processes for the following elements: 

a. Satisfaction of graduates 

Graduat e surveys are reviewed with faculty for overall effect iveness of the graduate's training 
and to analyze career employment expectations and the grad uate's preparedness . 

b. Satisfaction of employe rs 

Employer feedback and surveys are reviewed by adminis tration. The Career Services 
Department uses the data to assess what employers want, and whe ther we are meeting those needs. 
Teacher job shadow reports are reviewed with administration to make decisions on curriculum 
relevance and its role in the education process. 

c. Studen t learning outcomes 

Curriculum Chairpersons review outcomes and academic issues with the Academic Dean. 
Administration reviews the school's compute r generated reports and evaluates the overall student 
learning outcomes . Thi s information and data is shared with faculty and admini strat ion at in­
serv ice break-out sessions. 

1.13 How is the campus effectiveness plan evaluated? 

At the end of every term, the College Director s meet to review student outcomes, placement goals, student 
satisfaction, and graduate surveys, as well as employer surveys. This input is used to evaluate the campus 
effective ness plan. 

1.13.1 What is the schedule for evaluation? 

Evaluation is done each term; however, a formal review is done annually by the corpora te management 
team . 

2. ORGANIZATION 
Each institution should have an organ izational struct ure designed to promote among all staff a spi rit of understanding , cooperatio n, 
and responsibility. Performance standard s and monitoring co ntrols need to be employed to insure adequate administrative 
functioning. The annual budget expenditures should be adequate to prope rly impleme nt the stated ed ucationa l objectives of the 
inst itution. In responding to the quest ions below, please co nsult Sections 3-1-200 through 3-1-203 of the Accreditation Criteria. 

2.1 Describe the governance, control, and corporate organization of the institution and cite where it is stated in the 
catalog . 

DuBoi s Business College campuses are private, co-eduational colleges of business. DuBois Busin ess College, 
Incorporated, is a profit-making corporation in the Commonwealth of Pennsylvania , overseen by corporate 
officers/board of director s. See page 6 of the DBC Catalog 20 12-20 15. 

2.2 How does the administration ensure that faculty and staff clearly understand their duties and responsibilities, the 
person to whom they report, and the standard s by which the success of their work is measured? 
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Each employee is given an Employee Handbook Packag e, which describes job description , job duties, benefits, 
etc . Along with this information is the Organization Chart. The chart outlines the entire corporation and lists 
each employee and his/her title. The organization chart is also posted on the employee bulletin bards. Job 
descriptions are on file. We have a board of direc tors and a corporate management team: 

Board of Directors: 

Jackie Syktich, President 

Karen Alderton, Vice President 

Mary Jones , Secretary 

Frank Burt, Trea surer 

Brenda Heschke 

Carolyn Rhoad es 

Cathy Steiner 

Corporate Management Team: 

Jackie Syktich, President 

Mary Jones, Academic Dean 

Sue Ann Matia , Student Services Director 

Karen Alderton, Financia l Aid Director 

Gail Urban, Director of Finances 

Susan Ramey , Huntingdon County Campus Director 

Terry Khoury, Oil City Campus Director 

Steve Wolfe, Chief Technology Officer 

Barbara Martini, Corporate Career Services Director 

Faculty and staff are reviewed annually by the President and Academic Dean. Formal and informa l evaluations 
are done also throughout the year. 

2.2.1 How is this documented? 

Employees are asked to sign verifying that they have received the Employee Handbook Package . A 
copy of this information is kept in the employee's file . 

2.3 How does the administration monitor and evaluate activities of faculty and staff? 

The College Directors oversee the entire school operation. The Academic Dean oversees the instruct ional staff 
on academic issues. The College does an evaluation of the school and classroom instruc tion via a quarterly 
survey form given to each student. The administration reviews the forms. We also have classroom 
observations, announced and unannounc ed. The staff is monitored on a daily basis with regard to work 
performance . Formal and informal evaluations are given based on employee years of service and with regard to 
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job position. The College also has employees complete a self-evaluation form that is reviewed by the College 
Director, and then the President. 

2.4 Describe how the administratio n provides for the professional integrity of the staff and the academic freedom of 
the faculty. 

The College faculty and staff are required to read and comply with the Staff and Faculty Handbook . Both 
faculty and staff members must exemplify a high level of professional integrity. The College administration 
ensures this level of professionalism through student feedback and by offering training through in-service 
sess ions. The faculty and staff belong to various professional organ izat ions and attend seminars relating to 
their specific duties. DBC believes in professiona l growth for employees . We have partnered with The Pacific 
Institute and have implemented their Strategies for Success plan. We have been worki ng with them for over 11 
years. In-service training sess ions prov ide employees with an understand ing of profess ional integr ity issues and 
the break-out sessio ns allow the faculty to give input and decide instructional policy and to suggest changes to 
curriculum. Our Advisory Board meets with faculty and staff once a year by attend ing the summer term in­
service day. Faculty and staff are asked to provide input to the employee handbook , DBC catalog, DBC 
website, cmTiculum, DBC policy , and course syllabi. The Academic Freedom Policy is in the DBC employee 
handbook. 

2.5 How is the policy for ensuring academic freedom communicated to faculty? 

Faculty members are free to exercise academic freedom as described in the Faculty and Staff Handbook while 
operating within the structure deve loped by the College . 

2.6 Describe the grievance policies and procedures for studen ts, employees, and other interested parties. How are 
stude nts, faculty, and administrative staff made aware of these policies? 

Page 58 of the DBC Catalo g describes the policy. This is given to all students and is reviewed at the 
admissions appointment and orientation. 

2.7 Describe any plans for the improvement of the organization. 

The College has moved some of the admin istrat ive offices to allow for a workflow that is more efficient. 
Continued administration tasks are reviewed with employees. The College administration has added Acting 
Directors and have sent them for training with the Pennsylvania Departm ent of Education. Our goa l is to make 
sure that we have employees who can cross-trai n so that we have qualified and trained administration while 
providing for future advancement of other administrative staff when an opening or opportunity arises within the 
organizatio n. 
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Each inst.itution must coordinate its administrative functions to best serve its educational mission. All staff should be well trained to 
carry out administrative functions . Detailed record keeping enhances the management of the institution. In responding to the 
questions below, please consult Sections 3-1-300 through 3-1-303 of the Accreditation Criteria. 

3.1. Who is the on-site admini strato r and what are that person's qua lificatio ns for this position? 

The Chief Executive Officer is Jackie Diehl Syktich who is on-site and has been with the Colleg e 
since 1980. (She is a DuBois Business College graduate!) During her 35 years of service with 
DuBoi s Business College she has had the opportunit y to work and be involved in every department of 
the Colle ge. She began her career at DBC as the Administrative Assistant to the President. Over the 
years she worked in the admissions department , placem ent department , financial aid department , 
faculty/academic liaison, and then was promoted to Acting Director. She then became Corporate 
Director in charge of all campus locations. For the last 15 years she has been the President/CEO of 
DuBoi s Business College. Jackie is a graduate of DuBoi s Business College; attended Liberty 
University; 1987 graduate AICS Leadership Training Institute for School Administrators in Virginia; 
RULE Leadership Graduate (2005-2007) Penn State Universi ty; Anstine Republican Women's 
Leadership Program graduate (2012-2013). Jackie was also appointed by the Governor to be a Board 
member of the State Board of Education, Pennsylvania Department of Educa tion in Harrisburg, 
Pennsylvania. She serves on the PA Department of Education's Executive Committee and Review and 
Recomm endation Commi ttee. She also has been a Chairperson for the PA Department of Education's 
Degree Grantin g Division, Degree Evaluation Teams . 

We have Schoo l Director s at each school location. The Pennsylvania Department of Education 
requires private licensed schools to have a Director and/or Acting Director on location when school is 
in session. 

The School Directors are: 

DuBoi s Main Campus: Jackie D. Syktich, President ; Gail S. Urban , Acting Dir ector ; Sue Ann Matia, 
Acting Director, and Rachel J. Syktich, Acting Director. 

Huntingdon County Campus: Susan Ramey, Director ; Howard Divin s, Acting Director ; Lindsay 
Snyder, Act ing Director; and Brad Moore, Acting Director. 

Oil City Campus: Terry Khoury , Director ; Andrew Mott er, Acting Director; and Rebecca Rhoades, 
Acting Director. 

Philipsburg Campu s Addition: Janice Pepperday, Act ing Director; and Jaye Navasky, Act ing 
Director. 

Each of these employees must meet the criteria for working in school administration and supervisory 
exper ience for a combination of at least 3 years . 

Qualifications are listed for each: 

Jackie D. Syktich, 35 years in school admini stration/ supervisory experience. 

Gail S. Urban, 28 years in school administration/supervisory experience. 

Sue Ann Matia , 17 years in school administration/supervisory experience. 

Rachel J. Syktich, 5 years in school admini stration/supervi sory experience. 
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Susan Ramey, 18 years in school administration /supervi sory experience. 

Howard Divin s, 14 years in school admin istration/supervisory experien ce . 

Lindsay Snyder, 5 years in school administration/supervisory exper ience. 

Brad D. Moore, 4 years in school admini stration/supervisory experience . 

Terry Khoury, 11 years in school administration/supervisory experience. 

Andrew Motter , 8 years in school administration/supervisory experience. 

Rebecca Rhoade s, 3 years in school administration/superviso ry experienc e. 

Janice Pepperday, 6 years in school admini stration/supervi sory experience . 

Jaye Navasky, 6 years in school administration /supervisory experience. 

3.2. How does the administration provide for continu ous evaluati on of the follow ing function s : 

a. Programs of study 

Program s are reviewed and discussed annually. When the catalog is being reviewed, all 
faculty members are included in the evaluation of programs of study. Cunic ulum Chairpersons 
receive information from faculty within their programs. We invite our book publi shing 
companie s to come in and meet with employe es and spend time regarding industry trends, new 
programs, career and industry outlook, book s, materials, etc. Speaker's Term is held every 
Spring Term . Industry guest speakers come in to talk to student s, faculty, and staff about 
business and expectat ions in the work world. The Advisory Board meets with faculty and 
discusses program objectives and outcomes. 

b. Student activity programs 

The students at all campuses have a "common time" in the middle of the day to be used for 
lunch, extra-cunicu lar student activities, and school clubs. There is an advisor ass igned to 
each student activity/club. We have many student s who comm ute to our school , so we do most 
of our activities at their convenience. We have a Student Council, which is a student 
government--or voice to our administration. Some of our other student organ izations include: 
Sorority--Delta Beta Chi; Fraternity--Sigma Delta Phi; Christian Fellowship; Student 
Newspaper; etc. Students enjoy activities such as the Christmas Dinner/Dance; Fraternity 
Breakfas ts; Game Nights; etc. The clubs participate in educational field trips as well as fun 
activity trips. Students raise money and volunteer their time for charitable non-profit agencies 
such as Make-a-Wi sh, American Heart Association, Agape Community Services, Pentz Run 
Youth Services, etc. The College admini stration has an Awards/ Appreciation Party each term . 
Entertainment and food are provided to all students. Recognition and awards are given to 
students with leadersh ip roles in the Clubs and to the graduates who will be leaving at the end 
of the term. 

c . Guid ance services 

Admissio n guidance is done through the admissions department. All students are required to 
visit the College and observe classes. We like for the student s to meet with faculty , students, 
and participate in the day 's events. 
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Academic guidance is done through our computerized school system, which allows us to 
monitor students who need to improve their grades or may need to adjust their schedule load. 
The Academic Dean oversees the midterm deficiency process, satisfactory academic progress, 
and finals. Midterm evaluation is completed and deficiencies are provided to students in 
writing. Students are asked to meet with their instructor for guidance regarding midterm 
deficiencies. Tutoring/extra help is made available to students via the instructors' office hours. 
We also have a peer student/tutor system available. Students not making satisfactory academic 
progress meet with our administration to ensure their success; madator y tutoring is also 
required of all students with a QPA of less than 2.0. 

Orientation is required for all students prior to entering classes. The administration reviews the 
catalog and student handbook items so that students are aware of the rules of the school , as 
well as understand their program of study. Review of computer technology is also done. 

Counseling services are available at all school locations for students who may have personal 
issues for which they need assistance. These services are outlined in their student handbook 
based on school location. 

d. Financial aid services 

Financial aid services are provided to all students at each campus. The Corporate Financial 
Aid Director is at the main campus. There are three financial aid advisors who can offer 
student financial aid support. The College also uses a servicer for financial aid, which is 
Student Aid Administrators. 

e. Instructional procedures 

Instructional procedur es are reviewed with the faculty through the Academic Dean and via 
faculty meetings . Minutes are kept of all faculty meetings and are reviewed with instructors 
who were absent and also new instructors. Lesson plans are submitted by each instructor and 
kept on file. Faculty members work closely with each other in exchanging procedures. The 
Academic Dean oversees the faculty and coordinate s the various departments. Cathy Steiner is 
the mentor instructor for all faculty members. There are Curriculum Chairpersons for program 
areas: Cindy Neville, Medical; Steve Wolfe, IT and EPB; Darren Kite, Industrial Design 
Technology; Bobbi Spigle, Executive/Legal/Office Administration/Genera l Education; 
Howard Divins, Computer Applications/Management; and Dr. Helen White, 
Accounting/Business Administration. 

f. Instructional resources 

The Library/Learning Resource Center committee coordinates these services. Jackie Syktich 
and Sue Ann Matia are in charge of the Main Camp us Library. Susan Ramey and Lindsay 
Snyder are in charge of the Huntingdon County Camp us Library. Ten y Khoury and Rebecca 
Rhoades are in charge of the Oil City Campus Library. New textbooks, computers, software, 
and other material s are given to the instructors for review and possible adoption/purchase. 
Publishers meet with our school personnel regularly. 

3.3. What evidence is on file to verify degrees of professional staff whose degrees are listed in the catalog? 

We do not list degrees for professional staff in our catalog, only our instructional staff, and we can 
verify their degrees through the copies of their officia l transcripts that are kept on file at each school 
location. 
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3.4. What records are kept relative to the following areas: 

a. Financial aid activ ities 

Complete financial aid records are kept on file for each student. Each student has a special 
financial aid folder. These written financial aid records relate to all institutional, federal, state, 
private aid applicants and recipients. We also have a computerized school administration 
system, CSA, which allows for our administration to have access to this data in an electronic 
format. We also work with SAA, Student Aid Administrators, who is our financial aid servicer. 

b. Admissions 

We use a computerized school administration system called CSA to track and record all 
admissions data. 

c. Curriculum 

The computerized school administration system, CSA, maintains and updates our curriculum 
as needed. 

d. Guidance 

Instructors, admissions, financial aid , and other profe ssional staff memb ers provide guidance to 
student s on a continuing basis. We have an open door policy, as well as a suggestion box for 
all students. Each campus has access to a professional counselor that can be refened to in 
special counseling situations. This information is listed in the student handbook. 

e. Library or instructional resources 

Library and instructional resources are kept on file. Each individual book is coded for proper 
inventory. A computer system is in the library for students to access books. Each campu s 
location has access to the local public library , and as Pennsylvania residents have access to 
these libraries. Our instructors assign library/learning resource projects as part of the syllabi. 

f. Instructional supplies and equipmen t 

Instructional supplies and equipment records are maintained with serial numbers or other data 
required in the administrative office. Inventories of equipment and classrooms are also kept 
for insurance purposes. 

g. School plant 

School plant information (blueprints, electrical plans, etc.) is kept on file in the administrative 
office. Most of this information is also duplicated and kept in fireproof files with corporate 
records at the main campus. 

h. Faculty and staff 

Individual faculty and staff record s (official transcripts, applications for employment, 
personnel forms, etc.) are kept in the administration office. Every DBC employee has a file 
that is kept at the main campus location. 

1. Student activities 

Student clubs and organizations each have an advisor. Minutes are kept of the meetings. 
Treasurer report s are also done. Those records are submitted to the office by an officer of the 
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organization s and a copy is kept with the advisor. One checking account is used at each school 
location and is held by the advisor, along with another school official. 

j. Student personnel 

We do not have any students working for any of our College locations, nor do we have a 
College Work Study program. 

k. Campus Accountability Reports 

Campus Accountability Reports as well as the former Annual Institutional Reports are kept at 
each school location along with the backup data. Main Campu s in DuBoi s has copies of all 
CAR reports, and AIR reports for all location s. Our computerized school administration 
system also has all of this data electronically stored. 

3.4 . l Describe how student files are mainta ined and organized . If students records are maint ained 
electronically, descr ibe the system. 

Individual student folders are kept in the administrat ive offices in fireproof file cabinets. We 
also have student data stored electronicall y. Administrative personnel have access to the areas in which they 
are assigned. These files are networked for all school locat ions. Main campus personnel have corporate 
respon sibility for placement, admissio ns, scheduling, and student grade information. 

3.5. If applicable, what spec ific testing records and academic and career advising records are maintained by the 
campus for students admitted under an ability-to-benefit determi nation? Insert the analysis of the campus study 
evidencing the relationship between admiss ions test cut -off scores and successfu l academic or employmen t 
outcomes . 

We do not admit students under an "ability to benefit" determination. 

3.6. What procedures are used to ob tain evidence of high schoo l and/or college graduation or equivalency 
certificates with scores? 

During the admissions process, it is explain ed that all student s must show evidence of a high school 
transcript or the equivalency, GED . This information is collected and verified before a student can 
obtain admiss ion to begin studies at DuBoi s Business Colle ge. Student s with other postsecondary 
education are required to submit evidence of those credits so that transfer credit can be evaluated for 
schedulin g, as well as financial aid purpo ses. 

3.6.1 Descr ibe the procedures in place to ver ify that the crede ntial earned is from a recognized/leg itimate 
institution and not from a "diploma mill." 

The Admissio ns Director verifies that the school is recognized by the State Department of 
Education or that the school is accred ited and/or recognized by the United States Department of 
Education. 

3.7. What grad ing system does the campus employ to indicate student progress? 

DuBoi s Business College Grading System 

Grades and Quality Point s 

93-100% A Exce llent 4 points 

85-92% 

77-84% 

B Good 

C Average 

3 point s 

2 points 
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1 point 

0 point s 

0 point s 

3.7.1. What is the unit of credit (semeste r, quarter, or trimester) used or clock hour? 

Quarter credit is awarded for each class. We use the measure of 15 lecture hours equates to 
one credit and 30 lab hour s equates to one credit. 

3.7.2 . How does the campus ens me that a transcript is maintained for each student ? 

We have a computerized school admini stration system, CSA, that maintain s all student records 
electronically. We also have paper copies of student records maintained in folders, which are 
kept for over 50 years, along with the electronic copy. 

3.7.3. How is the grading system explained on the student's transcrip t? Is it consistent with the campus 
catalog? 

The grading system is identifi ed on the student transcript and is identical to the one in the 
school catalog. 

3.8. How are records and reports (e.g., student, staff, financial) housed so that they are safe from theft, fire, or other 
possib le loss? 

Our student records and report s are kept in fireproof files. The computerized school administration 
system, CSA, is backed up daily. The material is also replicated off-site to ensure it is safe. 

3.8.1 If the camp us utilizes comp uterized record keeping, what are the back-up procedures? 

The computerized school admini stration system, CSA, is backed up daily. The material is also 
replicated off-site to ensure it is safe. 

3.9. How long are student records maintaine d by the campus? 

The College was established in 1885, and the college still has those record s. Our cun-ent computerized 
school administration system has archived records since 1980, and we have them electronically 
available to admini strative personnel. 

3. 10. Describe any plans for improve ment in the administration. 

Fortunately, we have a core group of administration who have worked at DuBoi s Business College 10 
plus years. This has created an atmosphere of energy and security among the co-workers. We do not 
plan to make any major changes. 

We have added an Academic Dean Liaison position for a teacher who taught for many years at DBC 
and had wanted to retire. We asked her to work with each campus in the area of academic 
admini stration to ensure consistency among the school locations. This position is part -time, and is 
working well. 

We have also emphasized cross -trainin g among our school locations, and have asked employees to 
work at other locations for consistent school administration. 
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We continua lly seek to improve the quality of leadership among our campus locations by selecting 
employees to attend leadership programs that are one to two years in length. We also have promoted 
from within our employees so that advancement can be obtained. 
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An institution 's methods of attrac ting and retaining students often are subject to scrutiny and are of considerable 
concern to the public, to other educat ional institutions, and to the Council. An institution's recruitment effor ts should be 
devoted to locat ing and informing student s, in a professional and dignified manner, who the institution can best serve . 
Recruiting practice s contribute to an insti tution's image. Each institution also should strive to ensure that its financial 
relations with students reflect the highest ethical standards and are in conforman ce with all state and federal laws and 
regulations. Each institution is required to develop a program of student personnel services that is consis tent with its 
stated mission. Such services should support the educational program and reflect the institution's concern for the 
welfare of the student. In responding to the quest ions below, please cons ult Sections 3-1-400 through 3-1-442 of the 
Accreditation Criteria. 

ADMI SS IONS AND R ECRUITM ENT 

4.1 What is the admissions policy? 

Academic qualific ations are important; but equally impor tant are motivation, character, attitude, initiative, 
will ingness to work, and a desire to succeed. 

Each candidate for admission is considered individually on merit and potential. High schoo l graduation or its 
equivalent or GED is the basic requirement for admission. Other factors such as high school transcripts, rank in 
class, attendance , and persona l evaluations are carefu lly considered . Th rough career counseling most applicants 
can be directed into programs where they will obtain employable skills. 

Student s are encouraged to visit and tour the College, as well as observe classes , so that they may better 
unders tand what is expected. Students may observe classes free of charge. 

All students are required to take and to pass an entrance assessme nt. In addition students wishing to enter the 
Clinical Medical Assistant program must successfu lly complete a physical examination, have adequate 
immunizations, and pass a criminal record backgrou nd check. 

Students who come to DBC and have prior post-secondary training must submit their offic ial transc ripts to the 
College. DBC's policy is to review all course description s, and DBC reserve s the right not to accept credits that 
are more than ten years old; howeve r, determinatio n is made on an individual basis. 

4.1.1 Does the policy differ based on the credentia l awarded or program of study? 

Yes, as described above, the Clinical Medical Assistant program has different requ irements. 

4.1.2 Explain how the admissions policy adheres to the institution's mission. 

DuBois Business College expects students who are wanting to enroll at DBC to be able to express their 
desire to complete their education. The admiss ions team is diligent about meeting with the prospective 
student two to three times prior to the student applying to attend. This is in line with the mission 
statement in which we take a personal interest in the welfare of each student. 

4.2 If applicab le, what is the admissions policy regarding enrollment of ability-to-benefit students? 

Not applicable . We do not enroll ab ility-to-benefit students. 

4.3 What records are mainta ined by the campus to reflec t the basis for the admission of each student? 

Upon receiv ing the Application for Admission , an individua l file is started for the prospect ive student. There is 
a SOP (Standard Operating Procedure) label that is started to ensure that each student's file has the necessary 
entrance counseling, admiss ions assessments, high school transcripts, GED scores and/or diploma , and college 
transcripts if applicable. Once the stude nt has completed all of the necessary requirements, the admiss ions 
team determines the basis for which the student may or may not be accepted. Upon accepta nce, attendance at 
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orientation, and all completed necessary paperwork, the student is ready to start in the term for which they 
chose to enroll. 

4.4 Describe the student recruitment program. 

The admissions department visits high schools, open houses, career fairs, college fairs, etc. They also visit with 
agencie s who ass ist students in the education process, such as Office of Vocational Rehab ilitation, CareerLink 
with WIOA, and Chambers of Commerce. Students expressing interest in learning more about DuBois 
Business College speak to an admissions represe ntative . At that time an appointment is normally sched uled for 
the student to visit the College and speak with the admissions department , take a tour of the scho ol, meet with 
students, faculty, and staff. The student is asked to review the information, speak with family members and 
friends, and is then scheduled to observe classes to better understand the educa tion at DBC. The school cata log 
is reviewed with the student as well as their program of study. They are also scheduled to complete their 
entrance assessme nt, and to meet with the Financ ial Aid Department and Career Services. 

4.5 Describe how admissions represe ntatives are trained, compensated, and monitored. 

The Admissions Director trains the admissions team. Admissions meetings are held to discuss program s, 
catalog , and materials used in the admissions department. Admissions personnel are compensate d like all DBC 
employees, which is a monthly salary. 

4.6 Describe the policies and procedures regarding incoming trnnsfer of credit. 

Student s who come to DBC and have prior post-s econdary training must submit their offic ial transcripts to the 
College. DBC's policy is to review all course description s, and DBC reserves the right not to accept cred its that 
are more than ten years old; however, determination is made on an individual basis. 

4.6.1 Where are these policies and procedures published? 

DBC Ca talog page 55. 

4.6.2 Describe any articulatio n agreements with other institutions. 

We have Colleges and Universities that have articulation agreements with DuBoi s Business College 
such as: Indiana Unive rsity of Pennsylvania, University of Pittsburgh, St. Francis University, and some 
have informal agreements where they will work with students on an individ ual basis. We have several 
schools send an admiss ions representative from their school to visit DBC students and explain the 
opt ions that are ava ilable for transfer of credit to cont inue their postsecondary experience upon their 
graduat ion from DBC. 

4.6.3 Describe where the campus publishes a list of institutions with which it has established the agreemen ts. 

We have bulletin boards at our school locations that describe the colleges and univers ities that work 
with students on continuing their educat ion and transfer of credi t. 

4.6.4 Describe the process for notification to students of the articulation agreements and the transferability of 
credits in the programs that are offered. 

Student s either meet with the Admission Representative from the "future " school, or they meet with 
DBC School Di.rector or Academic Dean. Stud ents are asked to visit the prospective "future " school to discuss their 
class schedule and expected completion. 

STANDARDS OF SATISFACTORY ACADEMIC PROGRESS 

4.7 Who administers the standards of satisfac tory academic progre ss (SAP) for the campus and what are this 
individual's qualification s to administer SAP? 

President Jackie Syktich, and Academic Dean Mary Jones are the individuals who review all student SAP 
progress. There is a computerized school admin istration syste m that refers students to SAP monitoring. This 
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list is reviewed every term for every school location and for every student. The President has been with the 
College administrat ion for 35 years, and the Academ ic Dean has been with the College for 30 years, as a faculty 
member, department chairperson, and then in administration. 

4.8 How does the campus determine if a student is making satisfactory progress according to the policy? 

Standards of academic progress are found on pages 52 and 53 of the DBC catalog. At the end of each term, all 
students transcripts are reviewed for completed classes, grades, and credits attempted. DBC's computerized 
school administrat ion system softwa re alerts the DBC administration of any students that may be in jeopardy of 
not meeting SAP. 

4.8.l Who reviews the student' s records and advises the student? 

The President and Academic Dean review each student record, then meet and discuss the matter with 
the individual schoo l locatio n Director, at which time a determinat ion and plan is discussed. The 
Academic Dean and/or School Director advises the student. 

4.8.2 Who monitors probation? 

DBC President and Academic Dean. 

4.8.3 How is attendance verified? 

DBC has a Compute rized School Attendance system that is on-line and can be viewed by all students 
thro ugh their user name and password. Faculty member s are respon sible for taking attendance and 
entering the information electronicall y through the DBC attendance system. 

4.8.4 How is the cumulative GPA and percentage of successful course completion verified? 

We rely on CSA, to calc ulate the GPA and course successful completion. We also manually review 10 
to 20 percent of the student population randomly to ensure accw-acy. 

FINANCIAL RELATIONS 

4.9 If the institution sponsors institutional scholarship, grant, or loan programs, describe them and provide how 
they are public ized. 

DBC scholarships are offered and are listed in the DBC catalog on page 44. 

4.10 What evidence does the campus have that demonstrates the tuition, fees, and other charges for all students who 
enrolled at the same time and in the same program are consistent. If they are not consistent , explain. 

Pennsylvania Departme nt of Educatio n, State Board of Private Licensed Schools, must approve tuition and fees 
prior to publication of our catalog. Pennsylvania Depar tment of Education School Program Profil es are on file 
at each school location. Tuition and fees are listed in the DBC catalog on pages 42 and 43. 

4.1 1 What are the refund polici es and procedures? 

DBC's refund policy is stated in the DBC Catalog on page 43 and is in accordance with the Pennsylvania 
Departme nt of Education, State Board of Private Licensed Schools; and the United States Department of 
Education Title IV regulations and also ACICS. 

4.12 What are the qualificatio ns of the financia l aid officer? 

Karen Alderton is our Financ ial Aid Director. She has been with the College for over 30 years in this capacity. 
She is very knowledgeable in areas of financial aid . We also use a financial aid servicer , which is Ruth 
Chrismore from Student Aid Adminis trators. 
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4.12.1 In what activities does the financial aid officer participate to keep up to date on changes in financial aid 
programs? 

The financ ial aid team is expected to attend workshops, watch webina rs, and to be active in financia l 
aid organizations, in order to be successful at DBC. 

4.13 If applicab le, describe the system for counseling students regarding their student loan repayment obligations. 

Entrance and exit counseling with students is done by the financial aid team. The financial aid team also meets 
with each student to review their cost breakdown by term for their program of study. 

4.13.1 What is the cohort default rate for the last three years? 

Year : 2011 

Year: 2010 

Year: 2009 

Rate: 9.5 

Rate : 7.8 

Rate: 6.8 

4.14 If applicab le, describe the cash discount policy and provide evidence that it has been approved by the Council. 

We do not have a cash discount policy. 

STUDENT SERVICES 

4.15 Describe how the campus provides orientation for new students. 

The College has a formal orientation sessio n for all incoming student s each quarter. We review the catalog, 
student handbook, review policies and proced ures, and want them to get to know one anothe r prior to attending 
classes. Financia l aid personnel discuss the costs of attendance, grants, and loans . Career Serv ices personnel 
discuss graduation services and assistance with placement and the professional career planning class. 
Admini strative and admiss ions personnel discuss programs of study, class schedules, class times, and the school 
calendar. Students have the opportunity to take advanced placement examinations on orientation day also. 

Each faculty member has a br ief orientation with each student at the start of each term in each class to cover the 
class syllab us. Each campus has counseling services available to all students and employees. Students are 
asked to meet with particular staff members if the counseling that is necessary deals with schedul ing needs, 
financial aid information, placement, academ ic progress, etc. 

4.16 Describe all academic and personal counseling services offered . 

DuBoi s Business College offers academic counseling throughout the student's education that would include: 
Student Serv ices, Career Services, Academic advisement, and the school Director. For students who have 
personal counseling needs, the College subcontracts with a Counseling Service and pays for the counseling that 
is needed by the student. 

4.16.1 What are the qualifications of the staff responsible for the counseling program(s)? 

The Counse ling Service provides us with counselors with backgrounds in many areas of counseling as 
well as counselors with prac ticing degrees and/or licenses. 

Academ ic counsel ing is done by the Academic Dean and administrativ e staff that have been trained and 
have an understa nding of the College's academic schedule s, policies and procedures. 

4.17 Describe the retention program. 

Retention is key to all schools. It is import ant to understand what assistance can be given to help students 
complete their goal. We are a sma ll school so we have the ability to meet with all of our students and discuss 
their career goals. We track attendance for each student and contact them if we see that they are missing 
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classes. The admissions team is responsible for talking with students to make sure all is well. We have an open 
door policy and our admin istrat ive staff interact with students to make them feel at ease at DBC. We also 
monitor the student's academic progress. Faculty alerts the Academic Dean or School Director in cases where 
they feel that a student is not doing well academically or personally . Classroom surveys are comp leted 
thro ughout the school year to better assist us with student satisfact ion. 

4.18 Desc1ibe employment services offered to students. 

We have a Profe ssional Career Planning class that students are required to complete when nearing grad uation. 
Thi s class reviews the ir career goals, resumes, cover letters, and the interv iew process. Part of the cla ss is a 
mock job interview, which is scheduled for each student. Students are required to complete the professional 
etiquette port ion of the class and attend a luncheon where business manners and dining etiquette are discussed . 
We have a Career Service s Directo r who ass ists student s and employers with the employ ment proce ss. 

4.18.1 Describe how placement verificat ion is documented. 

The Career Services Department meets with all school directo rs and reviews the graduate's placement 
paperwork . Surveys and contact with each gradua te is done so that we know wha t is happening with 
each of our graduates. We meet with employers, contact graduates and alert them to jobs for which 
they would be qualified . We then do follow-up to make sure the job search proces s is going well. We 
deliver resume s, con nect with future employers in schedul ing interview s, and promote our graduates to 
local businesses . 

4.19 Describe the process used to conduct follow -up studies for graduate and employer satisfaction surveys. 

Graduate s are given surveys to complete. The Profess iona l Career Plann ing class is designed to ass ist students 
in the job search process. Surveys are submitted to employers for feedback. Our Career Services Director has 
been with DBC for many years and is very knowled geable in meeting the needs of employers. Our Advi sory 
Board meets with graduates one time a year to discuss their education and whether or not they are using their 
education in their jobs. 

4.20 Describe the programs of extracurricular activities, if any. 

We have Student Council organizations at each school location. The student counci l is the student voice for all 
stude nts. Minut es are kept of meetings and treasurer's reports are filed. The club officers meet with the 
Director of each school to discuss ideas/s uggestions. All student s are able to hold membership and are 
encouraged to attend meetings. The meetings are held during the common lunch time at each school so that all 
stude nts are available. Each club has a faculty or staff advisor. The clubs are active in rais ing funds for local 
charities. Club activ ities include: Christmas forma l dinner/da nce; baseba ll games, Hers hey Park Amuseme nt 
Park , Waldameer Water Park, Cook Fore st State Park , etc. The student clubs and organiza tions organize trips to 
Washington, DC, and to New York City. 

We have had student sports teams such as: Softba ll, basketball , volleyball, flag football, and bowling. 

DBC has been the recipient of the Community Cup Award from our local Chamber of Commerce. We have 
also been the recipient of the prestig ious Pennsylvania Association of P1ivate School Admini strato rs Award for 
Community Service . 

4.21 Describe any areas needing improvement in the area of relat ions with student s. 

We are pleased with relations with students. We would like to see more activities such as team sports . With 
decreased enrollment it has been more diffic ult for students to get teams organized. 

750 First Str eet , NE, Suit e 980 .W as hingt on, DC 20002-4223 e t-202 .336.6780 ef -202.842.2593 -.Vww.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



5. EDUCATIONAL ACTIVITIES 

ACICS App lication for Accreditatio n - Self-Study Narrative 
Page 21 of 49 

Revised: May!, 2013 

The major index of an institution 's quality is the effectiveness of its educationa l program. The educational program must 
be consistent with the stated mission, must be adequate in breadth and context to achieve it, and must produce 
measurable results. Another index of an institution's quality is the competence of its facu lty. The effectiveness of any 
institution depends upon good teaching and upon the ability and commitment of its faculty. The selection , orient ation, 
guidance, stimulation, and evaluation of the teaching staff are among the most significant responsibiliti es of the 
administration . The faculty should act ively partic ipate in developing the total educational program of the institution. A 
third index of institutional quality is the resources available to instructors and students. In responding to the questions 
below, please consult Sections 3-1-500 through 3- 1-544 of the Accreditation Criteria. 

Teaching hours, assignments, and schedules will vary from field to field and from institution to institution, but they 
should allow faculty time for adequate preparation and professio nal developme nt. The institution shall devise a plan for 
the efficient use of faculty competence and time, which addresses student-teacher ratios, number of teacher 
preparations, and number of teaching hours. In responding to the questions below, please consult Sections 3-2-100, 3-3-
200, 3-4-200, 3-5-200, and 3-6-400 of the Accreditation Criteria . 

PRO GRAM PL ANNING, D EVELOPMENT AND EVALUATION 

5.1 Describe how the educational programs have been developed based on the institution's mission. 

We are pleased with the qua lity training that we offer to DuBois Business College students. Our faculty and 
staff take great pride in their work and are truly committed to seeing our students succeed. Each program is 
designed to enable the stude nt to gain core program knowledge and skills, while developing knowledge in 
general education that is useful to the student. As our mission states : We offe r programs with an occupational 
objective that will allow students to gain employm ent. 

5.1. l List each program offered and state the occupational and genera l objectives of the program. Provide an 
overview of how these programs are delivered (i.e., lecture, laboratory, self -paced instruction, distance 
instruction). 

Our cmTent programs are listed in our Catalog, pages 18 to 30. Each class has a syllabus which lists 
the lecture/lab content, total hours and credits, and the expectations within the class. Our programs are taught 
as on-ground lecture and laborator y resident instruction. 
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The following are Associate in Specialized Business Degree programs: 

Accounting/Business Administration 

The Accounting/Business Administra tion program is designed to provide a specialized education to 
prepare students for various positions in the field of accounting. Students learn accounting for proprietorships, 
partnerships, corporations, etc. Empha sis is placed on Cost Accounting, Accounting Concepts and Principle s, 
Excel Spreadsheets, and Computerized Accounting software. Students also take a variety of business 
administration cow-ses such as Management and Marketing. In the Business Administration Simulation course 
emphasis is put on building students' entrepreneurial skills via teams that select a business, research and 
perform financial analyses, write a business plan, and conduct a market-feasibility study. Students are prepared 
for potential careers in government offices, accounting offices, and payroll offices, with positions as 
accountants, payroll supervisors, bookkeeper s, accounting assistants, accounting clerks, etc. 

Administrative Medical Assistant 

The demand for well-trained administrative medical assistants has grow n rapidly in recent years. This 
specialized curriculum is designed to provide complete professional training in all facets of managing an 
administrative medical position in a physician's office, hospital, clinic, medical or surgical supply company, 
nursing home, home health agency, or insurance company. Students in this major learn medical office 
administration, including skilled subjects such as ICD-10-CM diagnostic coding, CPT-4 procedural coding, and 
step-by-step insurance form completion. Special attention is given to the medico-legal aspects of the profession 
including communication procedures and patient/doctor office relationships. Informati on processing and 
storage and retr ieval of medical records is covered. Students learn proper computer procedures as part of this 
program. 

Clinical Medical Assistant 

The Clinical Medical Assistant program combines clinical proced ures with office skills. The 
specialized curriculum provide s complete professional training for managing an administrative medical position 
in a physician's office, hospital, clinic, medical or surgical supply company, nursiing home, or home health 
organization. Students learn all facets of medical office administration, including ICD-9-CM diagnostic coding, 
CPT-4 procedural coding, and step-by-step insw-ance form complet ion. Special attention is given to medico­
legal aspects, communication procedure s, and patient /doctor office relation ships as well as information 
processing and storage and retrieval of medical records. Clinical lab classes develop skills that allow graduates 
to perform in clinical areas of health care as a clinical or administra tive assistant. Clinical lab clas ses include 
training in OSHA and HIP AA compliance , patient care, specialty examinations and procedures , minor office 
surgery, diagnostic testing, phlebotomy, infection control and patient teaching. Demand for well -trained 
medical assistants has grown rapidly in recent years; expecta tions are that the profession will continue to 
expand. 

Computer Applications/Management 

The Computer Applications /Management program offers a dual focus in business management and 
computer softwa re applications. Graduate s of this program qualifiy for a wide variety of positions such as 
entry-level managers, fiscal assistants, supervisors, computer operators, and printshop technicians. Students 
with this major pursue careers in many different fields, including retail, hotel -restaurant , business, 
manufacturing, construction industries, insurance, and education. The Computer Applications portion of the 
program is designed to provid e a working knowledge of popular computer software programs such as Micro soft 
Office to perform word processing, spreadsheet, databa se, graphics, accounting , and web page design tasks. In 
addition to extensive software skills, students receive instruc tion in management, accounting, and marketing. 
The combination of computer and management stud ies makes this a versatile major that offers students a well 
rounded, highly useful skill set. 

Entertainment Production Business 
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DuBoi s Business College was one of the first colleges to develop a comprehens ive program integrat ing 
graphic design and computer animation . Thi s program provides a combinat ion of sk ills that can lead to 
professions in industries as diverse as web design, computer gaming, advertising, and moviemaking. Gradu ates 
in thi s major may pursue careers in entertainment production facilities or bus inesses that create movies or 
des ign amuseme nt parks, zoos, scie nce centers, or computer games . In the Entertainment Production Business 
program, students learn how to create 2-D and 3-D computer graphics and computer -generated animations. 
They learn the complex tool sets of advanced graphic software; and using this software, they produce various 
visual effects, animation sequences, interactive videos, ads, package designs, exhibits, and advert ising scenes. 

Execut ive Assistant 

The Executive Assistant program is an excelle nt career choice for students who aspire to executive 
level assista nt positio ns in private bus iness, industry, governme nt, and educatio nal fields . Students who 
complete this major obtain pos itions as office managers, personnel managers, administrative assistants, and 
clerks/secretaries . Thi s cwTiculum provides an advanced level of training in admini strative skills with 
specialization in executive office procedures, computerized office procedures, keyboarding and business 
communications, as well as legal terminology and executive word process ing. This major also offers important 
administrative training in the latest Microsoft Office software applications . 

Information Systems Support Technician 

The Information Systems Support Technician program is designed to train computer software 
maintenance technic ians. Empha sis is placed on network management and electronic repa ir. Graduates may 
obtain positions as network administrators, computer repair specialists, programmers, computer technicians and 
system administrators. The program is designed to give graduates a solid understanding of and skills in the 
following areas: hardware installation and configuratio n, software developme nt and configuration, network 
topologies, network servers, system troubleshooting, peripheral equipment support , web application 
development, and end user support. 

Legal Assistant 

The Legal Assistant program is designed to provide a specialized curricu lum leading to a career in a 
legal office . Thi s program is recommended for a student interested in a profession as a legal assistant to an 
attorney or a jud ge; as an ass istant in the law office of a corporation; univer sity, insurance agency; or as an 
assistant with a municipal, state, or federa l government agency. Many Legal Assistant graduates find position s 
in personnel offices of public and privat e companies, as well as in the medical industry, dealing mainly with 
insw-ance issues. Students are given an advanced level of training in administrative skills and procedures 
specializing in legal terminology, legal transcriptio n, legal office procedures, and formatt ing legal 
corresponde nce and court and non-court docume nts. Students also receive important train ing in the latest 
Microsoft Office software. 

John Russo Movie Making is also an ASB Degree program, but we are curre ntly not enrolling stude nts 
in this program. 

Our Diploma programs of study are: 

Account ing Assistant 

The Accounting Assistan t curr iculum offers general business train ing in keyboarding and business 
document formatting on computers. Eng lish, math, and accounting concepts are taught to prepare the graduate 
for a beginning supervi sory position. Th is program offers excellent training for an entry-level pos ition. With 
experience and improved business skills, Accounting Assistant students may be able to advance to more 
responsible positions. Graduates from this 9-month program also have the option of transferring credits into 18-
month and 21-month degree programs leading to the Associate in Specialized Business degree. 

Computer Systems Suppo rt Technic ian 
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The Comput er Systems Support Technician program is designed to train entry-lev el computer 
technician s with emphasis placed on computer system suppport and configuration. Students in this diploma 
program study computer concept s and have practical laboratory exercises in the following areas: hardware 
installation and configurat ion, software installat ion and configuration, networking cabl ing and topologies, 
syste m trouble -shooting , web page creation, and end user support . Graduate s qualify for positions as computer 
technicians and help desk technicians. 

Office Assistant 

The Office Assistant diploma curriculum prepares a graduate for an entry-level position in data entry 
and business computer technology. Students receive training in business communications, document formatting 
and processing, math, and accounting. Graduate s from this program also have the option of transferring credits 
into 18-month and 21-month degree program s leading to the Associate in Specialized Business degree. The 
students gain valuable computer training in the Office Assistant major. 

5.2 Identify who is responsible for the following at the campus. Describe their academic and/or experientia l 
qualifications for this position: 

5.2.1 Overall administration of all academic programs. 

Mary Jones is the Corporate Academic Dean. She oversees administration of all academic programs. 
Mary 's background is a Master's Degree in Educat ion; she also has a Business Education degree, as well as 
be ing teacher certified . Mary has an Academic Dean Liaison, who is Roberta (Bobbi) Spigle. Bobb i has 
taught for DBC for over 16 years, and works part-time with us in this capacity. She travels to the campuses to 
work with faculty and staff to ensure consiste ncy among the schools. 

5.2.2 Administration of each academic program offered. 

We have Curriculum Chairpersons. They are: Dr. Helen White (Accounting/Math areas); Steve Wolfe 
(IT, EPB areas); Lucinda (Cindy) Neville (Medica l areas); Howard Divins (Computer, Management areas), 
Darren Kite (Industrial Design areas), and Bobbi Spigle (Legal, Executive, and General Education areas). 

5.3 Describe the role of the faculty, administration, and others in establis hing the educatio nal program s. 

The Curriculum Chairpersons meet with the faculty from all school locations to discuss textbooks, grad ing, the 
DBC on-line course management system, changes to programs, certification examinations, final tests, field 
trips, and speakers. The faculty meet during in-service training sessions, which are held a minimum of four 
times a year with all campus faculty and staff. The faculty and staff also meet with advisory board members 
each year to discuss cmTiculum updates and recommendations. Syllabi are written by faculty members. We 
expect our campuse s to be a mirror image when it comes to the educat ion being delivered. Classroom 
observations are held at each school location , which allows us to evaluate the effectiveness of each course 
syllabus, as well as the effectiveness of the instruct ion of the faculty member. 

5.4 Describe how the educational programs reflect the needs of the students and the community. 

Local labor market reports through the Career Link offices indicate that there is a demand for employees in the 
occupation s for which we offer program training. We also list our programs on the state wide list for workforce 
investment act funding and our program s are selected due to their "in high demand " status. Employer 
evaluations from the Career Link offices also show a need for highly sk illed technical employees . Statistics 
from the Department of Labor and Industry prove that the programs we offer are viable in the workforce. 

5.5 How are provi sions made for individual educational difference s among students? 

Student s are able to take advanced placement examinations in subject areas at DBC prior to starting classes. 
Upon passing the examination, the student is awarded credit for the class which allows for the individual 
differences among stude nts. Student s who come to DBC with individua l learning or physical disabilities are 
dealt with on an individual basis. DBC does accommodate students with their specific needs. We have varous 
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agenc ies that we work with to accommodate some of these special needs: Office of Vocational Rehabi litation , 
Office of Visual Serv ices, Office of Head and Neck Injuries, etc. 

5.6 How are the community resources utilized to enrich the programs? 

We have an annual Speaker's Term, where every instructor participates in having a speaker come to class and 
speak to students about their business, expectations of employees, trend s, etc. We also have field trips that 
allow students to visit hospitals , doctor offices , courthouses , magistrate's offices, IT businesses, IT Microsoft 
Training sessions, Link Up seminars, art walks and expos, local librari es, Career Link, etc . Our Advisory Board 
spends a day in the classroom with our students. Our facul ty are required to do an annual job shadow 
experience where they visit a busine ss and job shadow an employee for the day. 

5 .6.1 Describe how the utilization of these resources is documented. 

Speaker's Term is recorded and kept on file . The name of the speaker , business, and date of event is 
listed . Adviso ry Board meetings have minutes, and are recorded and kept on file. Community Outreach Day is 
required to have a form completed and submitted to the administrative office. A cert ificate of completio n is 
printed for all students. Faculty Job Shadow Experience has the faculty member's report from the experience 
kept on file. 

5.7 Describe the policy on the responsibility and authority of faculty in academic governance. 

The Academic Dean oversees and has authority over all academic matters. The Curriculum Chairpersons have 
the respons ibility in matters of academic governance. As part of the administration of academic program s, all faculty 
will partic ipate in the development of the educat ional programs in areas such as: select ion of class materia ls, 
instructiona l equipment , academic projects, outside work, library/learning resource materials , and other educational 
resources. The Curriculum Chairs work with the faculty members to address evalua tion and revision of the curriculum, 
stude nt learning object ives, outcome s, and the impact on institutional effective ness. 

5.7.1 How was the academic governance policy communicated to the faculty? 

The Acad emic Governanc e Policy is listed in the Employee Handbook, which is given to all employees 
when they are hired. Update s are circu lated to all employees . 

5.8 Is there a detailed syllabus on file for each course ? 

Yes, the College has a detailed syllabus on file for each class. DBC's On-line Course Management System is 
where all syllabi are kept. 

5.8.l How are syllabi developed? 

Syllab i are developed by all faculty members. Curriculum Chairpersons within each program discipline 
meet with faculty and discuss ideas, additions , and/or changes to the current syllabus. 

5.8.2 How often are the syllabi revised? 

This is done on an on-go ing basis. Genera lly, when a textbook changes or software or hardware are 
updated , a syllabus revision needs to take place immediately. Curricul um Chairpersons are responsible 
for the annual review of all syllabi within their program scope. 

5.8.3 Describe the process for revising syllab i. 

The faculty are always collaborating with other faculty members at other DBC school locat ions to make 
sure that all syllabi are being taught and used by all faculty. When a faculty member requests a change to be made to 
syllabi, the Curriculum Chairperso n meets with the Academic Dean and revisions happen . The same applies when it is 
due to a textbook change , software, or hardware change. 

5.8.4 How are out-of-class assignments , if applicable, incorporated in the syllabi and how are they evaluated? 
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Out-of-cl ass assignments are given to all students in all programs. The out-of-class assignme nts are 
listed on the syllabi. Faculty review reading assign ments, homework assignments, and other projects . Stude nts are 
issued NextBook Computers, which is a laptop and a tablet. This has made it much easier for all students to be able to 
complete the out-of-class assignments. 

5.9 Describe any internship/externship programs, indicating name of program, proced ure, and person(s) responsib le 
for the oversight of these activities. Have both the campus and the practicum site signed an agreement outlining 
the arrangeme nts of the internship /externship? Describe the contents of the agreemen t. 

Not appl icable. 

5.10 Describe the methods utilized to evaluate and revise the curricula. Identify any differences in these procedures 
among various programs. 

Evaluation and revisions of curricula come from a variety of sources: Graduate surveys, meeti ngs with 
graduates, Career Services surveys and information when meeting with employers, admissions team meetings 
with students and high school personnel, Advisory Board member recommendations through meetings and 
surveys, Book Publisher Representatives visit and discuss curriculum and employment trends. Current students 
also have the opportunity to make suggest ions for curriculum revision through the class evaluation survey that 
is completed near the end of each term. 

5.10 .1 If advisory board s are utilized, list board members and their qualifications. 

DUBOIS MAIN CAMPUS: 

MARK ADAMS - SENAT OR SCARNATI'S OFFICE 

JACKIE ANDE RSON OWENS ILLINOIS H.R. MANAGER 

THOMAS ANDERSON JR CPA 

BOB BISH CAREE R LINK , RETIRED 

WENDI CALVERT FORMER DBC EPB INSTRUCTOR 

WESLEY CARNAHAN DUBOIS BUSINESS COLLEGE, RETIRED 

HUGH DALY COMMUNITY ACTION EXECUTIVE DIRECTOR-RETIRED 

TIM DELUCCIA DUBOIS AREA SCHOOL DISTRICT SUPERINTENDENT (Retired) 

MARLENE DUTTRY AT HOME REALTY (OWN ER) AND ALSO BLAKLEY & JONES (0 . 
MGR.) 

JASON EBERSOLE FOX 8 ACCOUNT EXECUTIV E 

BILL ENDRESS CAREER LINK , RETIRED 

DAWN FORINGER CHIEF OPERA TIO NS OFFICER HELPMATES INC 

MATT GABLE R STATE REPRE SENTATIVE 

RAYMOND GRAECA CHIEF EXEC UTIVE OFFICER PENN HIGHLANDS HEAL TH CARE 

ALLAN HANCOCK HANCOCK GROUP INC 

PEGGY JOHNSO N CAREER LINK SUPERVISOR 

RANDI JOHNSON GAi CONSULTANTS, INC 

MOLL Y KELSEY CHIEF FINANCIAL OFFICER GLOBAL FABRIC ATION, INC 

HOLLY KOMONCZI CCRTA CLFD CO RECREAT ION & TOURISM AUTHORIT Y 
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MARIANNE KONIOR DUBOIS AREA MIDDLE SCHOOL PRINCIPAL RETIRED 

ANITA LAHR ADMINISTRATIVE ASSIST ANT CLARION UNIVE RSITY 

J. PAUL LONDON OFFICE OF VOCATIONAL REHABILITATION - PLACEMENT SPEC. 

SUSAN LOSKOSKI DUBOIS CHAMBER OF COMMERCE ADMINISTR ATIVE ASSIS TANT 

CAROL LUNDGREN RETIRED, JAAP 

NANCY MARR MCGRAW HILL HIGHER EDUCATION SALES 

MARK MEHOLICK CALLIARI, MEHOLICK & COMP ANY 

TAMMY MEH OLICK WDSN SUNNY 106, MARKETING CONSULT ANT 

ELIZABETH MILFORD RETIRE D- MILITARY REGISTERED NURSE 

CINNAMON MONTEVILLE BC PRODUCTIONS 

ERIN MORGAN NORTHWEST SAVINGS BANK MLO 

MARCIA (BELIN ) MUIR CAREER LINK , RETIRED 

PAM NELSON GUARDIAN ELD ER CARE 

JIM PAPP DRMC DIRECTOR ORGANIZATIONAL DEVE LOPMENT 

GARY PETERS ADMINISTRATOR DUBOIS CONTINUUM OF CARE COMMUNITY - RETIRED 

DEBORAH PONTZE R CONGRESSMAN GLENN THOMPSON'S OFFICE 

ANNE POST ERAR O BARBER FINANCIAL 

MATT REED JOHNSON MOTORS SERVICE CONSULTNT 

VONDA REESE ASSISTANT VICE-PRESIDENT DUBOIS OFFICE MANAGER 
NORTHWEST SAVINGS BANK 

TOM ROWLE S 

JOE SCARNATI 

JIM SEDGWICK 

CENTRAL INTERMEDIATE UNIT #10 

SENATOR 

A.B.C.S. BOOKK EEPER 

MELISSA SERAFINI CAREER LINK, SPECIALIST 

JOE SHIELDS NORTH CENTRAL WORKFORCE INVESTMENT BOARD - CAREER 
COUNSELOR 

DANA SMITH KMA REMARKETING PRESIDENT AND CEO 

DEL SPAFFORD RETIRED 

JANE SPIGELMYER RETIRED 

JEFF SPRAGUE 

JOHN STRAITIFF 

MARY SYKTICH 

SIMPSON COMMUNICATIONS INC VICE PRESIDENT 

SHORTFUSE GASFIELD TRUCKING 

GLEASON , CHERRY & CHERRY, LLP ADMINISTRATIVE ASSISTANT 

ANTHONY VALLONE PENN STATE DUBOIS CAMPUS 

NANNETTE VOTA JEFF TE CH 
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JOHN WEIBLE OFFICE MANAGER/ ASSIST ANT VICE PRESEDENT - FIRST 
COMMONWEA L TH BANK 

BENJAMIN WHITING BC PRODUCTIONS 

BECKY WICKS WIX PIX PRODUCTIONS, INC 

DUBOIS HUNTINGDON CAMPUS: 

Linda Brumbaugh Retired 

Linda Carpenter J C Blair Hospital 

Vicki Cooper Mount Union Area High School 

Marjorie Biddle Mount Union Area High School 

Melissa Freeberg 

Susan Hendricks 

Mutual Benefit Group 

Mount Union Area High School 

Michae l Hubert JC Blair Memorial Hospital 

Dawn Lynn Rule VIII Advisory Board 

Helen Pyzowski CareerLink 

Richard Scialabba RWS Associates, LLC 

Hope Smith Juniata Valley High School 

Danielle Simpso n Southern Huntingdon County Area Schoo ls 

Gerry Wityk Government -Shuster Aide 

Donna Isenberg Borough Counci l 

Barbara Covert PA CareerLink 

Barbara Gongloff PA CareerLink 

Amanda Oswald-Garner Past DBC Grad 

Chuck Merenda VA Representative 

Patricia Rodgers Ret ired 

Dara Kauffman J C Blair Hospital 

TeAira Bradley J C Blair Hosp ital 

Courtney Wessn er Froggy 98 

John Montgomery Marks Brother s 

Ruth Snair County Commissioners Office 

Amanda Easter Huntingdon Area High School 

DUBOIS OIL CITY CAM PUS: 

Linda Anderson 

Larry Baughman 

Clay Campb ell 

Electralloy, Inc . 

Retired Coordinator of Student Service 

Clay Campb ell and Company , Inc. 
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Family Services & Chi ldren's Aid Society 

Superintendent Valley Grov e School 

Manpower 

Gustafson General Contracting 

A. Crivell i Buick-GMC 

Scott Hutchinso n State Repre sentative 

Cynthia Jarzab Spec ial Populations Coordinator 

Deb Lutz Venango EDC 

Cindy McBrid e Youth Alternativ e 

Joe Pastor Barr 's Insurance 

Bruce Rosen Rosen, Rosen, Bloom & Var sek 

Martha Shreffler Oil City Pre sbyte rian Home 

Lance Titus Faim er's National Bank 

5.1 1 How was the length of each program determin ed? 

The College has been around since 1885. Program length was determined by facu lty and staff at the time of the 
inception of each program . The current faculty and staff review the length and co ntent of each program to 
determ ine whether or not the length is appropr iate . Criteria for program length is first determined by the 
program objectives and the skills part of the program. Industry standard s are eva luat ed, as well as ACICS and 
Departme nt of Education crite ria, for progra m length . Th e PHEAA Mentor Webs ite, PAPSA Cho ices, 
Pennsylvania Departme nt of Education Directory of Degree Granting Institut ions , ACJCS Directory , etc. have 
allowed us to compare our Coll ege to schoo ls offering similar programs . 

5.12 Do any programs include training by a third party ? If so, please explain. 

No programs are admin istered by a third party. 

5.13 Is licensure or other cert ification required for perso ns employed in any program areas offe red? 

Yes D No [:8J 

5.13 .1 If yes, list specific skills that students will need to acquire in order to be license d or certified and how 
the curr iculum provides for attainment of these skills . 

Not appl icab le. 

5.13 .2 Describe any applicab le examinations and the pass rate on each of these exams. 

Not appl icable. 

5.14 If applicable, share detail s on any program that require s spec ialized programmatic accreditation to obtain entry­
level employment or licensure by the sta te in which the campus is approved. (Include name of the program and 
name of the specialized agency.) 

Not applicable. 

5.14.1 Explain the current status in hold ing suc h accreditation. 

NA 
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5.14.2 How have students been notifi ed of this requirement and how it affects their employab ility following 
program completion? 

NA 

5.15 How are appropriate course sequencing and prerequisites determined? 

The Curriculum Chairpersons work with the Corporate Academic Dean to ensure prop er sequenc ing of classes 
for students, and determine prerequi sites based on individu al course content. 

5.15.1 How is the curriculum struct ured to ensure an increasing level of difficu lty as the student progresses? 

The curriculum is pedagogica lly sound. There is a "building block " process to the scheduling. The 
Corporate Academic Dean works with the School Director s and Curriculum Chairpersons to ensure that 
all programs have a progression of coursework that increases in difficulty. 

5.16 How is the need for curriculum changes determined? 

Surveys and conversations with graduates, and employers helps the faculty determine when there is a need for 
curriculum changes. Failures, pass rates, and placement of graduates also play a factor in determining 
this. 

5.16.1 How are faculty members involved in curriculum evaluation and revision? 

Faculty meetings are held throughout the term to discuss class matters , student academics, student 
attendance, and curriculum. Minutes are kept of these meetings. In-service is held a minimum 
of four times a year and includes all faculty and staff for all locations. Meeting s are held to 
review curriculum, to review individual syllabi, and to discuss textbooks, software, hardware, 
and projects within the curricu lum. The Advisory Board meets with graduates at one meeting , 
another meeting is held with the faculty member s from all school locations to discuss 
curriculum and employers' needs, and another meeting each year is when the Advisory Board 
members attend class with students and observe and evaluate the classroom instruction and 
content. 

5.16.2 How does the campus utilize follow-up studies of its graduates and employers to assist in curriculum 
evaluation and revision? 

The Advisory Board meets with staff and graduates once a year to determine the value of their 
educatio n by asking questions related to their current job responsibilities. Graduate follow-up surveys 
and telephone conversations are held by the Career Services Department and are shared with 
administration and faculty members. 

5.17 What curriculum changes have been made during the last three years? 

Mainly textbook and software changes have been made to the curriculum. The Curriculum Chairpersons 
recently completed curriculum changes that were submitt ed to the Pennsylvania Department of 
Education and received approval. The next step is to receive ACICS approval. The approval s 
hopefully will be completed and implemented by the end of 2015. 

5.17. l What changes are contemplated for the next three years? 

We have a new program, Industrial Design Technology, that has been approved by the Pennsylvania 
Department of Education. The Pennsylvania Department of Education Degree Granting Division came 
in and reviewed the program for approval. The next step is to submit the Industrial Design Technology 
program for review by ACICS. There are changes being reviewed by the Cuniculum Chairpersons for 
the John Russo Movie Making program. Consideration is being made to change the EPB program to 18 
months, and to make a second major of Entertainment Production Business, one that includes movie 
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making and animation. A review of the Executive and Legal program of study is being done to include 
some real estate and insurance classes within the current program. 

5.18 How does the campus determin e the appropriate allocat ion of contact time among lecture, laboratory, and 
intern/externship activities? 

Our schedule is very simple. We operate on 4 terms a year. We decided to operate like a bus iness on the 
"business quarter " system. We start our terms in January, April, July , and October , which means our 
terms end the last week in March , June, September, and December. We have classes generally Monday 
thro ugh Thur sday from 8 a.m. to 4: 15 p.m. dai ly. Each class is 60 hours in length. We use 15 hours for 
theory and 30 hours for laborator y, ensuring each class meets a minimum of 60 hour s. The College is 
in session 48 weeks each year. The time is divided into academic quarters with an average of 12 weeks 
each quarter. We have no intern/extemship activities. 

5.18 .1 How does the campus monitor the number of contact hours completed for each course? 

Our classes operate the same every day by class period. If for some reason we need to close the 
College due to emergencies, or extreme snow or ice days, then the day is made up on a Friday when classes are 
not normally held. This is very effect ive for DBC and has not posed any prob lems. 

5.19 What are the procedures for developing the application of the U.S. Depaitme nt of Education's definition of a credit 
hour (as required in Section 2-2-503 of the Accreditation Criteria)? 

The College has maintained the definit ion and meets the criter ia as stated by the US Departm ent of Educat ion. 
We have reviewed our hours with staff members at USDE when reviewing our USDE PPA and ECAR. 

5.19 .1 Where are the procedur es published? 

Page 51 describes the Definition of Credit in our DBC Catalog 2012-2015, which is given to all 
students. 

5.20 How does the campus determine the appropriate schedu ling of classes in relationship to the needs of the 
students? 

We have a comp uterized sched uling system. We work with graduate 's schedules first and then new students. 
We are a small school and the scheduling is done by the Corporate Academic Dean along with the cooperation 
of the School Directors and College Presiden t. At the end of each term faculty submit a failure report list for all 
stude nts and this is reviewed so students are appropriately scheduled with correct classes and that their schedule 
follows the computerized curricula catalog. All courses are selected by the computer with term sequencing and 
prerequisites in mind. 

5.2 L If applicab le, describe the method used to evaluate and award academic credit to students who demonstrate 
subject competency based on academic, occupational, or personal experiences . 

Advanced placement examinations are given to students who show experience in certa in subject ai·eas. Upon 
successfully completing and passing the advanced placement examination, credit is awarded and is listed on the DuBois 
Business College transcript. Students who wish to attend DBC and had prior post-secondary experience are requir ed to 
submit their official college transcript. The Corporate Academic Dean reviews the transcript, course descr iptions if 
necessary, and determines transfer of credit. The transfer credit is listed and shown on the student's DBC transcript. 

INSTRUCTION AND FACULTY 

In responding to the questions below, please consult Section 3-2-200, 3-3-300, 3-4-300, 3-5-300, and 3-6-500 of the 
Accreditation Criteria. 

5.22 Describe how physical facilities, equipment, and resources are used to enhance classroom instruction . 
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We promote the feeling of a business-like atmosphere, which we feel promotes the career value to all students 
who attend DBC. Our facilities have been renovated over the last severa l years to provide for a nice learning 
environment. Equipment is up-to-date, mobile multimedia carts , overhead projectors , screens, DVD players, 
mobile computer carts, and large screen televisons are available for faculty to utilize during class time so that 
the proper balance of educational styles can be addressed. Our classrooms are small in size. We promote and 
teach the DiSC behavioral preferences and every student is given this assessment. This helps the faculty work 
with the different learnin g styles within their classroom instruction. 

5.23 How are learning materia ls selected? Describe how instructional procedures and materials are evaluated to 
determine their effect iveness. 

We have annual visits from book publisher representat ives. We have two book representatives on our Advisory 
Board. The representative s visit with faculty and review the latest trends, the marketplace , new books, learning 
resources, course materials, and faculty resources from publishers. In addition, book publisher representatives 
bring guest speakers in to train our faculty on new software, training resources, on-line materials, and student 
learning support. 

5.24 Describe how the campus ensures that students have access to appropr iate learning materials (e.g., textbooks , 
laboratory equipment). 

Our administration does the class scheduling, which allows us to be in control of the equipment in each 
classroom based on class size. The College operates an in-house bookstore at each school location. This allows 
us to control the inventory and ensures that all books and resources are ordered for student use. Stude nts are not 
required to purchase books from DBC ; however , the books and resources are available for their convenience. 
Each instructor is asked to review their classroom for proper working order, cleanl iness, and organization for 
the next term. The instructor alerts the administratio n of any needs for each classroom. The Chief Technolo gy 
Officer and the IT team, along with administration, review each classroom before the next term to ensure all is 
well. 

5.25 Describe how the campus ensures that it maintains appropriate licenses for computer software and how it 
ensures compl iance with copyright laws. 

The Chief Technology Officer along with the IT team determine the computer hardwar e and software at each 
school location. Licen sing is managed by the Chief Technology Officer and he also reviews and is responsible 
for compl iance with copyright laws. 

5.26 Who is responsible for faculty orientation? 

The President , School Directors , and Academic Dean share in the hiring process and orientation for all faculty 
and staff members. We have a three-step process for hiring all employees . The potentia l employee is 
scheduled for an interview with the Academic Dean, President, and/or Director ; if the interv iew goes 
well and the applicant meets the criteria to become a potential DBC employee, we proceed with 
scheduling the applicant to "job shadow" with some of our faculty or staff members. This allows us to 
get feedback from our current employees, as well as allow the potential DBC employee member to 
understand the expectations at DBC. We have pre-employment materials that we give the employee to 
review and return to us. We expect all employees to read the DBC employee handbook and DBC 
Catalog . Bobbie Spigle visits all campuses and works with new employees, so that they are adjusting to 
DBC. Cathy Steiner who has over 35 years of teaching experience is the faculty mentor. Sue Ann 
Matia is the Corporate Student Services Director who handles all of the pre-employment mater ials and 
person nel files for DBC employees at all locations. 

5.26.1 Describe the orienta tion of the faculty to the campus. 

The new faculty member works with Main Campus faculty for training and materials for the classroom. 
Classroom procedur es and administrative procedur es are reviewed with the new faculty member by 
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Cathy Steiner, the faculty mentor. If possible, we hire the teacher a term in advance for training at 
Main campus, and then let them be responsible for their own classes the next term. 

5.27 How does the administration determine the qualificat ions of a faculty member to teach a particular course? 

The College President , Acade mic Dean, and/or College Director reviews the faculty members' qualifications 
before asking them to teach a particular class. The evaluation will include collegiate work , employment 
experience, and profess ional certifications. Each faculty member has a presonnel file with a copy of 
any college transcripts indicating the area of their degree and coursework completed. In addition, the 
file contains copie s of any certificates for completed workshop or sem inar instruction. Their personnel 
file also includes a resume that documents their work experience . 

5 .27. l Describe qualifications of non-degreed teachers for the subjects they teach. 

The College President, Academic Dean and/or College Director reviews the faculty member's 
qualifications which can include work exper ience, letters from former employers, reference 
letters, professional certifications, academic training in specific coursework, and life 
experience. 

5.27.2 How are the qualifications documented ? 

A personnel file is kept for all employees. Documentation of work experience, credent ials from 
certifications, workshops, seminars, life experience, are included in the file. 

5.28 Describe the procedure for collecting official transcripts, for qualifying credentials and/or those listed in the 
catalog, for faculty members. 

Sue Ann Matia , Corporate Student Services Director , manages all employee files. The employee completes a 
Confidential Transcript Release form for all post-seco ndary experience. The College sends for the 
transcripts. Upon receipt of the College transcript, the Academic Dean review s it, and verifies the 
coursework completed. It is then filed in the employee's folder. 

5.28.1 If there are faculty members whose official transcripts are not on file, document what efforts are being 
made to obtain them. Please include any unique circumstances that may impact the ability to obtain 
such transcript s (such as political instability, institution closing, etc.). 

Not applicable. 

5.29 In what ways does the campus evaluate instruction? 

The College evalua tes instruction by monitoring academic progress using the computerized school 
administration system to track failures, probations, honors, etc. We also utilize student evaluation 
forms for each instructor for each class. The School Directors and Corporate Academic Dean review 
these evaluations and take any action necessary to remedy problems. Classroom observations are done. 
A classroom observation evaluation sheet is completed and reviewed with the instructor. 

Quality instruction is promoted through job shadow ing of expe rienced faculty members, attendance at faculty 
development sem inars, conferences, and training, and in-service meetings. We ask that faculty 
continually improv e through the attendance at workshops, conferences, and seminars that deal with 
their areas of expertise as well as education in gernera l that provide s information about new teac hing 
techniques or method s. The faculty in-service meetings allow faculty member s to share insights on 
good teaching techniques for various courses. 

5.29.1 What systema tic processes are in place to enhance and promote teaching effectiveness? 
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DuBoi s Business College sends faculty to training workshops and conferences through PAPSA and 
other member sources. We also invite guest speakers whose expert ise is curr iculum, teaching 
effectiveness, student engagement, etc. to speak at In-Service meetings. The College has a budget for 
contin uing educat ion and uses it to assist faculty and staff who wish to pursue college credits. Teacher 
job shadowing is held once a year and all faculty are required to submit docume ntation of where they 
job shadowed and to submit a report describing what was learned. 

5.30 What is the system in place to ensure that annual faculty development plans are on file for each member of the 
faculty and signed by the faculty member and his/her supervisor? 

All faculty members have a faculty deve lopment plan on file. The annual faculty development plan will be 
conducted with each faculty member's class schedule in mind. Professional growth activities are 
conside red for the following year. They may include: workshops, serninars, webinars, certificatio n 
exams, Association membersh ips, Board membership, local community participation and activities. The 
in-service train ing for the year is reviewed to best train all faculty in specific areas. 

5.30 .1 How are the activities on the plan determined? How does the campus ens ure that the plans are 
individualized for each faculty member? 

The President and Corporate Academic Dean review the faculty member's strengths and accent uates the 
attributes of the faculty member, by selecting workshops, conferences, training events, and membership 
that would be a benefit to the faculty member and to the classes they teach at DBC. The in-service 
training for the year is reviewed to best train all faculty in spec ific areas. Taken into consideration are 
the faculty member's: training, education, certifications, and work experience. 

5.30 .2 How is the plan implemented? 

The faculty developme nt plan is completed and detail s what needs done, what is done, and the 
documentation. The documentation is on file in the administra tive office for all employees. 

5.30.3 How often is the plan reviewed? 

The faculty developme nt plans are reviewed annually by the Academic Dean and/or Directors. 

5.3 1 Describe how the campus ensures that all faculty complete development plans. 

The Acad emic Dean keeps the faculty development forms. Once a year, the Academic Dean reviews that 
everyone has a faculty development form. 

5.31 .1 How are the activi ties documented by the campus? 

The College maintains a Professional Growth file that is kept in the administrative office. Minutes of 
meetings, attendance at functions, workshops, conferences, and employee repo1ts are kept as proof of 
documentation. 

5.32 Describe the program of in-service training for the improvement of instruction and curric ulum. 

The In-Service training schedule is determined one year in advance. The dates are distributed to all employees, 
and attendance is mandatory. All school location faculty and staff are in attendance. Usually the in­
service training is done at Main campus in DuBois, Pennsylvania. Topics such as: Motivating the 
student in the classroom, how to teach adult students, millenials and their expectations, career education 
and skills training, etc . Curr iculum review, advisory board member meet ing, book publisher textbook 
review and DBC on-l ine course management system training is reviewed. Camp us safety training has 
been a high priority over the last few years. Sexual assault, violence against women, domestic 
violence, fire safety, active shooter training, how to use a fire ext inguisher, and emergency evacuat ion 
have been discussed . 

5.32 .1 List the schedule for the next 12 months. 
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Octobe r 20 15 In-Service Topic: Web Ex and DBC Course Managemen t System training. 

November 2015 In-Service Topic: Curricu lum Review; State of the Business Meeting, Facu lty Break­
out sessio ns. 

January 20 16 In-Serv ice Topi c : Speaker : David Stanfo rd--Keepi ng Stude nts Engaged in the 
Classroom . 

May 2016 In-Serv ice Topic: TBA 

20 16 Schedule is not finalized yet; will be comp leted by end of November 20 15. 

5.33 Describe how the administratio n documents professional grow th for full- and part-ti me faculty members. 

Profess ional grow th activities will be discussed with the faculty member during the design of the facu lty 
develo pment plan . Items to be discussed and may be included are : membership and participation in 
educational associations, profess ional orga nizations, continuat ion of educatio n, related business experie nce, 
educational research, and an aware ness of employer and community needs. 

5.34 Describe the frequency, content, and documentation of faculty meetings. 

Faculty meetings are held regularly. A minimum of 6 fac ulty meetings are held each term. We review and 
discuss current issues, po licies and procedures, midtenn review, and end of term procedures to discuss concerns 
and successes. Minutes am kept of meetings and filed in the admin istrat ive office . 

5.35 Desc1ibe the plans for ongoing improveme nt in curriculum and faculty. 

We plan to hire faculty for the Industr ial Design Technology program of study that we hope to start in 2016. 
The facu lty will need to have qua lificatio ns and a backg round in electrica l, AutoCA D, comput er programmin g, 
welding , OSHA , and machining , plastics , metal fabrication , and materials fabrication . 

5.36 What are the normal teaching loads, numb er of field preparation s, and number of subject preparations for full ­
time and part -time instructors at the campus? 

A full -time instructor normally teaches five to six classes a day , four days a week. This involves four to five 
subject preparat ions . A part-t ime instructor may teach from one to four classes a day, four days a week . 
Thi s would involve one to four subject preparation s. Instructors genera lly do not teach more than 30 
hours a week. 

5.37 What is the student-teacher ra tio, for each program area, at the campus? 

The ove rall student-teache r rat io for Main Campus in DuBoi s is: 9 : 1; Huntingdon County Campus is 8: 1; Oil 
City Campu s is 6: 1; and the Philipsburg campus addition is 6: 1. 

OCCUPATIONALASSOCIATE'S, ACADEMIC ASSOCIATE'S, AND BACHELOR'S DEGREE INSTITUTIO NS 

5.38 Describe how the general educatio n comses offere d by the campus co ntribute to the developm ent of the student. 

The general educatio n courses offered by DBC are designed to build the student's self-confi dence and self­
estee m by including appropri ate material, assignments, and classroo m procedures; therefo re, students are 
involved in oral presenta tions, research projects , committ ee and/or panel work, critical thinking, analytical 
thinking, and prob lem solving activities. 

5.38.1 Cite examp les: 

Legal Concepts is a general education class. Student s in this class are exposed to legal issues that they 
may face persona lly, or within their future employment. Student s get to visit magisteria l cour t and or 
cou nty co urt cases, wh ich broadens their horizons. 
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OCCUPATIONALASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREE 
INSTITUTIONS 

5.39 Describe how part-time faculty are utilized by the campus . 

We have very few part-time faculty at our school locations. These faculty members are utilized to ensure 
approp riate class sizes. We prefer to hire full-time faculty, because it gives us more flexibi lity in our 
class scheduling and allows for stability in our long-range planning. 

5.39. l What percentage of the faculty is part-time? 

Less than 15% of our faculty are part-time. 

5.39 .2 Describe the procedures for evaluation and monitoring of part-time faculty. 

The procedur es are the same for part-t ime faculty as we do for full-time faculty . 

ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREE INSTITUTIONS 

5.40 What percent of those subjects which are part of academic associate 's, bachelor's , and/or master' s degree 
programs are taught by faculty members possessing advanced degrees as required in the Accreditation Criteria? 

5.40 .1 Describe the efforts to recruit and retain qualified faculty members. 

5.4 1 What evidence is available to indicate that the members of the faculty are teaching courses which are based on 
their major and minor academic preparat ion and related experience? 

5.4 1. l If any faculty members teach a course outside of their academic major or minor, list their names and 
describe for each, how the administratio n determined their qualifications to teach their assigned 
subject(s) . How are the qualifications documented? 

5.42 Describe how the campus ensures that there is sufficient enrollment in the second year of a two-year program or 
upper division courses in baccalaureate degree programs. 

MASTER'S AND DOCTORAL DEGREE INSTITUTIONS 

5.43 Describe the oversight committee who has the responsibility for developing, modifying, and maintaining each 
graduate program . 

5.43 . l How often does the committee meet? 

5.43.2 What documentation does the campus maintain to evidence the role of this committee in the 
development of the program(s)? 

DOCTORAL DEGREE INSTITUTIONS 
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5.44 What evide nce is available to demonstra te that the members of the faculty are experts in their field of study in 
which they are ass igned to teach? 

5.45 Describe how the campus encourages its faculty to engage in practica l or scholarly researc h and to publish in 
profe ssional journals. 

5.46 Explain how the core full- and part -time faculty is effect ive in ensuring the sound direction and development of 
its doctoral degree program(s) . 
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Each institution must provide an environm ent that is conduc ive to good instruction and learni ng and that supports the 
educat iona l programs offered by the institution. The adequacy of the environm ent is assessed against the demands made 
upon it by the curriculum , facul ty, and students. In responding to the question s below, please consu lt Sections 3-1-600 
through 3-1-602 of the Accreditation Criteria. 

6.1 Describe how the buildings, classrooms, equipment, furniture, and surroundings meet the needs of the camp us 
in size and scope. 

Each campus is comprised of business -like atmosphere classrooms , compute r labs, medica l classrooms, and 
library/learning resource centers. A stude nt lounge and faculty cente r is located at each fac ility. 
Administra tive offices are located in each building and easily accessi ble to all students and faculty. 

6.1.1 Describe how the facili ty in compliance with all applica ble federa l, state , and local codes for occupancy 
and safety? 

Each location has several scheduled fire drills/emergency evacuation s each year. Fire safety companie s 
review each building to meet applicable code and safety . Tra ining is done with faculty and staff to review 
emergency procedures, safe campus and security proced ures . Federal, state, and local codes for occupancy and 
safety are in complianc e. Current posters, certifica tes, and current safety documentation is posted or on file in 
the adminstrat ive office . 

6.2 Does the campus utilize a campus addition or addition al space? 

Yes IZI No D 
6.2.1 If yes, describe these locations . 

The DuBois Business College Main Campus in DuBois has a "Campus Addition." It is located in 
Philip sburg, Pennsylvania. Ms. Obi from ACICS observed and reviewed the campus addition in 
Philipsbw-g. 

6.3 Desc1i be any plans to improve the phys ical plant and equipm ent. 

Cont inued renovations are expected to be done on a yearly basis. The President meets with the Directors to 
review the wish list and the necessa ry list for each school location. This is done once a year. Equipment is 
reviewe d and is on a plan with the College to continue to upgrade equipment every few years. New desks and 
chairs are on a plan for continued review with the needs of the classroom and instruction. 
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It is important that an institution recogn ize the value of "truth in advertising" when promoting its operations . 
Publicat ions must be prepared and presented in a profess ional manner to reflect favorab ly upon the institution. 
Informatio n published must be accurate and factual and must reflect the current status of the institution. Only the 
Council can accept or reject an institution 's catalog, and a final decision will not be made based on a draft. In 
responding to the questions below, please cons ult Sections 3- 1-700 throug h 3- 1-703 and Appendix C of the 
Accreditation Criteria. 

7. I Describe how the catalog reflects the educational progra ms, opera tions, and services. 

The catalog descr ibes the courses that we prov ide, the objective of each course, and the requirements to 
complete each objective. The College's mission statement and philosophy and objectives are stated in 
the catalog . The cata log lists any changes within the year by posting an addendum to be attached to 
each catalog. The last College catalog was on-line and students were also given a CD of the catalog . 
We were going green and paperless, but students generally wanted the printed catalog, which we also 
provided to those who requested them. We dec ided to return to the paper copy of the catalog and print 
more so that all students and prospective students will receive a printed copy of the catalog . It will also 
remain in our DBC on-line course management system for stude nts to access electronically . 

7 .1.1 How often is the catalog published? 

The cata log is published within three years. 

7.2 How does the campus ensure that all enrolled student s receive a copy of the campus catalog? 

The College has the yearly cata log, which is given to all prospective studetns. An application for admiss ion and 
a pamphlet giving a brief overview of DBC are all examples of promotional literature that is used in 
recru itment of students. Our administra tion reviews the catalog and its contents with all students at 
orientation and makes sure every student has a catalog. Students also sign off on their Appl ication for 
Admission that they have read and agree to comply with all the rules and regulations of the College. 

7.2.l What other publicat ions are provided to enrolled student s? 

Student s receive an Orienta tion packet that outlines day-to-day act ivities, such as Stude nt Counci l 
happeni ngs, where to eat, heating and air conditioning , smoking area, fire drills, etc. 

7.3 Describe the advert ising and prom otional literature. 

All materials are profess ionally printed . All employees are part of the process of changes/add itions/deletio ns to 
the new catalog . This allows for every department to have inpu t. The College uses billboards, telev ision 
commercials, and print ads. 

7.4 Describe any plans for changes in publications. 

The new catalog will be printed in October 20 15. As mentioned above , we will return to the print version of all 
catalogs and will eliminat e the Catalog CDs. 

7 .5 If applicable, descri be how the courses are numbered and identified in the catalog to indicate that advanc e work 
is offered and based upon the appropriate prerequisites. 

Courses are given a Course Number; for example, "keyboarding" is TY2110A. The letters represent the course 
name or department. The numbers do not indicate term or year they are offered , but they were devised 
for the Computerized School Administration System . 

7 .5.1 How does the catalog explain the course numbering system? 
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The course numbering system is described on Page 50 of the DBC catalog. 

7 .6 If applicable, descri be how and where the catalog identifies the general educa tion courses required in a 
program. 

The general educat ion courses are listed on Page 50 of the DBC catalog. 

7.7 Describe the published performance information concerning student achievement. 

Placement and retention rates are disclosed to students. Total costs for each program are disclosed to students. 
Student demographics and student/teacher ratio is also disclosed to all students. This information is included in 
the Student Orientation Handbook material s. It is also listed on the DBC website. 

7.7.l Where is the campus performance achievement informati on published? 

It is published on the DBC website and is included in the DBC Student Orientation Handbook 
materials. 
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8. LIBRARY, INSTRUCTIONAL RESOURCES, AND MATERIALS 
The instructional resources, audiovisual teaching equipment, and instructional materials shall be adequate to serve the 
needs of the institut ion's educat ional program. The effectiveness of the library or learning resource center is of the 
utmost importance for institution s. Its collections should be approp riate and adequate to support the educatio nal 
programs. They should be used by both students and faculty. The library or learning resource center should be 
organized with the educationa l needs of the particular institution in mind. The acquisition of materials should reflect the 
changing and developing trends of the business and technical world. In responding to the questions below, please 
consult Sections 3-1-800, 3-2-200, 3-3-400, 3-4-400, 3-5-400, and 3-6-700 of the Accreditation Criteria. 

FOR ALL INSTITUTIONS 

8.1 Explain how the instruct ional resources serve the needs of the education al programs. 

DuBoi s Business College feels that there is a lifelong learning process and values the importance of the 
library/learning resource center. We believe that a library/learnin g resource center should provide equipment 
for student access to assist in their learning style. 

Books, magazines, and other periodicals are vital to an effective library/learning resource center. We have 
CDs, videotapes, televisions, DVD equipment, computers, printers, and multi-media carts available. The 
library/l earning resource cente r has changed drastically . Students can now download articles on their phones 
and can be connec ted to the world via twitter, Facebook, and other sources so quickly now. Stude nts think 
Google is the library/l earning resource center, and our faculty and staff assign projects that get them to use other 
resources other than Google, Wikipedia, etc . 

We maintain both hard copy and virtual information that would be suited to our programs of study. Students 
have access to databases that they can access while they are at schoo l and when they are home. We also include 
materials in our library/learning resource center that cover non-curriculum related items such as: study skills, 
drug and alcohol laws and prevention, campus security and safety policies and guides, job search , career 
outlook, resume, health and wellness, biographies, spiritual and Chr istian materia ls, and fiction. The se are all 
important to the overall education. 

8.1.1 Describe any contracts or agreements with outside libraries or resource centers. 

We visit our local libraries and as Pennsylvania residents, our students have access to all public 
librari es. We have no formal contracts with outside libraries. 

8.2 Briefly describe the physical and/or online holdings of the campus. (For online holdings, list the full-text 
databases in which the library maintains active subscriptions.) 

Legal, medical, and IT sites are available to all students and are listed on the course syllab i, or library/learning 
resource center project material. Access Pennsylvania is an on-line library service for all students. 

8.3 Explain how the quantity and quality of instruction al resources are appropriate for the size and scope of the 
campus . 

Each DuBois Business College campus has a library/learning resource center. The library/learning resource 
center has books, magazines, and other periodicals for all program specific areas. An inventory of materials is 
on file and can be electronically accessed. Our library committee has reviewed the materials in the 
library/learning resource centers and we have added an assignment for all classes on the syllabi. Students have 
been able to complete the assignments through our library as well as the local community libraries. 

8.4 Explain how reference materials and periodicals are organized for easy usage and preservation. 

Material s are displayed on bookshe lves, and newspaper stands, and magazine stands are utilized to display 
them. We have color-coded all of the materials in the library/learning resource center so that students can 
access the infonnation easily. All of the informatio n is also recorded in a database that can be easily accessed 
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by stude nts elecronica lly. The library/learning resource center has an annual review of materials so that items 
can be discarded and new items purchased. 

8.5 Who is responsible for developing and maintaining an up-to-date inventory of instructional resources? 

The College Directors are responsib le for developing and maintaining up-to-date invento ry of instruct ional 
resources. They hold an annual meet ing with the faculty to discuss this inventory of instructional resource s. 

8.6 What is the budget for instruct ional resources (excluding personnel allocations)? 

Tlu·ee percent of the budget is allocated for the library/lea rning resource centers. 

8.6.1 How is the budget determined? 

The College Controller and the College President determine the school budget every year. Feedback is 
given by the library/lea rning resourc e center committee and is considered when reviewing the budget 

8.7 Describe the assessment strategy for library resources and information services. 

Library/learning resource center assessme nt is done through the L/LRC committee . A review of materials by 
date and instructional or program value is considered. The assessment strategy also takes into account the 
demand for items by faculty, staff, and students. 

8.8 Describe the training for students and faculty to utilize library resources as a part of the learning process. 

Students rece ive training for the library/learn ing resource center in their English class. The instructor reviews 
the importance and relevance of the library/learning resource center and how it can be helpful for lifelong 
learning. Students also take a field trip to the local library. 

8.9 Describe the facility where library and instructional resources are held . 

Each campus has a separate library/learning resource center. It is provided for students to use as a study area 
and is considered a quiet area for student use, as well as for the purpose of library research . The 
library/ learning resource center provides equipme nt for student use. Computer s are located in the 
library/learning resource center for student use and individual desks with privacy panels are utilized for student 
concentration. The library/learning resource center also neatly contains the physical library holdings, 
periodicals , and equipment. 

8.10 Describe any plans for improving instruct ional resources. 

We plan to include more vbtua l library databases for students and instructors . Faculty requests are continually 
considered . 

FOR OCCUPATIO NALA SSOCIATE 'S, ACADEMIC ASSOCIATE'S , BACHELOR 'S, MASTER'S , AND 
DOCTORAL DEGREE INSTIT UTIONS 

8.11 Who is responsible for ass isting students and faculty in the use of the library during posted library hours? If the 
individual is professionally trained , describe these qualification s. 

The Student Services Director is respo nsible for assisti ng students and faculty in the use of the I ibrary/leaming 
resource center. A photo of the Student Servic es Director can be found in the library/learn ing resource 
center along with the hours of operation. 

8.11.1 If there are library assistants describe how these individuals are trained to assist students and faculty. 

There are no library assista nts at this time. 

8.12 Explain how the instructional resources serve the needs of the educational programs. 
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Instruc tiona l resources are in physical and also in electronic /virtual format. The faculty assign students projects 
that require them to use the library/learning resource center. Th is is done through the individual 
programs through the course syllabus. 

8.12. l How does the campus determine which refere nce works are acquired? 

The College has a Library/Learning Reso urce Center Committee who determine s what reference works 
are needed. The Committee works with the faculty to meet the needs they feel need met by 
program. 

8.13 What percentag e of tota l tuition revenue is spent for library acquisitio ns? 

One percent of the budget is allocated for library/ learning resource center acqu isitions. 

8.14 During the past three years, have budget allocations for library acquisitions been increase d, decreased, or 
maintain ed at previous levels? 

Over the past three years, the budget has remained relatively the same for the library/learning resource center. 

8.14. l Explain. 

The budget is set by the Controller and the President and it has been maintained at the same level. 

8.15 Explain how reference materials and periodicals are organized for easy usage and preservation. 

Reference materials and periodicals are housed in magazine shelf units that allow the periodicals to lay against 
the shelf and be seen by all students. The materials are filed by most recent date first. 

8.16 How does the campus provide physical and/or online resources necessary to make the educational program(s) 
effective? 

Faculty assign library /learning resource center projects so that students need to use the library resources made 
available to them. We provide physical resources and list the online resources in the library/learning resource 
center. Each program has a proje ct that relates to their program of study. 

8.17 Describe the physical and online library resources, including information about the 

8.17 .1 Total number of physical volumes 

DuBoi s Campus has over 2,000 physica l volumes; Huntingdon Campus has over 400 physical volumes; 
Oil City Campu s has over 1,000 physical volumes; and the Philip sburg campus addition has 200 
physical volumes. 

8.17.2 Total number of online collect ions available 

There are over 20 online collec tions ava ilable . Here is a listing of some of those sites: 

OWL at Purdue University (Online Writing Lab) - https ://owl.engl ish.purdue.edu 

For APA/MLA report f01mattin g) 

Library of Congr ess - www .loc.gov. 

PA state portal/U nified Judicial System -www.por tal.state.pa. us 

(civil & crimina l docket information) 

Pennsylvania Legal Researc h -www.pennsylvanialegalresearch.com 

(numerous government, court, law-re lated links) 

Georgetown Law Library -www .law.georgetow n.edu/library 

(Tutorials on statutory, regulation , and case law research) 
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Findlaw - www.findlaw.com 

USA Government - https.//www.usa.gov 

PA Dept. of Treasury - www.patreasury.gov 
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English Usage Rules-http: //www.gra mmarbook .com/ 

A Guide to Grammar, Punctuation and Style -

http ://www.gra mmarunti ed.com/ 

A Guide to Grammar and Writing - http: //grammar.ccc .commnet.edu/gramma r/ 

Grammar Bytes - http://www .chompchomp .com/ 

Online writing support - http://www.towson.edu/ows/ 

Grammar Girl - Online tips - http://www .quickanddirtytips .com/grammar-girl 

DuBo is Public Library - www.duboispub liclibrary.org 

www.accesspa.org -

The Access Pennsylv ania Database, a project of the Pennsylvania Department of Educat ion and the Office of 
Commonwealth Libraries, is a web-based bibl iograph ic union catalog and resource sharing guide to 
Pennsylvania library collections. 

Commonwealth of Pennsylvania - www.pa.gov 

Advancing Clinical Researc h - www .medivo.co m 

Prevention - www .preventio n.com 

Medical Information - www.webmd.com or www .medlineplus .gov 

www.google.com 

www.yahoo.com 

www.ask.com 

8.17 .3 Number of titles and/or online collections related to each program offering 

30 

8.17.4 Number of titles and/or online collectio ns related to general education courses taught 

15 

8.17.5 Numbe r of program-re lated periodicals to which the institution curre ntly subscri bes 

18 

8.17 .6 Number of other periodica ls available 

25 

8.18 Describe the I ibrary 's procedures regard ing stude nt borrowin g and return of materia ls. 

Students are asked to "check out" the materi als in the administrative office . The student 's name is listed, along 
with the item borrowed. The student is asked how long they will need the mater ial, and that is noted. The 
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materia ls are returned to the admin istrative office, and then the Student Services Director makes sure that all 
materials are returned to their proper location. 

8.19 Describe how onli ne resou rces, if any, ru·e made available to students. 

Onlin e resources are avai lable to students through the DBC wifi and through the DBC on-line co urse 
manageme nt syste m. 

8.20 Desc1ibe how the campus monito rs student usage of the library and instruct ional resources? 

There is a sign- in sheet for the library /learning reso urce center. Visually you can see the access to the 
libra ry/learning resource center ju st by walking throu gh the hallway. The library/l earning resource 
center seems to be a "hub " for student studying . 

8.2 1 What evide nce shows that the institution, in maintaining and improving the quality of its library holding s, 
seriously considers recommenda tions of: 

a. faculty 

T he Library/Learning Resource Center Committee meets and works with faculty to determine library ho ldings , 
acquis itions, etc . 

b. appropr iate national professiona l organizations and societies, and 

Faculty membe rs hold professional membe rships in organizations and materia ls are sent to us when requeste d 
by our instructor s. These materials are kept in the library/learning resomce center. 

c. a nationally recogn ized list (or lists) of online co llection s, books, and periodicals? 

Book publishers and employers assist us in online collec tions, books, and periodicals that are relevant to our 
programs of study. Some of the book publishers that we work with are : Cengage, McGra w-Hill , etc. 

8.22 Desc ribe any plans for improv ing the library. 

Plans includ e updating the cubicl e resources and equip ment for our library /learning resource centers. Vid eo 
resources and on-line mater ials are part of our library/learning reso urce cente r plans. The College is also hard 
wiring a ded icated WebEx room for students to communicate with other locations . 

FOR ACADEMIC ASSOCIATE 'S, BACHELOR'S , MASTER 'S, AND DOCTORAL DEGREE INSTITUTIONS 

8.23 How does the profess ionally trained individua l maintain his/her profess ional awareness? 

8.24 How many hours a week doe s the profe ssionally tra ined individual personally superv ise the library? 

8.25 Desc1ibe the informat ion technology avai lable in the librar y. List web-based reseru·ch and information literacy 
resources current ly used by studen ts and faculty . 

8.26 What system is used to cata log library titles? 

8.27 Describe how library resourc es are made avai lable to students. (List the hour s durin g which the librru·y is open.) 

8.28 Describe the interlibrary loan or other outside resource agreeme nts, if applicab le. 
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8.29 What evidence indicates that the library collection (on-site and online) includes up-to-date holdings which are 
pertinent to the various subject fields and are responsive to the needs of individual courses? 

FOR MASTER'S AND DOCTORAL DEGREE INSTITUTIONS 

8.30 Describe how the library holdings exceed the requirements of the average student in order to encourage the 
intellectual development of all students and to enrich the professional development of the faculty. 

8.31 Describe the library resources the campus provides to support a better understanding of scholarly research at the 
graduate level. 
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9. DISTANCE EDUCATION AND OTHER FORMS OF NONTRADITIONAL 
EDUCATION 

For institutions that offer distance education courses or programs or when alternative modes of educational 
delivery are used. 

In addition to the self-study questions on the previous pages, institutions that offer distance education and other forms of 
nontraditional education must answer the questio ns below. ln responding to the following quest ions, please cons ult 
Appendix H, Principles and Guidelines for Nontradi tional Education of the Accreditation Criteria. 

INSTITUTIONAL READINESS 

9. 1 List the course(s)/program(s) approved by ACICS for delivery through distance educat ion and/or self-paced . 

9 .1.1 Indicate the percentage that each program is available for distance educatio n and/or self-paced 
instruction. 

9.2 Describe the method(s) used to deliver the distance educat ion and/or self-paced course(s)/program(s). 

9.2.1 Indica te any other institution or entities that are involved in the delivery of distance education for 
students at the campus . 

9.2.2 If distance education is provided under a consortium agreement, provide the name of the Host 
institution and the relat ionship with this institutio n or entity. Include the percentage of the program 
offered by the Host institution or entity. 

9.3 Describe how the Campus Effective ness Plan incorporates distance education as a mode of delivery 

9.3.1 What data is the campus collecting to assess student and faculty satisfact ion with distance education 
and/or self-paced instructio n? 

9.4 Who oversees the distance educat ion and/or self-paced course/program curriculum? 

9.4.1 What are this individua l' s qualifications? 

9.4.2 Who is respo nsible for course/progra m evaluation for nontraditional educatio n mode of delivery? 

ADMISSIONS REQUIREMENTS AND ENROLLMENT 
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What are the admission requirements for stud ents taking distance education coursework? (If there are any 
differe nces from the reside ntial adm issions policy, explain.) 

How does the camp us make it clear in writing at the time of enroll ment: 

9.6. l How the student's identity will be verified throug hout the course and program? 

9.6.2 How the student's privacy will be protected in the identity verifica tion proc ess? 

9.8 Describe the orientation program for distance education and/or self -paced stude nts . 

CURRICULUM CONTENT AND INSTRUC TION AND DELIVERY 

9.9 Describe how interactio n betwee n fac ulty and students takes place. 

9 .10 Describe how interaction among studen ts takes place. 

9.1 1 What is the student -teacher ratio for distance education courses? 

9 .11.1 Desc1ibe how this ratio is appropriate and provid es sufficient interact ion between the faculty and the 
students and among stude nts. 

FACULTY AND INSTRU CTIONAL SUPPORT 

9.12 Describe the faculty training program to prepare faculty to teach self -paced courses or in a distance educat ion 
environment. 

9.13 Identify the educational resources and technology available to faculty on campus and on -line. 

9.14 Identify the platform used to deliver instruction. 

RESOURC ES AND EQUIPMENT 

9 .15 What is the budg et allocated to distance education delivery? 

9.16 Describe the instructiona l resources, equipment, and library resources available to students on-line and 
res identially . 

STUDENTS AND STUDENT SERVICES 
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9.17 Describe the student services available to students taking coursework on-line. 

STUDENT EVALUATION AND PROGRAM ASSESSMENT 

9.19 How are students taking self-paced and/or distance education courses evaluated? 

9.20 How is retention monitored? 

9.2 1 Describe the placement services that are ava ilab le. 

9.22 Describe how student, faculty, and employer satisfaction are identified. 

9.23 . How does the institution measure core competencies for programs and objectives for courses offered in a 
distance education environment? 

9.24 How are equivalent out-of-class assignments, if appl icable, incorporated in the syllabi and how are they 
evaluated? 

PUBLICATIONS 

9.25 Do the statements in the catalog, Web site, and, when appropriate, in advertising and promotiona l materials 
meet requirements for institutions offering coursework through distance educat ion? 

9.26 Describe the information given in the catalog regarding nontraditional education, if applicable, including mode 
of delivery, admissions requirements, tests to determine access, resources offered to nontraditional educatio n 
students, and any special costs for the students associated with nontrad itional education . 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Init ial, Renewal of Accre ditation, and Branch Campu s Application Processes 

V .06 .06 .2 01 4 

To pr int any wor ksh ee t op e n th e work shee t/ go to FILE/ PRINT/ and mak e su re " Activ e Work shee t" is se lec t ed/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00011225 I Inst itu t ion Name :I DuBoi s Busi ness Co ll ege Programt,-___________ .._ ________ ___,.._ ______ ....,l"'w;;;ro"'g""ra"'m..---..-1---l--------1----------t 

Name: Accounting Assistant Length (wks) 361 cr edent ial Level Diploma 

Course 
Number 
AC1101 

AC1102 

AC1106 

AC1228 

EN5101 

EN5102 

EN5103 

EN5116 

MA4106 

PSSlll 

RElOOO 

ITY2110A 

lfY2115 

iTY3333 

ITY2111A 

Clock 
Ident if y the i nst it u t ion 's un it of 

cred it [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Account ing II 

Payro ll Taxes 

Computerized Account ing Procedures 

English I 

English II 

English Ill 

Speech 

Basic Math ematics 

Psychology 

Personal Finance 

Keyboard ing 

Advanced Info rmation Processing I 

Computer Integratio n Techniques 

Docume nt Formatting 

Semester 15 lectu re hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 480.00 420.00 900.00 32.00 14.00 46.00 Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adj ustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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T o p r int any wo rksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Act ive Workshe et " is se lected/ clic k OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Inst itut ion ID: 00011225 I Inst itut ion Name :I DuBo is Bus iness Co ll ege 
Program 

Name: Accounting/ Business Admini strati on lwrog ram I 
Length (wks) 121 Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

AC1102 

AC1103 

AC1106 

AC1109 

AC1112 

AC1215 

AC1216 

AC1224 

AC1225 

AC1227 

AC1228 

EN5101 

ENS102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4111 

MA4106 

MG6001 

MG6112 

PSSlll 

RElOOO 

ITY2110A 

TY2111A 

ITY2112A 

i1Y2115 

iTY2118 

ITY3333 

Clock 
Identify the institution's un it of 

credit [SELECT ONE) t--- X--+-Q_ u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs _ _ __ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Account ing II 

Account ing Ill 

Payro ll Taxes 

Manageri al Accounting 

Cost Accounting 

Intermediate Account ing I 

Inte rmed iate Account ing II 

Economics 

Personal Taxation 

Corporate Taxat ion 

Computerized Account ing Procedure s 

English I 

English II 

English Ill 

English IV 

Speech 

Professiona l Career Planning 

Legal Concepts 

Basic Mathemat ics 

Principles of Management 

Business Adm inistration Sim ulat ion 

Psychology 

Personal Finance 

Keyboa rding 

Docume nt Forma tt ing 

Docume nt Processing 

Advanced Info rmat ion Processing I 

Advanced Info rmation Processing II 

Computer Integration Technique s 

Semeste r 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Opti onal 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 60.00 60.00 4 .00 4.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Active Workshe et" is se lected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00011225 I Inst itut ion Name :I DuBois Busine ss Co ll ege 
Program 

Name: Admini strative M edical Assistant lwrog ram I 
Length (wks) 121 Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

AC1106 

EN5101 

EN5102 

ENS103 

ENS104 

ENS116 

GE6500 

MA4106 

MD2301 

MD2302 

MD2304 

MD2305 

MD2306 

MD2307 

MD2308 

MD2309 

MD2310 

PSSlll 

RElOOO 

SE2116 

SE2119 

SE2204 

iTY2110A 

rn' 2111A 

h'Y21112A 

rn'2114 

rn' 2115 

h'Y2118 

rn'3333 

Clock 
Ident ify the institution's un it of 

credit [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

English I 

English II 

English Ill 

English IV 

Speech 

Professiona l Career Planning 

Basic Mathemat ics 

Med ical Term inology I/Anat omy and 

Physiology 

Med ical Termino logy II/An atom y and 

Physiology 

Medical Transcript ion 

Med ical Bill ing and Coding I 

Medical Off ice Procedures 

Med ical Term inology Il l/An at omy and 

Physiology 

Pharmacology 

Medical Bill ing and Coding II 

Med ical Ethics 

Psychology 

Personal Finan ce 

Computerize d Off ice Procedures 

Records Man agement 

Secretar ial Off ice Procedures 

Keyboarding 

Docume nt Formatt ing 

Docu ment Processing 

Business Procedures/Computer 

Database Concepts 

Advanced Info rmation Processing I 

Advanced Informat ion Processing II 

Computer Integration Techniques 

Semester 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 2.00 2.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 4.00 4.0 

N N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 4.00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 0 14 

T o p r int any wo rksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Act ive Workshe et " is se lected/ clic k OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Inst itut ion ID: 00011225 I Inst itut ion Name :I DuBo is Bus iness Co ll ege Program..,_ ____________ .._ _________ .._ ________ ,,lw""r"'og""r'"'a"'m---.-1----,1,--------.-1---------,t 
Name: Clinical Medical Assistant Length (wks) 841 creden t ial Level ASB Degree 

Course 
Number 
AC1101 

AC1106 

EN5101 

EN5102 

ENS103 

ENS104 

ENS116 

GE6500 

MA4106 

MD2301 

MD2302 

MD2304 

MD2305 

MD2306 

MD2307 

MD2308 

MD2309 

MD2310 

MD2311 

MD2312 

MD2313 

MD2314 

MD2315 

PS5111 

REl OOO 

SE2116 

SE2119 

SE2204 

rn'2 110A 

[TY2111A 

rn'2 112A 

[TY2114 

rrv211s 

rn'2118 

[TY3333 

Clock 
Identify the institution's un it of 

credit [SELECT ONE) t--- X--+-Q_ u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs _ _ __ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

English I 

English II 

English Ill 

English IV 

Speech 

Professiona l Career Planning 

Basic Mathemat ics 

Med ical Term inology I/Anat omy and 

Physiology 

Med ical Term inology II/An atom y and 

Physiology 

Medical Transcript ion 

Med ical Bill ing and Coding I 

Medical Off ice Procedures 

Med ical Term inology Il l/An at omy and 

Physiology 

Pharmacology 

Medical Bill ing and Coding II 

Med ical Ethics 

Pat ient Care Lab I 

Pat ient Care Lab II 

Cli nical Lab I 

Clinical Lab II 

Cli nical Pharmacology 

Psychology 

Personal Finance 

Computerized Office Procedures 

Records Management 

Secretaria l Office Procedu res 

Keyboard ing 

Docum ent Forma tt ing 

Docume nt Processing 

Business Procedures/Compu ter 

Dat abase Concepts 

Advanced Info rmat ion Processing I 

Advanced Informat ion Processing II 

Computer Integratio n Technique s 

Semeste r 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 1,100.00 960.00 2,060.00 73.33 32.00 105.00 Opti onal 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30,00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30,00 30.00 60,00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60,00 2.00 2.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 60.00 60.00 4.00 4.0 

N N 60.00 60,00 4 .00 4.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30,00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30,00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30,00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4.00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

. 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Active Workshe et" is se lected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00011225 I Inst itut ion Name :I DuBois Busine ss Co ll ege 
Program 

Name: Computer Application s/Manag ement lwrog ram I 
Length (wks) 121 Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

AC1102 

AC1103 

AC1106 

AC1224 

AC1228 

CM2630 

CM2670 

EC1004 

EN5101 

EN5102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4111 

MA4106 

MG6001 

MG6112 

MG6220 

PSSlll 

REl OOO 

SE2116 

ITY2110A 

ITY2111A 

ITY2112A 

ITY2114 

1TY211s 

1TY211s 

ITY3333 

Clock 
Ident ify the institution's un it of 

credit [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Account ing II 

Account ing Ill 

Payro ll Taxes 

Economics 

Computer ized Account ing Procedure s 

Internet, Security , and Web Bui ldi ng 

Maintain ing Printe rs and Othe r 

Peripherals 

Computer 2-D Animat ion 

English I 

English II 

English Ill 

English IV 

Speech 

Pro fessiona l Career Planni ng 

Legal Concepts 

Basic Mathemat ics 

Prin ciples of Man agement 

Business Adm inistratio n Simula tio n 

Market ing 

Psychology 

Personal Finance 

Computer ized Off ice Proce du res 

Keyboa rdin g 

Docume nt Formatt ing 

Docume nt Processing 

Business Proce du res/Compu ter 

Database Concepts 

Advanced Info rmat ion Processing I 

Advanced Info rmation Processing II 

Computer Integr atio n Techni ques 

Semester 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 60.00 60.00 4 .00 4.0 

y N 30.00 30.00 60 .00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Init ial, Renewal of Accre ditation, and Branch Campu s Application Processes 

V .06 .06 .2 01 4 

To pr int any wor ksh ee t op e n th e work shee t/ go to FILE/ PRINT/ and mak e su re " Activ e Work shee t" is se lec t ed/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00011225 I Inst itu t ion Name :I DuBoi s Busi ness Co ll ege 
Program 

Name: Computer Systems Support Technician lwrog ram I 
Length (wks) 481 Creden t ial Level loiploma 

Course 
Number 
CM2610 

CM2611 

CM2612 

CM2613 

CM2615 

CM2620 

CM2630 

EL4200 

EN5101 

EN5102 

EN5103 

EN5116 

LA4111 

MA4106 

MG6001 

PS5111 

RElOOO 

rTY2110A 

1TY2120 

rn-2121 

Clock 
Ident if y the i nst it u t ion 's un it of 

cred it [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Personal Compute r Repair 

Networ king 

Advanced Networ king 

Protoco ls 

Info rmation Technology and 

Operat ing Systems 

Troubleshoot ing and Diagnostics 

Internet, Security, and Web Building 

Basic Elect ricity and Elect ronics 

English I 

English II 

English Ill 

Speech 

Legal Concepts 

Basic Math ematic s 

Princi ples of Management 

Psychology 

Personal Finance 

Keyboarding 

Software Applicat ions - DOS 

Software Applicati ons - Windows 

Semester 15 lectu re hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 630.00 570.00 1,200.00 42.00 19.00 61.00 Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adj ustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 60.00 60.00 4.00 4.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 2.00 2.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Init ial, Renewal of Accre ditation, and Branch Campu s Application Processes 

V .06 .06 .2 01 4 

To pr int any wor ksh ee t op e n th e work shee t/ go to FILE/ PRINT/ and mak e su re " Activ e Work shee t" is se lec t ed/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00011225 I Inst itu t ion Name :I DuBoi s Busi ness Co ll ege Program..,_ ____________ .._ _________ .._ ________ ,,lw""r"'og""r'"'a"'m---.-1----,1,--------.-1---------,t 
Name: Executive Assistant Length (wks) 72 cr eden t ial Level ASB Degree 

Course 
Number 
AC1101 

AC1106 

CM2630 

EN5101 

EN5102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4lll 

LE2406 

LE2408 

MA4106 

MG6001 

PS5111 

RElOOO 

SE2101 

SE2102 

SE2116 

SE2119 

SE2204 

SE2503 

SE2507 

rTY2110A 

ITY2111A 

rTY2112A 

1TY2114 

rrv211s 

1TY211s 

ITY3333 

Clock 
Ident if y the i nst it u t ion 's un it of 

cred it [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

Internet , Securit y, and Web Building 

English I 

English II 

English Ill 

English IV 

Speech 

Professiona l Career Planning 

Legal Concepts 

Legal Terminology 

Applied Legal Termino logy 

Basic Math ematic s 

Princi ples of Management 

Psychology 

Personal Finance 

Shortha nd I 

Shorthand II 

Computer ized Off ice Procedures 

Records Mana gement 

Secret arial Offic e Procedu res 

Execut ive Office Procedu res 

Execut ive Wo rd 

Processing/Transcript ion 

Keyboa rding 

Docume nt Formatting 

Docume nt Processing 

Business Procedures/ Com puter 

Database Concepts 

Advanced Info rmat ion Processing I 

Advanced Info rmation Processing II 

Computer Integrat ion Techniques 

Semester 15 lectu re hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An institution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adj ustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 
y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 
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Accreditin g Coun cil for Ind ependent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 0 14 

T o p r int any wo rksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Act ive Workshe et " is se lected/ clic k OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Inst itut ion ID: 00011225 I Inst itut ion Name :I DuBo is Bus iness Co ll ege 
Program 

Name: Entertainment Production Business lwrog ram I 
Length (wks) 841 Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

CM2630 

EC1004 

EClOOS 

EC2001 

EC2002 

EC2003 

EC2004 

EC2005 

ENS101 

ENS102 

ENS116 

EPllOO 

EP1200 

EP1400 

EPlSOO 

EP1600 

EP1800 

EP1900 

EP2200 

EP2400 

EP2600 

GR7001 

GR7002 

GR7003 

GR7004 

GR7005 

GR7006 

GR7007 

MA4106 

MG6220 

PSS111 

ITY2110A 

iTY2121 

MG6001 

Clock 
Identify the institution's un it of 

credit [SELECT ONE) t--- X--+-Q_ u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs _ _ __ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Internet, Security, and Web Buildi ng 

Computer 2-D Animat ion 

Introd uct ion to Modeli ng 

Computer 3-D Animat ion I 

Computer 3-D Animat ion II 

Computer Game Animat ion I 

Comput er Assisted M ovie Making 

Computer Game Animation II 

English I 

English II 

Speech 

3-D Product ion Meth ods 

Animation Metho ds 

2-D Visual Litera cy 

Special Effects Productio n I 

Video Making 

3-D Visual Literacy 

Special Effects Productio n II 

Advanced Special Effects 

Intro duct ion to Author ing 

Mu lt i-Media Productio n 

Type and Layout 

Digital Phot ography 

Graphic Design Principles 

Digital Graphi cs I 

Digital Graph ics II 

Grap hic Product ion 

Graphic Production Portfol io 

Basic Mathema t ics 

Marketing 

Psychology 

Keyboarding 

Software App licat ions - Windows 

Princi ples of Mana gement 

Semeste r 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 1,080.00 1,020.00 2,100.00 72.00 34 .00 106.00 Opti onal 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 6000 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

Page 18 of 61 



Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Active Workshe et" is se lected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00011225 I Inst itut ion Name :I DuBois Busine ss Co ll ege 
Program 

Name: Information Systems Support Technician lwrog ram I 
Length (wks) 121 Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

AC1106 

CM2610 

CM2611 

CM2612 

CM2613 

CM2614 

CM2615 

CM2620 

CM2630 

CM2650 

CM2651 

CM2655 

CM2670 

EL4200 

ENSlOl 

EN5102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4111 

MA4106 

MG6001 

MG6220 

PS5111 

RElOOO 

ITY2110A 

ITY2120 

1TY2121 

Clock 
Ident ify the institution's un it of 

credit [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

Personal Computer Repair 

Networ king 

Advanced Networ king 

Protoco ls 

Networ king Ill 

Info rmat ion Technology and 

Operating Systems 

Troubleshoot ing and Diagnost ics 

Interne t , Security , and Web Building 

Introduct ion to Programm ing 

Advanced Prog rammi ng 

Operating Systems 

Main t aining Printers and Oth er 

Periphe rals 

Basic Electr icity and Electronic s 

English I 

English II 

English Ill 

English IV 

Speech 

Professiona l Career Planning 

Legal Concepts 

Basic Mathema tic s 

Princi ples of Managemen t 

Market ing 

Psychology 

Personal Finance 

Keyboardin g 

Softwa re Appl ications - DOS 

Softw are Applications - Windows 

Semester 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 6000 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 60.00 60.00 4 .00 4.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 2.00 2.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Active Workshe et" is se lected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00011225 I Inst itut ion Name :I DuBois Busine ss Co ll ege Program..,_ ____________ .._ _________ .._ ________ ,,lw""r"'og""r'"'a"'m---.-1----,1,--------.-1---------,t 
Name: Legal Assistant Length (wks) 72 creden t ial Level ASB Degree 

Course 
Number 
AC1101 

AC1106 

CM2630 

EN5101 

EN5102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4lll 

LE2403 

LE2406 

LE2407 

LE2408 

LE2409 

MA4106 

PS5111 

RE1000 

SE2101 

SE2102 

SE2116 

SE2119 

SE2204 

rTY2110A 

ITY2111A 

rTY2112A 

1TY2114 

rrv211s 

1TY211s 

ITY3333 

Clock 
Ident ify the institution's un it of 

credit [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

Interne t , Security , and Web Building 

English I 

English II 

English Ill 

English IV 

Speech 

Professional Career Planning 

Legal Concepts 

Legal Office Procedures 

Legal Terminology 

Legal Wo rd Processing/Transcription 

Appl ied Legal Term inology 

Legal Research 

Basic Mathemat ics 

Psychology 

Personal Finance 

Shorthand I 

Shorth and II 

Computer ized Off ice Procedures 

Records Man agemen t 

Secretaria l Office Procedu res 

Keyboa rdin g 

Docume nt Formatting 

Docume nt Processing 

Business Procedures/ Com puter 

Database Concepts 

Advanced Informat ion Processing I 

Advanced Info rmation Processing II 

Computer Integrat ion Techniques 

Semester 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 
y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Init ial, Renewal of Accre ditation, and Branch Campu s Application Processes 

V .06 .06 .2 01 4 

To pr int any wor ksh ee t op e n th e work shee t/ go to FILE/ PRINT/ and mak e su re " Activ e Work shee t" is se lec t ed/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00011225 I Inst itu t ion Name :I DuBoi s Busi ness Co ll ege Program..,_ ____________ .._ _________ .._ ________ ,,lw""r"'og""r'"'a"'m---.-1----,1,--------.-1---------,t 
Name: Office Assistant Length (wks) 361 Credent ial Level Diploma 

Course 
Number 
AC1101 

EN5101 

EN5102 

EN5103 

ENS116 

MA4106 

PSS111 

RElOOO 

SE2119 

ITY2110A 

rn'2111A 

ITY2112A 

rrv211s 

ITY3333 

CM2630 

Clock 
Ident if y the i nst it u t ion 's un it of 

cred it [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

English I 

English II 

English Ill 

Speech 

Basic Mathemat ics 

Psychology 

Personal Finance 

Records Man agement 

Keyboarding 

Docume nt Formatt ing 

Docume nt Processing 

Advanced Infor mation Processing I 

Computer Integrat ion Techniques 

Internet, Security, and Web Building 

Semester 15 lectu re hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 480.00 420.00 900.00 32.00 14.00 46.00 Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adj ustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Active Workshe et" is se lected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00011225 

Program 

Name: John Russo Movie Making 

I Inst itut ion Name :I DuBois Busine ss Co ll ege 

lwrog ram I 
Length (wks) 121 Creden t ial Level IAsB Degree 

Clock 
Ident ify the institution's un it of 

credit [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course 
Number Course Titles 

CM2630 Interne t, Security , and Web Building 

EC1004 Computer 2-D Animat ion 

EN5101 English I 

EN5102 English II 

EN5103 English Ill 

EN5116 Speech 

GR7002 Digital Photo graphy 

PSSlll Psychology 

LA4111 Legal Concepts 

MA4106 Basic Mathemat ics 

MM800 1 Introduct ion to M ovie M aking 

Movie Making for 

MM8002 Pro mot ion/ Advertis ing 

MM8003 Docume ntary Mov ie M aking 

MM8004 Short Film Product ion 

MM8005 Feature Film Product ion 

MM8006 Movie Making 

ITY2110A Keyboarding 

rn-2121 Software Applications - Windows 

Semester 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 960.00 840.00 1,800.00 64.00 28.00 92.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Extemship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 60.00 60.00 4 .00 4.0 
y N 60.00 60.00 4.00 4.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 90.00 90.00 180.00 6.00 3.00 9.0 

N N 90.00 90.00 180.00 6.00 3.00 9.0 

N N 90.00 90.00 180.00 6.00 3.00 9.0 

N N 90.00 90.00 180.00 6.00 3.00 9.0 

N N 90.00 90.00 180.00 6.00 3.00 9.0 

N N 90.00 90.00 180.00 6.00 3.00 9.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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ACICS Application for Accreditation- PART 11 
Future Plans for the Institution 

Please provide an explanation of the future plan s for the instituti on, with spe cific references to planned 
changes in faculty, administration, physical plant, equipment, library, admi ssions and graduation 
requirements and standards, curriculum, increase or decrease in student bod y or faculty, and any other plans . 

uBois Business College future P-lans-Oil Cit 

Personnel: Faculty and Administration 
Oil City has a small team of administration and faculty. We had our former School Director Kathryn Brown 
retire in 2015. Terry Khoury and Rebecca Rhoades are the new team in Oil City handling administration. We 
have been fortunate to have high school teachers who have retired from public school want to teach for us. 
We prefer full-time faculty and are looking to hire one or two full-time instructors in the next 6 months to one 
year. Terry Khoury is the School Director and she worked at Main Campus for 11 years. We plan to have Terry 
receive more training at USDE and ACICS workshops and conferences. We plan to have Rebecca join the 
Statewide Leadership Group, which is a 2 year education commitment. Connie Burkhardt is our medical 
instructor and we plan to schedule her for more billing and coding training. 

We are currently doing some cross-training with Directors and our Acting Directors by asking current School 
Directors to visit and work at the different campus locations. (In the state of Pennsylvania, we are required to 
have an Acting Director on school location while classes are being held, if a Director is not present.) The 
Acting Directors at each school location have received training from Pennsylvania Department of Education 
and we plan to have them become more familiar with ACICS by attending a workshop or conference. 

Physical Plant and Equipment: 
Oil City Campus will be renovating the roof and chimney area. Plans to do some work on the parking lot is 
scheduled. Plans to renovate the faculty center and storage areas are being considered. Room 101 is to be 
renovated for the purpose of WebEx. This will allow us to provide cross training and be able to work with all 
locations. We plan to do some work on classroom windows to create better utility efficiency. 

Oil City has a large student lounge area. Future plans are to divide this area for future classrooms. 

Library/Learning Resource Center: 
The Library/Learning Resource Center is considering a new system to computerize all of our school locations 
with materials. Right now, our L/LRCs are stand-alone by school location. Our IT team is working on some 
changes with regard to equipment and furniture. 

Admissions/Marketing: 
Rebecca Rhoades is planning to work with the local community fairs, the Autumn Leaf Festival, and Oil 
Heritage Days to promote DBC. 

We are working with Flying Cork Company in Pittsburgh to do more digital marketing and plan to continue to 
seek new services from them. 
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ACICS Application for Accreditation - PART 11 
Future Plans for the Institution 

We plan to change the way we visit high schools for presentations and for awards. We want to change t he 
presentat ions that we current ly use. 

We will be doing some video and photo sessions to capture students and graduates from all school locations. 

Graduation Requirements and Standards: 

No planned changes or future plans. 

Curriculum: 
The Curriculum Chairpersons have finalized some changes. The program changes have been submitted and 
approved through the state, and we plan to finalize these by end of 2015. Curriculum is always being updated. 
Consideration is being given to Entertainment Production Business having a two part curricu lum, which could 
cause it to become two programs. One would be graphic design w it h computer animation, the other would be 
computer animation and video/film. 

Student Body/Enrollment: 
The Oil City area schools has seen a decline in thei r current population. This includes secondary and 
postsecondary schools. The adm issions team has been meeting to work on solutions. We are continuing to 
work with high schools and agencies. We are sending admissions personnel for more training. We are 
beginning to offer some workshops in Oil City. 

750 First Street, NE, Suite 980 • Wash ington, DC 20002-4223 • t- 202.336.6780 • f- 202.842.2593 ewww.acics.org 
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ACICS Application for Accreditation- PART 11 

Self- Study Narrative Revised: May 11 2013 

All supporting documentation and exhibits referenced in this Self-Study Narrat ive must be maintained at the campus location for 
review by the accreditation visit team - Do not submit your supporting documentation with this application. 

INSTITUTIONAL PROFILE 

INSTITUTIONAL INFORMATION 

Name: 

Address: 

ACICS ID Code: 

DuBois Business College Oil City Campus 

701 East Third Street, Oil City, PA 16301 

00012819 

Campus Class ification: Main D Additional Location IZ! 
If an additiona l locatio n, please provide the following information: 

Main Campus Name: 

Main Campus Address 

Main Campus ID Code: 

History of accreditation with ACICS and with other agencies: 

DuBois Business College 

One Beaver Drive, DuBoi s, PA 15801 

00011225 

DuBois Business College has been around since 1885. The College sought and received accreditation status in 1970. 
DuBois Business College added the Oil City Campus location in July 1996. 

Brief history of the institution: 

The DuBois College of Business accepted its first students in 1885. Records indicate it was the largest building in 
America devoted exclusively to commercial education. The founder and original proprietor of the DuBois College of 
Business was Mr. J. N. Woolfington. The original building was situated just north of downtown DuBois , near the 
present day Best Western Motel. Through the years, DuBois Business College educated many of the area's business 
leaders and professionals. ln so doing, the College contributed to the success of many enterprises and communities in 
the region. That sp irit of concern for professional and personal development continues to be reflected in the school's 
philosophy today. DBC has seen many changes in its 130 years. One thing that hasn't changed is the hard work ethic 
and sincere concern for all the students who come seeking a quality education and a brighter future. Over the years the 
College has grown. 

The College moved to a new building in 1970 on Beaver Drive , where it exists today. An admin istrative center was 
added in 1983 for counseling , financial aid, administration, and video conferencing. In 1984, 3 apartment complexes 
were built for student housing. ln 1991, conference room space was added. 1n 1992, DBC added two branch campuses 
in the areas of Huntingdon and Oil City, Pennsylvania. In 2005 the College transfo rmed existing librar ies into modem 
learning resource centers equipped with a certification center. In 2010 DBC expanded again and added an annex and a 
student cafe . The College changed ownership in 2001, and was purchased by 7 current DuBois Business College 
employees , all with 15+ years service to DBC. The Board of Directors and owners are: Pres ident, Jackie Diehl 
Syktich, (1982 DBC graduate and 35 years in DBC administration); Vice President, Karen Alderton, (32 years in DBC 
financial aid administration) ; Academic Dean, Mary Jones, (16 years DBC instructor and DBC administration for 17 
years); Treasurer, Frank Burt, (33 years at DBC--25 years as DBC instructor); Carolyn Rhoades (17 years as DBC 
instructor), Brenda Heschke (DBC graduate and 33 years as DBC instructor), Cathy Steiner (DBC graduate and 37 
years as DBC instructor). 

List of recent (past three years) complaints or adverse actions and current status : 

DuBois Business College's last accreditation visit was 2008 and all three locations received Honor Recognition Status 
with AClCS with grants of accreditation for 8 years . In 2012 DBC submitted the ACICS Self-Study Interim Report . In 

-
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ACICS App lication for Accreditation - Self-Study Narrative 
Page 2 of 49 

Revised: May I, 2013 

2014, Ms. Obi from ACICS visited the Philipsburg (additional location /learning site application) for review . All went 
well. 

List of contracts or agreements with other institutions or entities: ( consortium agreements, articulation agreements, etc.) 

The College has no contracts with other institutions or entiti es . DBC leases property from Mo Valley Economic 
Development Partner ship in Philipsburg , for the additional location /learning site. DBC has various Articulation 
Agreemen ts with other Colleges to allow DBC graduates easier access to transfer credit. Dual Enrollment Agreements 
are done with local high school s, in case a high school student could attend a class while still in high school. 

List of internat ional activities: 

DuBoi s Busin ess College has no international activities . 

Description and scope of distance education activities: Hybrid D Fully On line D 

Participation in Federal Financial Aid Programs: Yes 1Z1 No □ 

INSTIUTIONAL CHANGES 

Description of major changes since the last institu tional review in the following areas: 

Management: Susan Ramey became the Director for the DuBoi s Business College Huntingdon County 
Campus upon Jeannine Coursen's retirement in 2010 . Terry Khoury became the Dire ctor for DuBois Business College 
Oil City Campus. Kathryn Brown (former Oil City Campus Director) retired in December 2014. 

Change of Ownership: The College did not have a change of ownership. 

Program offerings: Associate in Specialized Business Degrees: Accounting/Business Administration , 
Administra tive Medical Assis tant, Clinical Medical Ass istant , Computer Applications /Management, Executive 
Assistant, Entertainment Production Bus iness, Information Systems Support Technician , John Russo Movie Making , 
and Legal Assistant. Diploma programs: Accounting Assistant, Computer Systems Support Technician, and Office 
Assis tant. 

Curriculum: Some curriculum changes will be submitted within 2015. 

Institutional delivery: DBC is anticipatin g offering less than 25% of the Entertainment Produ ctio n Business program 
of study in an on-line format as an option. 

Other changes: None. 

1. MISSION, OBJECTIVES, AND INSTITUTIONAL EFFECTIVENESS 
Every educational institution should have a mission , which is its specific purpose for existing. The mission of the institution must be 
stated in the school's catalog and in other publications readily available to the public. The mission must be completely , clearly, and 
simply stated in terms readily understandable by a prospective student, parents, the public , and other educational institutions . The 
mission should be devoted substantially to career-related education and should be reasonable for the program of instruction and 
facilities of the institution. Each institution should be capable of demon strating its educationa l effect iveness through assessment and 
documentation of stude nt outcomes. This assessment must include ev idence that the institution's annual retention and placement 
rates are in keeping with its mission. The institution's mission statement should be consistent with educational and employment 
outcomes of its students. In responding to the questions below , please consu lt Sections 3-1- 100 through 3- 1-113 of the 
Accreditation Criteria. 

MISSION AND OBJECTIVES 

1.1 How was the mission developed? 

The College has had a mission statement since 1885. Consultation with current administration and faculty , as 
well as input from our advisory board members, has allowed us to keep our mission statement cmTent. 
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1.2 State the institution's mission and supporting objectives . 

Our mission is to provide quality education that is effective for a successful business career. We will 
accompl ish this through qualified professional instruction and the latest technica l equipment pertinent to the 
business environment. Our results will be graduates with the marketable skills needed for gainful employment, 
good character, proper work habits, and technical knowledge. 

WE BELIEVE that a private business college should give men and women effective training for business life, 
help them select careers in line with their natural aptitudes and desires, and assist them in obtaining satisfactory 
employment upon graduation. 

WE BELIEVE that a private bus iness college should take a personal interest in the welfare of each student and 
stimulate the development of good character and proper work habits. 

WE BEU EVE that a private business college should comb ine the conduct of an educat ional institution and the 
operation of a business enterprise . It should pioneer in the development of teaching techniques and maintain 
with vigor and dignity the unique place a private business college occupies in our system of education. 

WE BELIEVE that those principles have been largely responsible for the leadersh ip in business education that 
DuBo is Business College has provided to youth, adults, and industry since 1885. 

WE BELIEVE that in designing the various programs of instruction the aim is to provide training broad enough 
to develop habits of clear thinking and sound judgment in the varied experiences of modem business. To this 
end technical training is the major part of each curricu lum so that the graduate may be assured of having 
marketable skills needed in today's global marketp lace. 

1.2.1 Cite where it is found in the catalog. 

Page 4 of the DBC Catalog 2012-2015 . 

1.2.2 Explain how the supporting objectives are devoted substantially to career-related education? 

The supporting objectives are specific to career-related education in that DBC offers skill-based 
instruction that is relevant to today's workforce . Technical training is the major part of each curricu lum, which 
assures graduates that they will obtain marketable skills for today's jobs. DBC relies on specific compute r 
training and requires several majors to have computers for work outside the classroom. All students are issued 
Nextbooks so that they can be connected all the time. 

1.2.3 Explain how the supporting objectives are reasonab le for the program(s) of instruction, mode of 
delivery, and facilities of the campus? 

The College admin istration believe in hands-on and technica l skills that are relevant in the modem 
business office. Our objectives are to give men and women effective training for business life. We operate 
like a business . The College's classes are held Monday through Thursday from 8 a.m. to 4: 15 p.m. We also 
operate on a business calendar system. We start our terms at the beginning of January, April, July, and October. 
We end our terms at the end of a business quarter: March, June, September, and December. Students attend 
year-round and the term breaks are short so that students can "touch the future faster," which is our motto. 

1.3 Explain how the faculty, financial resources, physical plant, administration, management , and educational 
activities contribute to the implementation of the institution's mission. 

Our employees are role models and set good examples for our students and also the College overall by their 
standards as professionals. Faculty are committed to providing the students with the knowledge and skills 
necessary to be successful in a business career. The College has financially met the needs of the students by 
continu ing to improve the facility as well as the equipment/furn ishings of all of the DBC campuses. Financial 
resources are applied to improving the structure , equipment , and overal l facilities in order to create and 
maintain an environment conducive to learning. DBC's management team is committed to serving our students 
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and our employers--who hire our students , which contribute to the implementation of the school's mission. The 
management team surveys local businesses and consults our advisory board to assure that our students are 
obtaining the skills required for success in today's business environment. 

1.4 What are the provisions for ensuring that the mission is subjected periodically to critical review by the 
administration and faculty to determine if the campus is fulfilling its educational mission and meeting the needs 
of the community? 

The mission statement and objectives are reviewed every year by the College employees when information is 
reviewed for the catalog, the website, and the Campus Effectiveness Plan. In-service sessions and advisory 
board meetings are examples when our mission and objectives are revealed and the relevance of today's student 
and our education are reviewed. The corporate management team also review the Mission and Objectives 
annually. 

I .5 How do degree programs emphasize both the achievement of vocational objectives and general education? 

The Pennsylvania Department of Education has strict guideliines for being able to award the Associate in 
Specialized Business Degree . We follow those guidelines by offering occupational spec ific content with 75 to 
80 percent of the courses being vocationa l in nature. General education is important to the outcome of each 
degree program and we allow for 20 to 25 percent. Therefore, the administration meets with graduates each 
year to determine the effectiveness of all classes in each program of study. Surveys, advisory board meetings , 
meetings with publishers , employers, and teacher job shadowing give us insight as to the coursework necessary 
with which to give balance to the overall education within our programs. 

1.6 Describe the administration 's plans for any changes in the institution's mission and/or supporting objectives. 

The mission statement is a critical part of steering DBC. Any change that is made to the mission statement is 
not taken lightly and is reviewed over and over again. We need to be certain that the change is important 
enough to change our mission. Changes are continually being done through short-term goals and long-term 
goals. Currently we are satisfied with our mission statement and objectives and have no plans to change our 
stated mission or objectives. 

INSTITUTIONAL EFFECTIVENESS 

1.7 How was the campus effectiveness plan (CEP) developed? 

The campus effectiveness plan is developed with input from all employees. The initial writing of the CEP was 
done by Jackie Syktich , President/CEO. She reviewed the CEP with the corporate management team and 
through this collaborative effort and teamwork the current plan was written. All of the DBC locations operate 
with the same campus effectiveness plan. The CEP is a guide/map for the College administration to maintain 
and document the overall effectiveness of the College. 

1.7.1 Who is responsible for implementing and monitoring the plan? 

Jackie Syktich, President, is responsible for implementing and monitoring the plan. 

1.8 What are the annual retention and placement rates for the campus , if applicable, for the past three years? 
(Provide the numbers used to calculate the rates, and explain as necessary .) 

Year:2014 

Year:2013 

Year:2012 

Rate:91% P/76% R DuBois Campus ; 72% P/85% R Huntingdon; 20% P/85% R Oil City 

Rate:89% P/87% R DuBois Campus; 80% P/93% R Huntingdon; 80% P/83% R Oil City 

Rate:92% P/86% R DuBois Campus; 83% P/79% R Huntingdon; 71% P/83% R Oil City 

Explanation (if necessary) 

We use the spreadsheet that is provided by ACICS for the Campus Accountability Report. 
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1.9 How do these annual retention and placement rates compare to prior rates, if applicable, and to rates at similar 
institutions? 

The majority of DBC graduates/completers want to work within one hour of their hometown. We are proud of 
our ability to continually improve our local labor market with quality, well-educated graduates. We want to 
always impro ve our retention rates and we are able to manage that through our admissions process, entrance 
assessment , and orientation proce ss . We want studetns who choose to attend DBC to under stand that they need 
to have a vision to be a DBC graduate! At every orientation we ask the students if they were referred by a DBC 
graduate or student and 70 to 80 percent say YES. 

1. 10 What are the campus' retention and placement goals for the next reporting year? 

Retention: 78 Placemen t: 85 

1.10.1 What factors were take n into considera tion when developing these goals? 

The corporate management team considered the placement rates over the five year period and were 
pleased with student and graduate surveys. The Career Services Director feels confident with the job 
opportunities and the amount of job requests that she has been receiv ing that we will be able to 
maintain and meet the 85% placement rate. In meeting with the Academic Dean and her meeting s with 
faculty, concern is a factor with retention. We have noticed that several prospective studen ts and 
students currently attending DBC have attended two and three colleges before coming to DBC. We are 
being conservative with our retention rate, since there see ms to be a trend with some of our younger 
traditional student population to just quit attending. 

1.11 Explain how the activities undertaken to meet the retention and placement goals enabled the campus to maintain 
or improve retention and plac ement outcomes over success ive years? 

We added support from two DBC employees for follow-up with placement assistance. Pam Hertlein and Tony 
DeSt adio have contacted students and employers and spoken with graduates about their employer and job 
duties. We continue to monitor the attendance reports submitted daily by instructors. Fortunately we are a 
small school so faculty know their stude nts and refer students at risk of succeeding to the Academic Dean or 
Director immediately. Before a student begins their training at DBC , there is an orientation process that covers 
retention and placement and its importance. We also do a behavioral assessment (DiSC) with each student to 
help understand their learn ing style. We feel that this helps contribute to successfully retaining studen ts when 
you understand their style. 

1.12 What data are utilized to eva luate the following elements: 

a. Level of graduat e satisfac tion 

We survey all graduates and share this information with faculty and administra tion . We also annually 
invite our graduates to attend an advisory board meetin g where the College administration and 
Advisory Board members get to ask questions to the graduates about the success and their overall 
satisfaction with the education they received and whether it applies to their emp loyment. 

b. Level of employer sa tisfaction 

Students are required to take the Profes siona l Career Planning class. One of the components of that 
class is to do career jo b shadow ing hours. Students must submit a written docum ent from the emp loyer 
for review by the instructor. Thi s information is reviewed by the Career Services Depa1tment and 
College Directors. 

c. Student learning outcomes 

Prior to beginning training at DBC stude nts are required to take entrance assessme nts. One assessmen t 
is for basic math and English comprehension. The other assessment is a W onderlic Test which 
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eva luates their abi lity to reason and learn . Students are also given advanced placement examina tions to 
determine the classes in which they will begin their studies. Once in class the College admini sters 
midterm examinations, and midterm deficiencies are given to students who may need more assistance. 
Fina ls and/or class projects are given and reviewed each term over term break by the administration to 
review how student s are progress ing and maintaining academic progress. Our computer ized school 
administration system (CSA, which stands for Creative School Applications) gives us sophisticated 
reports to review student learning outcomes. Curric ulum Chairpersons review outcomes and academic 
issues with the Academic Dean . 

I .12. I Explain how the data is collected and used to improve educationa l processes for the following elements: 

a. Satisfaction of graduates 

Graduate surveys are reviewed wit h faculty for overall effect iveness of the graduate's training 
and to analyze caree r employment expectations and the grad uate' s preparedness. 

b. Satisfaction of employers 

Employer feedback and surveys are rev iewed by administration. The Career Services 
Department uses the data to assess what employer s want , and whether we are meeting those needs. 
Teacher job shadow reports are reviewed with administration to make decisions on curriculum 
relevance and its role in the education process. 

c. Student learning outcomes 

Curriculum Chairpersons review outcomes and academic issues with the Academic Dean. 
Administration review s the school's computer generated reports and evaluates the overall student 
learnin g outcomes. Th is information and data is shared with faculty and administrat ion at in­
service break-out sessions . 

1. 13 How is the campus effectiveness plan evaluated? 

At the end of every term, the College Director s meet to review student outcomes, placement goals, student 
satisfaction, and graduate surveys , as well as employer surveys . This input is used to evaluate the campus 
effectiveness plan . 

1.13.1 What is the sche dule for evaluat ion? 

Eva luation is done each term; however , a forn1al review is done annually by the corporate management 
team. 

2. ORGANIZATION 
Each institution should have an organ izational structure designed to promote among all staff a spirit of understanding , cooperation , 
and responsibility. Performance standards and monitoring cont rols need to be employed to insure adequate adminis trative 
functioning . The annua l budget expenditures shou ld be adequate to properly impleme nt the stated educationa l objectives of the 
inst itution . In responding to the questions below, please consul t Sections 3- 1-200 through 3- 1-203 of the Accreditation Criteria . 

2.1 Describe the governance, control , and corporate organization of the institution and cite where it is stated in the 
catalog . 

DuBoi s Business College campuses are private, co-eduational colleges of business. DuBois Bus iness College, 
Incorporated, is a profit-making corporation in the Commonwealth of Pennsylvan ia, overseen by corporate 
officers /board of directors . See page 6 of the DBC Catalog 2012 -2015. 

2.2 How does the administration ensure that faculty and staff clea rly under sta nd the ir dut ies and respons ibi lities, the 
person to whom they report , and the standards by which the success of their wor k is measured? 
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Each employee is given an Employee Handbook Package, which describes job description, job duties , benefits , 
etc. Along with this information is the Organization Chart. The chart outlines the entire corporation and lists 
each employee and his/her title. The organization chart is also posted on the employee bulletin bards. Job 
descriptions are on file. We have a board of directors and a corporate management team: 

Board of Directors: 

Jackie Syktich, President 

Karen Alderton, Vice President 

Mary Jones, Secreta ry 

Frank Burt , Treasurer 

Brenda Heschke 

Carolyn Rhoades 

Cathy Steiner 

Corporate Management Team: 

Jackie Syktich, President 

Mary Jones, Academic Dean 

Sue Ann Matia , Student Services Director 

Karen Alderton, Financia l Aid Director 

Gail Urban, Director of Finances 

Susan Ramey, Huntingdon County Campus Director 

Terry Khoury, Oil City Campus Director 

Steve Wolfe, Chief Techno logy Officer 

Barbara Martini, Corporate Career Services Director 

Faculty and staff are reviewed annually by the President and Academic Dean. Fom1al and informal evaluations 
are done also throughout the year. 

2.2.1 How is this documented? 

Employees are asked to sign verifying that they have received the Employee Handbook Package. A 
copy of this information is kept in the employee's file. 

2.3 How does the administration monitor and evaluate activities of faculty and staff? 

The College Directors oversee the entire school operation. The Academic Dean oversees the instructional staff 
on academic issues. The College does an evaluation of the schoo l and classroom instruction via a quart erly 
survey form given to each student. The administration reviews the forms. We also have classroom 
observations , announced and unannounced. The staff is monitored on a daily basis with regard to work 
performance. Formal and informal evaluations are given based on employee years of service and with regard to 
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job position. The College also has emp loyees complete a self-evaluation form that is reviewed by the College 
Director, and then the President. 

2.4 Describe how the administrat ion provides for the professional integrity of the staff and the academic freedom of 
the faculty. 

The College faculty and staff are required to read and comply with the Staff and Faculty Handbook. Both 
faculty and staff members must exemplify a high level of professional integrity. The College administration 
ensures this level of professionalism through student feedback and by offering training through in-service 
sessions. The faculty and staff belong to various professional organizat ions and attend semina rs relating to 
their specific duties. DBC believes in professional growth for employees . We have partnered with The Pacific 
Institute and have implemented their Strateg ies for Success plan. We have been working with them for over 11 
years. In-service training sessions provide employees with an understandin g of profess ional integr ity issues and 
the break-out sessio ns allow the faculty to give input and decide instructional policy and to suggest changes to 
curriculum. Our Advisory Board meets with faculty and staff once a year by attend ing the summer term in­
service day. Faculty and staff are asked to provide input to the employee handbook, DBC catalog, DBC 
website , curriculum , DBC policy, and course syllabi. The Academic Freedom Policy is in the DBC employee 
handbook. 

2.5 How is the policy for ensuring academic freedom communicated to faculty? 

Faculty members are free to exercise academic freedom as described in the Facu lty and Staff Handbook while 
operating within the structure developed by the College . 

2.6 Describe the grievance policies and procedures for students, employees , and other interested parties . How are 
students, faculty , and administrat ive staff made aware of these policies? 

Page 58 of the DBC Catalog describes the policy. This is given to all students and is reviewed at the 
admissions appointment and orientation. 

2.7 Describe any plans for the improvement of the organization. 

The College has moved some of the admin istrat ive offices to allow for a workflow that is more efficient. 
Continued administration tasks are reviewed with employees. The College administration has added Acting 
Directors and have sent them for training with the Pennsylvania Department of Education. Our goal is to make 
sure that we have employees who can cross-trai n so that we have qualified and trained administration while 
providing for future advancemen t of other administrative staff when an opening or opportunity arises within the 
organizat ion. 
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Each institution must coordinate its administrative functions to best serve its educational mission. All staff should be well trained to 
carry out administrative functions . Detailed record keeping enhances the management of the institution. In responding to the 
questions below, please consult Sections 3-1-300 through 3-1-303 of the Accr editation Criteria. 

3.1. Who is the on-site administrator and what are that person's qualifications for this position? 

The Chief Executive Officer is Jacki e Diehl Syktich who is on-site and has been with the College 
since 1980. (She is a DuBo is Business College graduate!) Dur ing her 35 years of service with 
DuBoi s Business Co llege she has had the oppo1tunity to work and be involved in every department of 
the College . She began her caree r at DBC as the Admin istrative Assis tant to the Pres ident. Over the 
years she worked in the admissions departm ent, placem ent dep artmen t, financial aid department, 
faculty /academic liaison, and then was promoted to Acting Directo r. She then became Corporate 
Director in charge of all campus locat ions . For the last 15 years she has been the President/CEO of 
DuBoi s Business Co llege. Jackie is a grad uate of DuBoi s Business Co llege; attended Libe1ty 
University; 1987 graduate AICS Leadership Train ing Institute for School Administrators in Virginia; 
RUL E Leadership Graduate (2005 -2007) Pem1 State University; Anstine Republican Women's 
Leader ship Program graduate (2012-2013) . Jackie was also appointed by the Governor to be a Board 
member of the State Board of Education, Penn sylvania Depa1tment of Educat ion in Harrisburg, 
Penn sylvania. She serves on the PA Department of Educat ion's Executive Committee and Review and 
Recommendation Committee. She also has been a Chairperson for the PA Departmen t of Education' s 
Degree Grant ing Divi sion, Degree Eva luation Teams . 

We have School Direc tors at each school location . The Penn sylvania Depar tmen t of Education 
requires private licensed school s to have a Director and/or Act ing Director on locat ion when schoo l is 
. . 
m sess10n. 

The Schoo l Director s are : 

DuBoi s Main Campus: Jackie D. Sykt ich , Pres iden t; Gail S. Urban, Acting Director; Sue Ann Matia , 
Acting Director, and Rache l J. Syktich, Acting Director. 

Huntingdon County Campus: Susan Ramey, Director ; Howard Divins , Acting Director; Lindsay 
Snyder, Act ing Director; and Brad Moore , Act ing Director. 

Oil City Campus: Terry Khoury, Director; Andrew Motter, Acting Director; and Reb ecca Rhoade s, 
Acting Dir ector. 

Philipsburg Campus Add ition : Jan ice Pepperd ay, Act ing Director ; and Jaye Navasky , Act ing 
Director. 

Each of these emp loyees must meet the criteria for working in school adm inistrat ion and superv isory 
exper ience for a comb ination of at least 3 years . 

Qualifi cation s are listed for each: 

Jackie D. Syktich, 35 years in school administration/supervisory expe rience. 

Gail S. Urban , 28 years in school administration/supervisory experience. 

Sue Ann Matia, 17 years in school adm inistratio n/supervisory experience. 

Rachel J. Syktich, 5 years in school adm inistration/superv isory expe rience . 
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Susan Ramey, 18 years in school administration/supervisory experience. 

Howard Divins, 14 years in school administration/supervisory experience. 

Lindsay Snyder, 5 years in school administration /supervisory experience. 

Brad D. Moore, 4 years in school administration/supervisory experience . 

Terry Khoury , 11 years in school administration/supervisory experience. 

Andrew Motter, 8 years in school administration/supervisory experience. 

Rebecca Rhoades, 3 years in school administration/superv isory experience. 

Janice Pepperday, 6 years in school administration/supervisory experience. 

Jaye Navasky , 6 years in school administration/supervisory experience. 

3.2. How does the administration provide for continuous evaluation of the following functions: 

a. Programs of study 

Programs are reviewed and discussed annually. When the catalog is being reviewed , all 
faculty members are included in the evaluation of programs of study. Curriculum Chairpersons 
receive information from faculty within their programs. We invite our book publishing 
companies to come in and meet with employees and spend time regarding industry trends, new 
programs , career and industry outlook , books, materials, etc. Speaker's Term is held every 
Spring Term. Industry guest speakers come in to talk to students , faculty, and staff about 
business and expectations in the work world. The Advisory Board meets with faculty and 
discusses program objectives and outcomes. 

b. Student activity programs 

The students at all campuses have a "common time" in the middle of the day to be used for 
lunch, extra-curricular student activities, and school clubs. There is an advisor assigned to 
each student activity /club. We have many students who commute to our school, so we do most 
of our activities at their convenience. We have a Student Council, which is a student 
government --or voice to our administration. Some of our other student organizations include: 
Sorority--Delta Beta Chi; Fratemity--Sigrna Delta Phi; Christian Fellowship; Student 
Newspaper; etc. Students enjoy activities such as the Christmas Dinner/Dance; Fraternity 
Breakfasts; Game Nights; etc. The clubs pa1ticipate in educational field trips as well as fun 
activity trips. Students raise money and volunteer their time for charitable non-profit agencies 
such as Make-a-Wish , American Heart Association, Agape Community Services, Pentz Run 
Youth Services, etc. The College administration has an Awards /Appreciation Party each tenn. 
Entertainment and food are provided to all students. Recognition and awards are given to 
students with leadership roles in the Clubs and to the graduates who will be leaving at the end 
of the term. 

c. Guidance serv ices 

Admission guidance is done through the admissions depa1tment. All students are required to 
visit the College and observe classes. We like for the students to meet with faculty, students, 
and participate in the day's events. 
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Academic guidance is done through our computerized school system, which allows us to 
monitor students who need to improve their grades or may need to adjust their schedule load. 
The Academic Dean oversees the midterm deficiency process, satisfactory academic progress , 
and finals. Midterm evaluation is completed and deficiencies are provided to students in 
writing. Students are asked to meet with their instructor for guidance regarding midterm 
deficiencies. Tutoring/extra help is made available to students via the instructors' office hours. 
We also have a peer student/tutor system available. Students not making satisfactory academic 
progress meet with our administration to ensure their success; madatory tutoring is also 
required of all students with a QPA of less than 2.0. 

Orientation is required for all students prior to entering classes. The administration reviews the 
catalog and student handbook items so that students are aware of the rules of the school, as 
well as understand their program of study. Review of computer technology is also done. 

Counseling services are available at all school locations for students who may have personal 
issues for which they need assistance . These services are outlined in their student handbook 
based on school locat ion. 

d. Financial aid services 

Financial aid services are provided to all students at each campus. The Corporate Financial 
Aid Director is at the main campus. There are three financial aid advisors who can offer 
student financial aid support. The College also uses a servicer for financial aid, which is 
Student Aid Administrators. 

e. Instructional procedure s 

Instructional procedures are reviewed with the faculty through the Academic Dean and via 
faculty meetings . Minutes are kept of all faculty meetings and are reviewed with instructors 
who were absent and also new instructors. Lesson plans are submitted by each instructor and 
kept on file. F acuity members work closely with each other in exchanging procedures. The 
Academic Dean oversees the faculty and coordinates the various departments. Cathy Steiner is 
the mentor instructor for all faculty members. There are Curriculum Chairpersons for program 
areas: Cindy Neville, Medical; Steve Wolfe, IT and EPB; Darren Kite , Industrial Design 
Technology; Bobbi Spigle, Executive/Legal/Office Administration/General Education; 
Howard Divins, Computer Applications/Management; and Dr. Helen White, 
Accounting/Business Admin istration. 

f. Instrnctional resources 

The Library/Leaming Resource Center committee coordinates these services . Jackie Syktich 
and Sue Ann Matia are in charge of the Main Campus Library. Susan Ramey and Lindsay 
Snyder are in charge of the Huntingdon County Campus Library. Terry Khoury and Rebecca 
Rhoades are in charge of the Oil City Campus Library. New textbooks, computers , software , 
and other materials are given to the instructors for review and possible adoption /purchase. 
Publishers meet with our school person nel regularly. 

3.3 . What evidence is on file to verify degrees of professional staff whose degrees are listed in the catalog? 

We do not list degrees for professional staff in our catalog, only our instruct ional staff, and we can 
verify their degrees through the copies of their official transcripts that are kept on file at each school 
location. 
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3.4. What records are kept relative to the following areas: 

a. Financial aid activities 

Complete financial aid records are kept on file for each student. Each student has a special 
financial aid folder. These written financial aid records relate to all institutional, federal, state, 
private aid applicants and recipients. We also have a computerized school administration 
system, CSA, which allows for our administration to have access to this data in an electronic 
format. We also work with SAA, Student Aid Administrators, who is our financial aid servicer. 

b. Admissions 

We use a computerized school administration system called CSA to track and record all 
admissions data . 

c. Curriculum 

The computerized school administration system, CSA, maintains and updates our curriculum 
as needed. 

d. Guidance 

Instructors, admissions, financial aid, and other professional staff members provide guidance to 
students on a continuing basis. We have an open door policy, as well as a suggestion box for 
all students. Each campus has access to a professional counselor that can be referred to in 
special counseling situations. This information is listed in the student handbook. 

e. Library or instructional resources 

Library and instructiona l resources are kept on file. Each individual book is coded for proper 
inventory. A computer system is in the library for students to access books. Each campus 
location has access to the local public library , and as Pennsylvania residents have access to 
these libraries. Our instructors assign library/learning resource projects as part of the syllabi. 

f. Instructional supplies and equipm ent 

Instructional supplies and equipment records are maintained with serial numbers or other data 
required in the administrative office. Inventories of equipment and classrooms are also kept 
for insurance purposes . 

g. School plant 

School plant information (blueprints, electrical plans , etc.) is kept on file in the administrative 
office . Most of this information is also duplicated and kept in fireproof files with corporate 
records at the main campus. 

h. Faculty and staff 

Individual faculty and staff records ( official transcripts, applications for employment, 
personnel forms, etc.) are kept in the administration office. Every DBC employee has a file 
that is kept at the main campus location. 

1. Student activities 

Student clubs and organizations each have an advisor. Minutes are kept of the meetings. 
Treasurer reports are also done. Those records are submitted to the office by an officer of the 
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organizations and a copy is kept with the advisor. One check ing account is used at each school 
location and is held by the advisor, along w ith another school official. 

J. Student personnel 

We do not have any student s working for any of our College locations, nor do we have a 
College Work Study program. 

k. Campus Accountability Reports 

Campus Accountability Reports as well as the former Ann ual Institut iona l Reports are kept at 
each school location along with the backup data. Main Campus in DuBoi s has cop ies of all 
CAR repor ts, and AIR reports for all locatio ns . Our computerized school admin istration 
system also has all of this data electronica lly stored . 

3.4. l Describe how student files are maintained and organized. If students records are maintained 
electronically, describe the system. 

Individ ual student folder s are kept in the administrative office s in fireproof file cabinets. We 
also have student data stored electronically. Administrative personn el have access to the areas in which they 
are assigned. These files are networked for all schoo l locat ions. Main campus personne l have corporat e 
respon sibi lity for placement, admissions, scheduling , and student grade information . 

3.5. If applicable, what specific testing records and academic and career advising records are maintained by the 
campus for students admitted under an ability-to-benefit determination? Insert the analysis of the campus study 
evidencing the relationship between admissions test cut-off scores and successful academic or employment 
outcomes. 

We do not admit students under an "ability to benefit" determination. 

3.6. What procedures are used to obtain evidence of high school and/or college graduation or equivalency 
certificates with scores? 

Durin g the admissions process , it is explained that all students mu st show evidence of a high schoo l 
transcript or the equivalency, GED. This information is collected and verified before a student can 
obtain admission to begin studies at DuBoi s Business College . Students with other postsecondary 
education are required to submit evidence of those credits so that h·ansfer credit can be evaluated for 
sche duling , as we ll as financia l aid purposes. 

3.6. l Describe the procedures in place to verify that the credential earned is from a recognized/legitimate 
institution and not from a "diploma mill." 

The Admissions Direct or verifies that the school is recog nized by the State Department of 
Education or that the schoo l is accredited and/or recognized by the United States Dep artment of 
Education. 

3.7. What grading system does the campus employ to indicate student progress? 

DuBoi s Business College Grading System 

Grade s and Qualit y Po ints 

93-100% A Excellent 4 points 

85-92% B Good 3 point s 

77-84% C Average 2 points 
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1 point 

0 points 

W Voluntary Withdraw O points 

3.7.1. What is the unit of credit (semester , quarter, or trimester) used or clock hour? 

Quarter credit is awarded for each class. We use the measure of 15 lecture hours equates to 
one credit and 30 lab hours equates to one credit. 

3.7.2. How does the campus ens ure that a transcript is maintained for each student? 

We have a computerized schoo l administration system, CSA, that maintains all student records 
electronically. We also have paper copies of student records maintained in folders , which are 
kept for over 50 years, along with the electronic copy. 

3.7.3. How is the grading system explained on the student's transcript? Is it consistent with the campus 
catalog? 

The grading system is identified on the student transcript and is identical to the one in the 
schoo l catalog. 

3.8. How are records and reports (e.g. , student , staff , financial) housed so that they are safe from theft , fire, or other 
possible loss? 

Our student records and reports are kept in fireproof files. The computerized school administration 
system, CSA, is backed up daily. The material is also replicated off-site to ensure it is safe. 

3.8.1 If the campus utilizes comp uterized record keeping, what are the back- up procedures? 

The computerized school administration system, CSA, is backed up daily. The material is also 
replicated off-site to ensure it is safe. 

3.9. How long are student records maintained by the campus? 

The College was established in 1885, and the college still has those records. Our current computerized 
school administration system has archived records since 1980, and we have them electronically 
available to administrative personnel. 

3.10. Describe any plans for improvement in the administration. 

Fortunately, we have a core group of administration who have worked at DuBoi s Business College 10 
plus years. This has created an atmosphere of energy and security among the co-workers. We do not 
plan to make any major changes. 

We have added an Academic Dean Liaison position for a teacher who taught for many years at DBC 
and had wanted to retire. We asked her to work with each campus in the area of academic 
admin istration to ensure consistency among the schoo l locat ions. This position is part-time , and is 
working well. 

We have also emphasized cross-train ing among our school locations, and have asked employees to 
work at other locations for consistent schoo l administrat ion. 
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We continually seek to improve the quality of leadership among our campus locations by selecting 
employees to attend leadership programs that are one to two years in length. We also have promoted 
from within our employees so that advancement can be obtained. 
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An institution's methods of attracting and retaining students often are subject to scrutiny and are of considerable 
concern to the public, to other educational institutions, and to the Council. An institu tion's recruitment efforts should be 
devoted to locating and informing stude nts, in a professional and dignified manner, who the institution can best serve. 
Recruiting practices contribute to an insti tution 's image. Each institution also should strive to ensure that its financia l 
relations with students reflect the highest ethica l standards and are in conformance with all state and federal laws and 
regulation s. Each institution is required to develop a program of student personnel services that is consistent with its 
stated mission . Such services should support the educational program and reflect the institution 's concern for the 
welfare of the student. In responding to the quest ions below, please cons ult Sections 3-1-400 through 3-1-442 of the 
Accreditation Criteria. 

ADMI SSIONS AND R EC RUITMENT 

4.1 What is the admissions policy? 

Academic qualifications are important; but equally impor tant are motivation, character, attitude , initiative, 
will ingness to work, and a desire to succeed. 

Each candidate for admission is considered individually on merit and potential. High school graduation or its 
equivalent or GED is the basic requireme nt for admission . Other factors such as high schoo l transcripts, rank in 
class, attendance, and persona l evaluations are carefully considered . Through career counseling most applicants 
can be directed into programs where they will obtain employable skills. 

Students are encouraged to visit and tour the College, as well as observe classes, so that they may better 
understand what is expected . Students may observe classes free of charge. 

All students are required to take and to pass an entrance assessment. In addition students wishing to enter the 
Clinical Medical Assistant program must successfully complete a physical examination, have adequate 
immunizations, and pass a criminal record background check. 

Students who come to DBC and have prior post-secondary training must submit their offic ial transc ripts to the 
College. DBC's policy is to review all course descriptions, and DBC reserves the right not to accept credits that 
are more than ten years old; however , determination is made on an individual basis. 

4.1.1 Does the policy differ based on the credential awarded or program of study? 

Yes, as described above, the Clinical Medical Assistant program has different requirements. 

4.1.2 Explain how the admissions policy adheres to the institution's mission. 

DuBoi s Business College expects students who are wan ting to enroll at DBC to be able to express their 
desire to complete their education. The admissions team is diligent about meeting with the prospective 
student two to three times prior to the student applying to attend. This is in line with the mission 
statement in which we take a personal interest in the welfare of each studen t. 

4.2 If applicab le, what is the admissio ns policy regarding enrollme nt of ability-to-benefit stude nts? 

Not appl icable. We do not enroll ab ility-to-benefit stude nts. 

4.3 What records are mainta ined by the campus to reflect the basis for the admission of each student? 

Upon receiv ing the Application for Admission, an individua l file is started for the prospect ive student. There is 
a SOP (Standard Operating Procedure) label that is started to ensure that each student's file has the necessary 
entrance counseling, admissions assessments, high school transcripts, GED scores and/or diploma, and college 
transcripts if applicable. Once the student has completed all of the necessary requirement s, the admission s 
team determ ines the basis for which the student may or may not be accepted. Upon acceptance , attendance at 
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orientation, and all completed necessary paperwork , the student is ready to start in the term for which they 
chose to enroll. 

4.4 Describe the student recruitment program. 

The admissions department visits high schools, open houses, career fairs, college fairs, etc. They also visit with 
agencies who assist students in the education process, such as Office of Vocational Rehabilitation, CareerLink 
with WIOA, and Chambers of Commerce. Students expressing interest in learning more about DuBois 
Business College speak to an admissions representative . At that time an appointment is normally scheduled for 
the student to visit the College and speak with the admissions department, take a tour of the school, meet with 
students, faculty, and staff. The student is asked to review the information, speak with family members and 
friends, and is then scheduled to observe classes to better understand the education at DBC. The school catalog 
is reviewed with the student as well as their program of study. They are also scheduled to complete their 
entrance assessment, and to meet with the Financ ial Aid Department and Career Services. 

4.5 Describe how admissions representatives are trained, compensated, and monitored. 

The Admissions Director trains the admissions team. Admissions meetings are held to discuss programs, 
catalog, and materials used in the admissions department. Admissions personne l are compensated like all DBC 
employees , which is a monthly salary. 

4.6 Describe the policies and procedures regarding incoming transfer of credit. 

Students who come to DBC and have prior post-secondary training must submit their official transcripts to the 
College. DBC's policy is to review all course descriptions, and DBC reserves the right not to accept credits that 
are more than ten years old; however, determination is made on an individual basis. 

4.6.1 Where are these policies and procedure s published? 

DBC Catalog page 55. 

4.6.2 Describe any articulation agreements with other institutions. 

We have Colleges and Universities that have articulation agreements with DuBois Business College 
such as: Indiana Unive rsity of Pennsylvania, Univers ity of Pittsburgh, St. Franci s University, and some 
have informal agreements where they will work with students on an individual basis. We have several 
schools send an admissions representativ e from their school to visit DBC students and explain the 
options that are available for transfer of credit to continue their postsecondary experience upon their 
graduation from DBC. 

4.6.3 Describe where the campus publishes a list of institutions with which it has established the agreements. 

We have bulletin boards at our school locations that describe the colleges and universities that work 
with students on continuing their education and transfer of credit. 

4.6.4 Describe the process for notification to students of the articulation agreements and the transferability of 
credits in the programs that are offered. 

Students either meet with the Admission Representative from the "future" school, or they meet with 
DBC School Director or Academic Dean. Students are asked to visit the prospective "future" school to discuss their 
class schedule and expected completion. 

STANDARDS OF SATISFACTORY ACADEMIC PROGRESS 

4.7 Who administers the standards of satisfactory academic progress (SAP) for the campus and what are this 
individual 's qualifications to administer SAP? 

President Jackie Syktich, and Academic Dean Mary Jones are the individuals who review all student SAP 
progress. There is a computerized school administration system that refers students to SAP monitoring. This 
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list is reviewed every term for every school location and for every student. The President has been with the 
College administratio n for 35 years , and the Academic Dean has been with the College for 30 years, as a faculty 
member, departmen t chairperson , and then in administration. 

4.8 How does the campus detenn ine if a student is making satisfactory progress according to the policy? 

Standards of academ ic progress are found on pages 52 and 53 of the DBC catalog. At the end of each term, all 
students transcripts are reviewed for completed classes, grades , and credits attempte d. DBC's computer ized 
school administrat ion system software alerts the DBC admin istration of any students that may be in j eopardy of 
not meeting SAP. 

4.8. l Who reviews the student 's records and advises the student? 

The President and Academic Dean review each student record, then meet and discuss the matter with 
the individual school location Director, at which time a determination and plan is discussed. The 
Academic Dean and/or School Director advises the student. 

4.8.2 Who monitors probation? 

DBC President and Academic Dean. 

4.8.3 How is attendance verified? 

DBC has a Computerized School Attendance system that is on-line and can be viewed by all students 
through their user name and passwor d. Faculty members are responsible for taking attendance and 
entering the information electronically through the DBC attendance system. 

4.8.4 How is the cumulative GPA and percentage of successful course completio n verified? 

We rely on CSA, to calculate the GPA and course successful comple tion. We also manually review 10 
to 20 percent of the student population randomly to ensure accuracy . 

F INANCIAL RELATIONS 

4.9 If the institution sponsors institutional scholarship, grant, or loan programs, describe them and provide how 
they are pub licized. 

DBC scholarships are offered and are listed in the DBC catalog on page 44. 

4.10 What evidence does the campus have that demonstrates the tuition, fees, and other charges for all students who 
enrolled at the same time and in the same program are consistent. If they are not consistent, explain. 

Pennsylvania Departme nt of Education , State Board of Private Licensed Schools, must approve tuition and fees 
prior to pub lication of our catalog . Pennsylvania Department of Education School Program Profiles are on file 
at each school location. Tuition and fees are listed in the DBC cata log on pages 42 and 43. 

4.11 What are the refund policies and procedures? 

DBC's refund policy is stated in the DBC Catalog on page 43 and is in accordance with the Pennsylvania 
Department of Education, State Board of Private Licensed Schools; and the United States Department of 
Education Title IV regulat ions and also ACICS. 

4.12 What are the qualificatio ns of the financia l aid officer? 

Karen Alderton is our Financ ial Aid Director. She has been with the College for over 30 years in this capac ity. 
She is very knowledgeab le in areas of financial aid. We also use a financia l aid servicer, which is Ruth 
Chrismore from Student Aid Administrators. 
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4.12 . 1 In what activiti es does the financial aid officer participate to keep up to date on changes in financ ial aid 
programs? 

The financial aid team is expected to attend workshops, watch webinars , and to be active in financia l 
aid organizations, in order to be successful at DBC. 

4.13 If applicab le, describe the system for counseling student s regarding their student loan repayment ob ligations. 

Entrance and exit counseling with students is done by the financial aid team . The financia l aid team also meets 
with each stude nt to review their cost breakdown by term for their program of study. 

4.13.1 What is the cohort default rate for the last three years? 

Year : 2011 

Year : 2010 

Year: 2009 

Rat e: 9.5 

Rate: 7.8 

Rat e: 6.8 

4.14 If applicable, describe the cash discount policy and provide evidence that it has been approved by the Council. 

We do not have a cash discount policy. 

STUDENT SERVJCES 

4.15 Describe how the campus provides orientation for new students . 

The College has a formal orientation session for all incoming students each quarter. We review the catalog, 
student handbook , review policies and procedures, and want them to get to know one another pri or to atte nding 
classes. F inancia l aid personnel discuss the costs of attendance, grants , and loan s. Career Services personnel 
discuss graduation services and assistance w ith placement and the professional career planning class. 
Administrative and admissions person nel discuss programs of study, class schedule s, class times, and the school 
calendar. Stude nts have the opportunity to take advanced placement examinat ions on orientation day also. 

Each faculty member has a br ief or ientation with each stude nt at the start of each term in each class to cover the 
class sylla bus . Each campus has counseling services available to all students and employees. Students are 
asked to meet with particular staff members if the counseling that is necessary deals with schedul ing needs , 
financial aid inform ation , placement, academic progress , etc. 

4.16 Describe all academic and personal counseling serv ices offered . 

DuBoi s Business College offers academic counseling throughout the student's education that would include: 
Student Serv ices , Career Services, Academic advisement, and the school Director. For students who have 
personal counseling needs, the College subcontrac ts with a Counseling Service and pays for the counseling that 
is needed by the student. 

4.16 .l What are the qualifications of the staff responsible for the counseling program(s)? 

The Counseling Service provides us with counselors with backgrounds in many areas of counseling as 
we ll as counse lors with practic ing degrees and/or licenses. 

Academic counseling is done by the Academic Dean and administrative staff that have been trained and 
have an understanding of the College's academic schedules , pol icies and procedure s. 

4.17 Descr ibe the retention program. 

Retention is key to all school s. It is impo rtant to und erstand what assistance can be give n to help studen ts 
complete the ir goa l. We are a sma ll school so we have the ability to meet with all of our studen ts and discuss 
their career goals. We track attendance for each student and contact them if we see that they are missing 
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classes. The admissions team is responsible for talking with students to make sure all is well. We have an open 
door policy and our administrative staff interact with student s to make them feel at ease at DBC. We also 
monitor the student's academic progress. Faculty alerts the Academic Dean or School Director in cases where 
they feel that a student is not doing well academically or personally. Classroom surveys are completed 
throughout the school year to better assist us with student satisfaction. 

4.18 Describe employment services offered to students. 

We have a Profe ssional Career Planning class that students are required to complete when nearing graduation. 
This class review s their career goals, resumes, cover letters, and the interview process. Part of the class is a 
mock job interview, which is scheduled for each student. Students are required to complete the professiona l 
etiquette portion of the class and attend a luncheon where business manners and dining etiquette are discussed. 
We have a Career Services Director who assists student s and employers with the employment process. 

4.18.1 Describe how placement verification is documen ted . 

The Career Services Departm ent meets with all school director s and reviews the graduate's placemen t 
paperwork. Surveys and contact with each graduate is done so that we know what is happening with 
each of our graduates. We meet with employers, contact graduates and alert them to jobs for which 
they would be qualified. We then do follow-up to make sure the job search process is going well. We 
deliver resumes, connect with future employers in scheduling interviews, and promote our graduates to 
local businesses . 

4.19 Describe the process used to conduct follow-up studies for graduate and employer satisfaction surveys. 

Graduates are given surveys to complete. The Professional Career Planning class is designed to assist student s 
in the job search process. Surveys are submitted to employers for feedback. Our Career Services Direc tor has 
been with DBC for many years and is very knowledgeable in meeting the needs of employers. Our Advisory 
Board meets with graduates one time a year to discu ss their education and whether or not they are using their 
education in their jobs. 

4.20 Describe the programs of extracurricular activities, if any. 

We have Student Council organizations at each school location. The student council is the student voice for all 
students . Minutes are kept of meetings and treasurer's reports are filed. The club officers meet with the 
Director of each school to discuss ideas/suggestions. All students are able to hold member ship and are 
encouraged to attend meetings. The meetings are held during the common lunch time at each school so that all 
students are available. Each club has a faculty or staff advisor. The clubs are active in raising funds for local 
charities. Club activities include: Christmas formal dinner/dance; baseball games, Hershey Park Amusement 
Park, Waldameer Water Park, Cook Forest State Park, etc. The student clubs and organizations organize trips to 
Washington , DC, and to New York City. 

We have had student sports teams such as: Softball, basketball , volleyball , flag football, and bowl ing. 

DBC has been the recipient of the Community Cup Award from our local Chamber of Commerce. We have 
also been the recipient of the prestigious Pennsylvania Association of Privat e School Administrators Award for 
Community Service. 

4.21 Describe any areas needing improvement in the area of relations with stude nts. 

We are plea sed with relation s with students. We would like to see more activities such as team sports . With 
decreased enrollment it has been more difficult for students to get teams organized. 
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The major index of an institution's quality is the effectiveness of its educational program. The educational program must 
be consistent with the stated mission, must be adequate in breadth and context to achieve it, and must produce 
measurable results. Another index of an institut ion's quality is the competence of its faculty. The effectiveness of any 
institution depends upon good teaching and upon the ability and commitment of its faculty. The selection , orientation, 
guidance, stimulation, and evaluation of the teaching staff are among the most significa nt responsibilities of the 
administration. The faculty should actively partic ipate in developing the total educationa l program of the institution. A 
third index of institutional quality is the resources available to instructors and students. In responding to the questions 
below, please consult Sections 3-1-500 through 3-1-544 of the Accreditation Criteria. 

Teaching hours, assignments, and schedules wi ll vary from fie ld to field and from institution to institution , but they 
should allow faculty time for adequate preparation and professiona l development. The institution shall devise a plan for 
the efficient use of faculty competence and time, which addresses student-teacher ratios, number of teacher 
preparations, and number of teaching hours. In responding to the questions below, please consult Sections 3-2-100, 3-3-
200, 3-4-200, 3-5-200, and 3-6-400 of the Accreditation Criteria. 

PROGRAM PLA NNING, D EVELOPMENT AND EVALUATION 

5.1 Describe how the educational programs have been developed based on the institution ' s mission. 

We are pleased with the quality training that we offer to DuBois Business College students. Our faculty and 
staff take great pride in their work and are truly committed to seeing our students succeed. Each program is 
designed to enable the student to gain core program knowledge and skills, while develop ing knowledge in 
general education that is useful to the student. As our mission states: We offe r programs with an occupational 
objective that will allow students to gain employment. 

5.1. l List each program offered and state the occupational and general objectives of the program. Provide an 
overview of how these programs are delivered (i.e., lecture, laboratory , self-paced instruct ion, distance 
instruct ion). 

Our cuiTent programs are listed in our Catalog, pages 18 to 30. Each class has a syllabus which lists 
the lecture/lab content, total hours and credits , and the expectations within the class. Our programs are taught 
as on-ground lecture and laboratory resident instruction . 
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The following are Associate in Specialized Business Degree programs: 

Accounting/Business Administration 

The Accounting/Business Administra tion program is designed to provide a specialized education to 
prepare students for various posit ions in the field of accounting. Students learn accounting for proprietorship s, 
partnerships, corporations, etc. Emphasis is placed on Cost Accou nting, Accounting Concepts and Principle s, 
Excel Spreadsheets, and Computerized Accounting software. Students also take a variety of business 
administration courses such as Managem ent and Marketing. In the Business Administration Simulation course 
emphasis is put on building students' entrepreneurial skills via teams that select a business, research and 
perform financial analyses , write a business plan, and conduct a market-feasibility study . Students are prepared 
for potential careers in government offices, accounting offices, and payroll offices, with positions as 
accountant s, payroll superv isors, bookkeepers, accounting assistants, accounting clerks , etc. 

Administrative Medica l Assistant 

The demand for well-trained administrative medical assistants has grown rapidly in recent years . This 
specialized curriculum is designed to provide complete professional training in all facets of managing an 
administrative medical position in a physician's office , hospita l, clinic, medical or surgical supply company , 
nursing home, home heal th agency , or insuranc e company. Students in this major learn medical office 
administration, including skilled subjects such as ICD- 10-CM diagnostic coding, CPT-4 procedura l coding, and 
step-by-step insuranc e form completion. Special attention is given to the medico-legal aspects of the profession 
including communicat ion procedures and patient/docto r office relationships. Information processing and 
storage and retrieval of medical records is covered . Students learn proper computer procedures as part of this 
program. 

Clinical Medical Assistant 

The Clinical Medical Assistant program combines clinical procedures with office skills. The 
specialized curric ulum provide s complete professional training for managing an administrat ive medica l position 
in a physician's office, hospital , clinic, medical or surgical supply company, nursiing home, or home health 
organization. Students learn all facets of medical office administration, including ICD-9-CM diagnostic coding, 
CPT-4 procedural coding, and step-by-step insurance form completion . Special attention is given to medico­
legal aspects, communication procedure s, and patient /doctor office relation ships as well as information 
processing and storage and retrieval of medical records . Clinical lab classes develop skills that allow graduates 
to perform in clinica l areas of health care as a clinical or administrative assistant. Clinical lab classes include 
training in OSHA and HIP AA compliance , patient care, specia lty examinations and procedures , minor office 
surgery, diagnostic testing, phlebotomy, infection control and patient teaching . Demand for well-trained 
medical assistants has grown rapidly in recent years; expectations are that the profess ion will continue to 
expand. 

Computer Application s/Management 

The Computer Appl ications/Management program offers a dual focus in business management and 
computer software applications. Graduate s of this program qualifiy for a wide variety of positions such as 
entry-level managers, fisca l assistants, supervisors, computer operators, and printshop technicians . Students 
with this major pursue careers in many different fields , including retail , hotel-restaurant , business, 
manufacturing , construct ion indust ries, insurance, and education. The Computer Appl ications portion of the 
program is designed to provide a working know ledge of popular comput er software programs such as Microsof t 
Office to perform word process ing, spreadsheet, database, graphics, accounting , and web page design tasks. In 
addition to extensive software skills, students receive instruct ion in management, accounting, and marketing. 
The combination of computer and management studies makes this a versa tile major that offers students a well 
rounded , highly useful skill set. 

Entertainment Production Business 
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DuBois Business College was one of the first colleges to develop a comprehensive program integrating 
graphic design and computer animation. This program provides a combination of sk ills that can lead to 
professions in industries as diverse as web design , computer gaming, advertising, and moviemaking. Graduates 
in this major may pursue careers in entertainment production facilities or businesses that create movies or 
design amusement parks, zoos, science centers, or computer games. In the Entertainment Productio n Business 
program, students learn how to create 2-D and 3-D computer graphics and computer-generated animations. 
They learn the complex tool sets of advanced graphic software; and using this software, they produce vario us 
visual effects, animation sequences, interactive videos, ads, package des igns, exhibits, and advert ising scenes. 

Executive Assistant 

The Executive Assistant program is an excellent career choice for students who aspire to executive 
level assistant positions in private business, industry, government, and educationa l fields. Students who 
complete this major obtain positions as office managers, personnel managers, administra tive assistants, and 
clerks/secretaries . This cmTiculum provides an advanced level of training in administrative skills with 
specialization in executive office procedures, computerized office procedures, keyboarding and business 
communications, as well as legal terminology and executive word processing . This major also offers important 
administrative training in the latest Microso ft Office software applications . 

Information Systems Support Technician 

The Information Systems Support Technician program is designed to train computer software 
maintenance technicians. Emphasis is placed on network management and electronic repair. Graduates may 
obtain positions as network administrators, computer repair specialists, programmers, computer technicians and 
system administrators. The program is designed to give graduates a solid understa nding of and skills in the 
following areas: hardware installation and configuration, softwa re developmen t and configuration, network 
topologies, network servers, system troubleshooting, peripheral equipment support , web application 
development, and end user support. 

Legal Assistant 

The Legal Assistant program is designed to provide a specialized curriculum leading to a career in a 
legal office . This program is recommended for a student interested in a profession as a lega l assistant to an 
attorney or a judge ; as an assistant in the law office of a corporation; univer sity, insurance agency; or as an 
assistant with a municipal, state, or federal government agency. Many Legal Assistant graduates find positions 
in personnel offices of public and private companies, as well as in the medical industry, dealing mainly with 
insurance issues. Students are given an advanced level of training in administrative skills and procedures 
specializing in legal terminology, legal transcription, legal office procedures, and formatting legal 
correspondence and court and non-court documen ts . Students also receive important training in the latest 
Microsoft Office software. 

John Russo Movie Making is also an ASB Degree program, but we are currently not enrolling student s 
in this program. 

Our Diploma programs of study are: 

Accounting Assistant 

The Accounting Assistant curr iculum offers general business training in keyboarding and business 
document formatting on computers. English , math, and accounting concepts are taught to prepare the graduate 
for a beginning supervisory position. This program offers excellent training for an entry-level pos ition. With 
experience and improved business skills, Accounting Ass istant students may be able to advance to more 
responsible positions. Graduates from this 9-month program also have the option of transferring credits into 18-
month and 2 I -month degree programs leading to the Associate in Specialized Business degree. 

Computer Systems Support Technician 
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The Computer Systems Support Technician program is designed to train entry-level computer 
technicians with emphasis placed on computer system suppport and configurat ion. Students in this diploma 
program study computer concepts and have practical laboratory exercises in the following areas: hardware 
installation and configuration , software installation and configuration, networking cabling and topologies, 
system trouble-shooting , web page creation, and end user support. Graduates qualify for positions as computer 
technicians and help desk technicians. 

Office Assistant 

The Office Assistant diploma curriculum prepares a graduate for an entry-level positio n in data entry 
and business computer technology . Students receive training in business communications, document formatting 
and processing , math, and accounting . Graduates from this program also have the option of transferring credits 
into 18-month and 21-month degree programs leading to the Associate in Specialized Business degree. The 
students gain valuable computer training in the Office Assistant major. 

5.2 Identify who is responsible for the following at the campus. Describe their academic and/or experiential 
qualifications for this position: 

5.2.1 Overall administration of all academic programs . 

Mary Jones is the Corporate Academic Dean. She oversees administration of all academic programs. 
Mary's background is a Master's Degree in Education; she also has a Business Education degree, as well as 
being teacher certified. Mary has an Academic Dean Liaison, who is Roberta (Bobbi) Spigle. Bobbi has 
taught for DBC for over 16 years , and works part-time with us in this capacity . She travels to the campuses to 
work with faculty and staff to ensure consistency among the schools. 

5.2.2 Administration of each academic program offered . 

We have Curriculum Chairpersons . They are: Dr. Helen White (Accounting/Math areas); Steve Wolfe 
(lT, EPB areas); Lucinda (Cindy) Neville (Medica l areas); Howard Divins (Computer, Management areas), 
Darren Kite (Industrial Design areas), and Bobbi Spigle (Legal, Executive, and General Education areas). 

5.3 Describe the role of the faculty, administration, and others in establishing the educational programs. 

The Curriculum Chairpersons meet with the faculty from all school locations to discuss textbooks, grad ing, the 
DBC on-line course management system, changes to programs, certification examinations, final tests, field 
trips, and speakers . The faculty meet during in-service training sessions, which are held a minimum of four 
times a year with all campus faculty and staff. The faculty and staff also meet with advisory board members 
each year to discuss curriculum updates and recommendations. Syllabi are written by faculty members. We 
expect our campuses to be a mirror image when it comes to the education being delivered. Classroom 
observations are held at each school location, which allows us to evaluate the effectiveness of each course 
syllabus , as well as the effectiveness of the instruction of the faculty member. 

5.4 Describe how the educational programs reflect the needs of the students and the community. 

Local labor market reports through the Career Link offices indicate that there is a demand for employees in the 
occupations for which we offer program training. We also list our programs on the state wide list for workforce 
investment act funding and our programs are selected due to their "in high demand" status. Employer 
evaluations from the Career Link offices also show a need for highly skilled techn ical employees. Statistics 
from the Departmen t of Labor and Industry prove that the programs we offer are viable in the workfo rce. 

5.5 How are provisions made for individual educational difference s among students? 

Students are able to take advanced placement examinations in subject areas at DBC prior to starting classes. 
Upon passing the examination , the student is awarded credit for the class which allows for the individual 
differences among students. Students who come to DBC with individual learning or physical disabilities are 
dealt with on an individual basis. DBC does accommodate students with their specific needs. We have varous 
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agencies that we work with to accommo date some of these specia l needs: Office of Vocational Rehabilitation, 
Office of Visual Serv ices, Office of Head and Neck Inju ries, etc . 

5.6 How are the community resources utilized to enrich the programs? 

We have an annual Speaker's Term, where every instructor participates in having a speaker come to class and 
speak to students about their business, expectations of employees, trends , etc. We also have field tr ips that 
allow students to visit hospitals , doctor offices, courthouses, magistrate's offices , IT businesses, IT Microsoft 
Trainin g sessions , Link Up seminars, art walks and expos, local libraries, Career Link, etc . Our Advisory Board 
spends a day in the classroom with our students. Our faculty are required to do an annual job shadow 
experience where they visit a business and jo b shadow an employee for the day. 

5 .6.1 Describe how the utilization of these resources is documented. 

Speaker's Term is recorded and kept on file. The name of the speake r, business, and date of event is 
listed. Advisory Board meetings have minutes, and are recorded and kept on file. Community Outreach Day is 
required to have a form completed and submitted to the administrative office. A certificate of complet ion is 
printed for all students. Faculty Job Shadow Experience has the faculty member's repor t from the experience 
kept on file . 

5.7 Describe the policy on the responsibility and authority of faculty in academic governance. 

The Academ ic Dean oversees and has authority over all academic matters. The Curriculum Chairpersons have 
the responsibility in matters of academic governance . As part of the administration of academic programs, all faculty 
will partic ipate in the development of the educational programs in areas such as: selection of class materia ls, 
instructiona l equipment , academic projects , outside work, library/learning resource materials, and other educational 
resources. The Curriculum Chairs work with the faculty members to address evaluation and revision of the curriculum, 
student learning object ives, outcomes, and the impact on institut ional effect iveness. 

5.7.1 How was the academic governance policy commun icated to the faculty? 

The Academic Governance Policy is listed in the Employee Handbook, which is given to all employees 
when they are hired. Updates are circulated to all employees. 

5.8 Is there a detailed syllabus on file for each course? 

Yes, the College has a detailed syllabus on file for each class . DBC's On-line Course Management System is 
where all syllabi are kept. 

5.8. l How are syllabi developed? 

Syllabi are developed by all fac ulty members . Curriculum Chairpersons within each program discipline 
meet with faculty and discuss ideas , additions, and/or changes to the current syllabus. 

5.8.2 How often are the syllabi revised? 

This is done on an on-go ing basis. Generally, when a textbook changes or software or hardware are 
updated, a syllabus revision needs to take place immediately. Curriculum Chairpersons are responsible 
for the annual review of all syllabi with in their program scope . 

5.8.3 Describe the process for revising syllab i. 

The faculty are always collaborating with other faculty members at other DBC school locations to make 
sure that all syllabi are being taught and used by all faculty. When a faculty member requests a change to be made to 
syllabi, the Curriculum Chairpe rson meets with the Academic Dean and revisions happen. The same applies when it is 
due to a textbook change, software, or hardware change. 

5.8.4 How are out-of-class assignments, if applicable, incorporated in the syllabi and how are they evaluated? 
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Out-of-class assignments are given to all students in all programs. The out -of-class assignments are 
listed on the syllabi. Faculty review reading ass ignments , homework assignments , and other projects. Student s are 
issued NextBook Computers, which is a laptop and a tablet. This has made it much easier for all students to be able to 
complete the out-of-class assignments. 

5.9 Describe any internship /externship programs, indicating name of program, procedur e, and person(s) responsible 
for the over sight of these activities. Have both the campu s and the practic um site signed an agreement outlining 
the arrangements of the intemship /extemship? Describe the contents of the agreement. 

Not appl icable. 

5.10 Describe the methods utilized to evaluate and revise the curricula. Identify any differences in these procedures 
among various programs. 

Evaluation and revisions of curricula come from a variety of source s: Graduate surveys, meeting s with 
graduates , Career Services surveys and information when meeting with employers , admissions team meetings 
with students and high school personnel, Advisory Board member recommendations through meeting s and 
surveys , Book Publisher Representatives visit and discuss curricu lum and employment trends . Current students 
also have the opportunity to make suggestions for curricu lum revision through the class eva luation survey that 
is completed near the end of each term. 

5.10 .1 If advisory boards are utilized , list board member s and their qualifications . 

DUBOIS MAIN CAMPUS: 

MARK ADAMS - SENATOR SCARNATI'S OFFICE 

JACKIE ANDERSON OWENS ILLINOIS H.R. MANAGER 

THOMAS ANDERSON JR CPA 

BOB BISH CAREER LINK , RETIRED 

WEN DI CAL VERT FORMER DBC EPB INSTRUCTOR 

WESLEY CARNAHAN DUBOIS BUSINESS COL LEGE, RETIRED 

HUGH DALY COMMUNITY ACTION EXECUTIVE DIRECTOR-RETIRED 

TIM DELUCCIA DUBOIS AREA SCHOOL DISTRICT SUPERINTENDENT (Retired) 

MARLENE DUTTRY AT HOME REALTY (OWNER) AND ALSO BLAKLEY & JONES (0 . 
MGR.) 

JASON EBERSOLE FOX 8 ACCOUNT EXECUTIV E 

BILL ENDRESS CAREER LINK , RETIRED 

DAWN FORINGER CHIEF OPERA TIO NS OFFICER HELPMATES INC 

MA TT GABLER ST ATE REPRESENT A TJVE 

RAYMOND GRAECA CHIEF EXECUTIVE OFFICER PENN HIGHLAN DS HEALTH CARE 

ALLAN HANCOCK HANCOCK GROUP INC 

PEGGY JOHNSON CAREER LINK SUPERVISOR 

RANDI JOHNSON GAi CONSULTANTS , INC 

MOLLY KELSEY CHIEF FINANCIAL OFFICER GLOBAL FABRICATION, INC 

HOLLY KOMONCZI CCRTA CLFD CO RECREA TJON & TOURISM AUTHORITY 
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MARIANNE KONIOR DUBOIS AREA MIDDLE SCHOOL PRINCIPAL RETIRED 

ANITA LAHR ADMIN ISTRATIVE ASSISTANT CLARION UNIVE RSITY 

J. PAUL LONDO N OFFICE OF VOCATIONAL REHABILITATION - PLACEMENT SPEC. 

SUSAN LOSKOSKI DUBOIS CHAMBER OF COMME RCE ADMINISTRATIVE ASSIS T ANT 

CAROL LUNDGREN RETIRED , IAAP 

NANCY MARR MCG RAW HILL HIGHER EDUCA TlON SALES 

MARK MEHOLI CK CALLlARI, MEHOLI CK & CO MPANY 

TAMMY MEHOLICK WDSN SUNNY 106, MARKETING CONSULT ANT 

ELIZABETH MILFORD RETIRED - MILITARY REGISTERED NURSE 

CINNAMON MONTEVILLE BC PRODUCTIONS 

ERIN MORGAN NORTHWE ST SAVINGS BANK MLO 

MARC IA (BELIN) MU IR CAREER LINK , RETIRED 

PAM NELSON GUARDIAN ELDER CA RE 

JIM PAPP DRM C DIRE CTOR ORGANIZATIONAL DEV ELOPM ENT 

GARY PETERS ADMINISTRATOR DUBOIS CONTINUUM OF CARE COMMUNITY - RETIRED 

DEBORAH PONTZER CONGRESSMAN GLENN THOMPSO N'S OFFICE 

ANNE POSTERARO BARBER FINANCIAL 

MA TT REED JOHN SON MOTORS SERVICE CONSU LTNT 

VONDA REE SE ASSIST ANT VICE-PRESIDENT DUBOI S OFFICE MANAGER 
NORTHWEST SAVINGS BANK 

TOM ROWL ES 

JOE SCARNATI 

JIM SEDGWI CK 

CENTRAL INTERMEDIATE UNIT # I 0 

SENATOR 

A.B.C.S. BOOKK EE PER 

MELISSA SERAFINI CAREER LINK, SPECIALIST 

JOE SHIELDS NORTH CENTRAL WORKFORCE INVE STME NT BOARD - CAREER 
COUN SELO R 

DANA SMITH KMA REMARKETING PRE SIDENT AND CEO 

DEL SPAFFORD RETIRED 

JANE SPIGELMYER RETIRED 

JEFF SPRAGUE SIMPSON COMMUNICATIONS INC VICE PRESIDENT 

JOHN STRAITIFF 

MARY SYKTICH 

SHORTFUSE GASFIELD TRUCKING 

GLEASON, CHERRY & CHERRY, LLP ADMINISTRAT IVE ASS ISTANT 

ANTHONY VALLONE PENN ST ATE DUBOI S CAMPU S 

NANNETTE VOTA JEFF TECH 
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JOHN WEIBLE OFFICE MANAGER/ASSISTANT VICE PRESEDENT - FIRST 
COMMONWEAL TH BANK 

BENJAMIN WHITING BC PRODUCTIONS 

BECKY WICKS WIX PIX PRODUCTION S, INC 

DUBOIS HUNTINGDON CAMPUS: 

Linda Brumbaugh Retired 

Linda Carpenter J C Blair Hospital 

Vicki Cooper Mount Union Area High School 

Marjorie Biddle Mount Union Area High School 

Melissa Freeberg 

Susan Hendricks 

Mutual Benefit Group 

Mount Union Area High School 

Michae l Hubert JC Bla ir Memorial Hospital 

Dawn Lynn Rule VIII Advisory Board 

Helen Pyzowski CareerLink 

Richard Scialabba RWS Associates, LLC 

Hope Smith Juniat a Valley High School 

Danielle Simpson Southern Huntingdon County Area Schools 

Gerry Wityk Government-Shuster Aide 

Donna Isenberg Borough Council 

Barbara Covert PA CareerLink 

Barbara Gongloff PA CareerLink 

Amanda Oswald-Garner Past DBC Grad 

Chuck Merenda 

Patricia Rodgers 

Dara Kauffman 

TeAira Bradley 

Courtney Wessner 

John Montgomery 

VA Representative 

Retired 

J C Blair Hospital 

J C Blair Hospital 

Froggy 98 

Marks Brothers 

Ruth Snair County Commissioners Office 

Amanda Easter Huntingdon Area High School 

DUBOI S OTL CITY CAMPUS: 

Linda Anderson 

Larry Baughman 

Clay Campbell 

Electralloy, Inc. 

Retired Coordinator of Student Service 

Clay Campbell and Company, Inc. 
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Robert Carone Family Services & Children's Aid Society 

Jeff Clark Superintendent Valley Grove School 

Minnie Fink Manpower 

Ron Gustafson Gustafson General Contracting 

Mark Heim A. Crivelli Buick-GMC 

Scott Hutchinson State Representat ive 

Cynthia Jarzab Spec ial Populations Coordinato r 

Deb Lutz Venango EDC 

Cindy McBride Youth Alternative 

Joe Pastor Barr's Insurance 

Bruce Rosen Rosen, Rosen, Bloom & Varsek 

Martha Shreffler Oil City Presbyterian Home 

Lance Titus Farmer's Nationa l Bank 

5.11 How was the length of each program determined? 

The College has been around since 1885. Program length was determined by facu lty and staff at the time of the 
inception of each program . The current faculty and staff review the length and content of each program to 
determine whether or not the length is appropriate. Criteri a for program length is first determ ined by the 
program objectives and the skills part of the pro gram . Industry standards are evaluate d, as well as ACICS and 
Departme nt of Educat ion crite ria, for program length. The PHEAA Mentor Website , PAPSA Cho ices, 
Penn sylva nia Departme nt of Edu catio n Dir ectory of Degree Granting Institut ions, ACJCS Direc tory, etc. have 
allowed us to compare our College to schools offering simi lar pro grams . 

5.12 Do any programs include training by a third party? If so, please explain. 

No progra ms are administered by a third party. 

5.13 Is licensure or other cert ification required for persons employed in any program areas offered? 

YesD No[gj 

5.13.1 If yes, list spec ific skills that students will need to acquire in order to be licensed or certified and how 
the curr iculum provides for attainme nt of these skills. 

Not appl icab le. 

5.13.2 Describe any appl icable examina tions and the pass rate on each of these exams. 

Not appl icab le. 

5.14 If applicabl e, sha re details on any program that requires spec ialized programmatic acc reditation to obtain entry­
level employment or licensure by the state in which the campus is approved. (Include name of the program and 
name of the spec ialized agency.) 

Not applicable. 

5.14.1 Explain the current status in holding such accreditation. 

NA 
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5.14.2 How have students been notified of this requirement and how it affects their employability following 
program completion? 

NA 

5.15 How are appro priate course sequencing and prerequisites determined? 

The Curriculum Chairpersons work with the Corporate Academic Dean to ensure proper sequencing of classes 
for students, and determine prerequisites based on individual course content. 

5.15.1 How is the curriculum structured to ensure an increasing level of difficulty as the student progresses? 

The curriculum is pedagogica lly sound . There is a "building block" process to the scheduling. The 
Corporate Academ ic Dean works with the School Directors and Curriculum Cha irpersons to ensure that 
all programs have a progression of coursework that increases in difficulty. 

5.16 How is the need for curriculum changes determined? 

Surveys and conversations with gradua tes, and employers helps the faculty determine when there is a need for 
curriculum changes. Failures, pass rates, and placement of graduates also play a factor in determining 
this . 

5. 16.1 How are faculty members invo lved in curriculum evaluation and revision? 

Faculty meetings are held throughout the term to discuss class matters, studen t academ ics, student 
attendance, and curriculum. Minutes are kept of these meetings . In-service is held a minimum 
of four times a year and includes all faculty and staff for all locations. Meetings are held to 
review curriculum, to review individual syllabi, and to discuss textbooks, softwa re, hardware, 
and projects within the curricul um. The Advisory Board meets with graduates at one mee ting, 
another meeting is held with the faculty members from all school locations to discuss 
curriculum and employers' needs, and another meeting each year is when the Advisory Board 
members attend class with students and observe and evaluate the classroom instruction and 
content. 

5.16.2 How does the campus utilize follow-up stud ies of its graduates and employers to assist in curriculum 
evaluation and revision? 

The Advisory Board meets with staff and graduates once a year to determine the value of their 
education by asking questions related to their current jo b responsibilities. Graduate follow-up surveys 
and telephone conversa tions are held by the Career Services Depa rtment and are shared with 
administration and faculty members. 

5.17 What curriculum changes have been made during the last three years? 

Mainly textbook and softwa re changes have been made to the curr iculum. The Curriculum Chairpersons 
recently completed curriculum changes that were submitted to the Pennsylvania Department of 
Educat ion and received appro val. The next step is to receive ACICS approval. The appro vals 
hopefu lly will be comp leted and implemented by the end of 2015. 

5. l 7.1 What changes are contemp lated for the next three years? 

We have a new program , Industria l Design Technology , that has been approved by the Pennsy lvania 
Departme nt of Education. The Pennsylva nia Department of Education Degree Granting Division came 
in and reviewed the program for approva l. The next step is to submit the Industrial Design Technology 
progra m for review by ACICS. There are changes being reviewed by the Curriculum Chairpersons for 
the John Russo Movie Making program. Consideration is being made to change the EPB program to 18 
months, and to make a second major of Entertainment Product ion Business, one that includes movie 
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making and animation . A review of the Executive and Legal program of study is being done to include 
some real estate and insurance classes with in the current program. 

5.18 How does the camp us determine the appropriate allocation of contact time among lecture, laboratory , and 
intern/extemship activities? 

Our schedule is very simple. We operate on 4 terms a year. We decided to operate like a business on the 
"business quarter" system. We start our terms in January, April, July, and October, which means our 
tenns end the last week in March, June , September, and December. We have classes generally Monday 
through Thursday from 8 a.m. to 4: 15 p.m. dai ly. Each class is 60 hours in length. We use 15 hours for 
theory and 30 hours for laboratory, ensuring each class meets a minimum of 60 hours. The College is 
in session 48 weeks each year. The time is divided into academic quarters with an average of 12 weeks 
each quarter. We have no intern/extemship activities. 

5.18.1 How does the camp us monitor the number of contact hours completed for each course? 

Our clas ses operate the same every day by class period. If for some reason we need to close the 
College due to emergencies, or extreme snow or ice days, then the day is made up on a Friday when classes are 
not normally held . This is very effective for DBC and has not posed any problems . 

5.19 What are the procedures for developing the application of the U.S. Department of Education's definition of a credit 
hour (as required in Section 2-2-503 of the Accreditation Criten'a)? 

The College has maintained the definition and meets the criter ia as stated by the US Department of Education . 
We have rev iewed our hours w ith staff members at USDE when reviewing our USDE PPA and ECAR. 

5.19 .1 Where are the procedures published? 

Page 5 1 describes the Definition of Credit in our DBC Catalog 2012 -20 l 5, which is given to all 
students. 

5.20 How does the campus determ ine the appropriate scheduling of classes in relationsh ip to the needs of the 
students? 

We have a computerized sched ul ing system. We work w ith graduate's schedules first and then new stude nts. 
We are a small school and the scheduling is done by the Corporate Academic Dean along with the cooperation 
of the School Directors and College President. At the end of each term faculty submit a failure repo rt list for all 
student s and this is rev iewed so students are appropriately scheduled with correct classes and that their schedule 
fo llows the computerized curricula cata log . All courses are selected by the computer with term sequencing and 
prerequisites in mind. 

5.21 If applicab le, describe the method used to evaluate and award academ ic cred it to students who demonstrate 
subject competency based on academic, occupational , or personal experiences. 

Advanced placement examinations are given to students who show experience in certa in subject areas . Upon 
successfully completing and passing the advanced placement examination , credi t is awarded and is listed on the DuBois 
Business College transcript. Students who wish to attend DBC and had prior post -secondary experience are required to 
submit their officia l college transcript. The Corporate Academic Dean reviews the transcript , course descr ipt ions if 
necessary, and determines transfer of credit. The transfer credit is listed and shown on the student's DBC transcript. 

INSTRUCT ION AND FACU LTY 

In responding to the questions below, please consult Section 3-2-200, 3-3-300, 3-4-300, 3-5-300, and 3-6-500 of the 
Accreditation Criteria. 

5.22 Describe how physical facilities, equipment, and resources are used to enhance classroom instruction. 
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We promote the feeling of a business-like atmosphere, which we feel promotes the career value to all students 
who attend DBC. Our facilities have been renovated over the last several years to provide for a nice learning 
environment. Equipment is up-to-date , mobile multimedia carts , overhead projectors, screens, DVD players, 
mobile computer carts, and large screen televisons are available for faculty to utilize during class time so that 
the proper balance of educat ional styles can be addressed. Our classrooms are small in size . We promote and 
teach the DiSC behavioral preferences and every student is given this assessment. This helps the faculty work 
with the different learning styles within their classroom instruction. 

5.23 How are learning materia ls selected? Describe how instructional procedures and materials are evaluated to 
determine their effective ness. 

We have annual visits from book publisher representatives. We have two book representative s on our Advisory 
Board. The representative s visit with faculty and review the latest trends, the marketplace , new books, learning 
resources, course mater ials, and faculty resources from publishers . In addit ion, book publisher representat ives 
bring guest speakers in to train our faculty on new software, training resources, on-line materia ls, and student 
learning support. 

5.24 Describe how the campus ensures that students have access to appropriate learning materia ls (e.g., textbooks, 
laboratory equipment). 

Our administration does the class scheduling, which allows us to be in control of the equipment in each 
classroom based on class size. The College operates an in-house bookstore at each school location. This allows 
us to contro l the inventory and ensures that all books and resources are ordered for student use. Students are not 
required to purchase books from DBC; however, the books and resources are available for their convenience. 
Each instructor is asked to review their classroom for proper working order, cleanliness, and organization for 
the next term. The instructor alerts the administration of any needs for each classroom. The Chief Technology 
Officer and the IT team, along with administration, review each classroom before the next term to ensure all is 
well. 

5.25 Describe how the campus ensures that it maintains appropriate licenses for computer software and how it 
ensures compliance with copyrig ht laws. 

The Chief Technology Officer along with the IT team determine the computer hardware and software at each 
school location. Licensing is managed by the Chief Technology Office r and he also reviews and is responsible 
for compliance with copyright laws . 

5.26 Who is responsible for faculty orientation? 

The President, School Directors, and Academic Dean share in the hiring process and orientation for all faculty 
and staff members . We have a three-step process for hiring all employees . The potentia l employee is 
scheduled for an interview with the Academic Dean, President, and/or Director ; if the interview goes 
well and the applicant meets the criteria to become a potential DBC employee, we proceed with 
scheduling the applicant to "job shadow" with some of our faculty or staff members . Th is allows us to 
get feedback from our current employees, as well as allow the potential DBC employee member to 
understand the expectations at DBC. We have pre-employment materials that we give the employee to 
review and return to us. We expect all employees to read the DBC employee handbook and DBC 
Catalog. Bobbie Spigle visits all campuses and works with new employees, so that they are adjusting to 
DBC. Cathy Steiner who has over 35 years of teaching experience is the faculty mentor. Sue Ann 
Matia is the Corporate Student Services Director who handles all of the pre-employment mater ials and 
personne l files for DBC employees at all locations. 

5.26 .1 Describe the orientation of the faculty to the campus . 

The new faculty member works with Main Campus faculty for training and materials for the classroom. 
Classroom proced ures and administrative procedures are reviewed with the new faculty member by 
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Cathy Steiner, the faculty mentor. If possible, we hire the teacher a tenn in advance for training at 
Ma in campus, and then let them be responsible for their own classes the next term. 

5.27 How does the administration determine the qualification s of a faculty member to teach a particular course? 

The College President , Academic Dean, and/or College Director reviews the faculty member s' qualifications 
before ask ing them to teach a part icular class. The evaluat ion will include collegiate work , employment 
experience, and professional certifications. Each faculty member has a presonnel file with a copy of 
any college transcripts indicating the area of their degree and coursework complete d. In addition, the 
file contains copies of any certificates for comp leted workshop or semina r instruct ion. Their personnel 
file also includes a resume that documents their work experience . 

5.27.1 Describe qualifications of non-degreed teachers for the subjects they teach. 

The College President, Academic Dean and/or College Director reviews the faculty member's 
qua lifications which can includ e work experi ence, letters from fom1er employers, reference 
letters, professional certifications , academic training in spec ific coursework , and life 
experience. 

5.27.2 How are the qualifications documented ? 

A personnel file is kept for all employees. Documentation of work experience , credentials from 
certifications, workshops, seminars, life experience, are included in the file. 

5.28 Describe the procedure for collecting officia l tra nscripts, for qualifying credentials and/or those listed in the 
catalog , for faculty members. 

Sue Ann Matia, Corporate Student Services Director , manages all employee files. The employee completes a 
Confidentia l Transcript Release form for all post- seco ndar y exper ience. The College sends for the 
transcripts. Upon receipt of the College transcript , the Academ ic Dean reviews it, and ver ifies the 
coursework completed. It is then filed in the employee's folder. 

5.28.1 If there are faculty members whose official transcripts are not on file, document what efforts are being 
made to obtain them. Please include any unique circumstances that may impact the ability to obtain 
such transcripts (such as political instab ility, institution closing , etc .). 

Not appl icable. 

5.29 In what ways does the campus eva luate instruction? 

The College evalua tes instruction by monitoring academic progress using the computerized school 
administration syste m to track fail ures , probations, honors, etc . We also utilize student evaluation 
forms for each instructor for each class. The School Directors and Corporate Academic Dean review 
these evaluations and take any action necessa ry to remedy problems . Classroom observations are done . 
A classroom observat ion evaluation shee t is completed and reviewed with the instructor. 

Qual ity instru ction is promoted through job shadowing of experienced fac ulty members, attendance at fac ulty 
development semi nars , conferences, and train ing, and in-service meet ings. We ask that faculty 
continually improve through the attendance at worksho ps, conferences , and seminars that deal with 
their areas of expert ise as well as educat ion in gemera l that provide s information about new teac hing 
techniques or method s. The faculty in-service meeting s allow facu lty members to share insights on 
good teaching techniques for vario us courses . 

5.29.1 What systematic processes are in place to enhance and promote teaching effectiveness? 
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DuBois Business College sends faculty to training workshops and conferences through P APSA and 
other member sources. We also invite guest speakers whose expert ise is curr iculum, teaching 
effectiveness, student engagement, etc. to speak at In-Service meetings. The College has a budget for 
continuing education and uses it to assist faculty and staff who wish to pursue college credits . Teacher 
job shadowing is held once a year and all faculty are required to submit documentation of where they 
job shadowed and to submit a report describing what was learned. 

5.30 What is the system in place to ensure that annual faculty development plans are on file for each member of the 
faculty and signed by the faculty member and his/her supervisor? 

All faculty members have a faculty development plan on file . The annual facu lty development plan will be 
conducted with each faculty member's class schedule in mind. Professional growth activities are 
considered for the following year. They may include: workshops , seminars, webinars , certification 
exams, Association memberships, Board membership , local community participation and activities . The 
in-service training for the year is reviewed to best train all faculty in specific areas. 

5.30.1 How are the activities on the plan determined? How does the campus ensure that the plans are 
individua lized for each faculty member? 

The President and Corporate Academic Dean review the faculty member's strengths and accentuates the 
attributes of the faculty member, by selecting workshops, conferences, training events, and membership 
that would be a benefit to the faculty member and to the classes they teach at DBC. The in-service 
training for the yea r is reviewed to best train all faculty in specific areas. Taken into consideration are 
the faculty member's: training , education , certifications, and work experience. 

5.30.2 How is the plan implemented? 

The faculty developme nt plan is completed and detail s what needs done , what is done , and the 
documentation. The documentation is on file in the administrative office for all employees. 

5.30.3 How often is the plan reviewed? 

The faculty developme nt plans are reviewed annually by the Academic Dean and/or Directors. 

5.31 Describe how the campus ensures that all faculty complete development plans. 

The Academic Dean keeps the faculty development forms. Once a year, the Academic Dean reviews that 
everyone has a faculty development form. 

5.31.1 How are the activities documented by the campus? 

The College maintains a Professional Growth file that is kept in the administrative office. Minutes of 
meetings , attendance at functions, workshops , conferences , and employee reports are kept as proof of 
documentation. 

5.32 Describe the program of in-service training for the improvement of instruction and curriculum. 

The In-Service training schedule is determined one year in advance. The dates are distributed to all employees, 
and attendance is mandatory . All school location faculty and staff are in attendance . Usually the in­
service training is done at Main campus in DuBois , Pennsylvania. Topics such as: Motivating the 
student in the classroom , how to teach adult students , millenials and their expectations , career education 
and skills training , etc. Curriculum review, advisory board member meeting , book publisher textbook 
review and DBC on-l ine course management system training is reviewed. Camp us safety train ing has 
been a high priority over the last few years. Sexual assault, violence against women, domestic 
violence, fire safety, active shooter training, how to use a fire extinguisher , and emergency evacuation 
have been discussed. 

5.32.1 List the schedu le for the next 12 months. 
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October 2015 In-Service Topic: Web Ex and DBC Course Management System training . 

November 2015 In-Service Topic: Curriculum Review; State of the Business Meeting, Faculty Break­
out sessions. 

January 2016 In-Service Topic: Speaker: David Stanford--Keeping Students Engaged in the 
Classroom. 

May 2016 ln-Service Topic: TBA 

2016 Schedule is not finalized yet; will be completed by end of November 2015. 

5.33 Describe how the administration documents professional growth for full- and part-time faculty members. 

Professional growth activities will be discussed with the faculty member during the design of the faculty 
development plan. Items to be discussed and may be included are: membership and participation in 
educational associations, professional organ izations , continuation of education, related business experience , 
educational research, and an awareness of employer and commu nity needs. 

5.34 Describe the frequency, content, and documentation of faculty meetings. 

Faculty meetings are held regularly. A minimum of 6 faculty meetings are held each term. We review and 
discuss current issues, policies and procedures, midtenn review, and end of term procedures to discuss concerns 
and successes . Minutes are kept of meetings and filed in the administrative office . 

5.35 Describe the plans for ongoing improvement in curriculum and faculty. 

We plan to hire faculty for the Industrial Design Technology program of study that we hope to start in 2016 . 
The faculty will need to have qualifications and a background in electrical, AutoCAD, computer programming , 
welding, OSHA, and machining, plastics, metal fabrication, and materials fabrication. 

5.36 What are the normal teaching loads, number of field preparations, and number of subject preparations for full­
time and part-time instructors at the campus? 

A full-time instructor normally teaches five to six classes a day, four days a week. This involves four to five 
subject preparations . A part-time instructor may teach from one to four classes a day, four days a week. 
This would involve one to four subject preparation s. Instructors generally do not teach more than 30 
hours a week. 

5.37 What is the student-teacher ratio, for each program area, at the campus? 

The overall student-teacher ratio for Main Campus in DuBois is: 9: 1; Huntingdon County Campus is 8: I; Oil 
City Campus is 6: 1; and the Philipsburg campus addition is 6: 1. 

OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, AND BACHELOR'S DEGREE INSTITUTIONS 

5.38 Describe how the general education courses offered by the campus contribute to the development of the student. 

The general education courses offered by DBC are designed to build the student's self-confidence and self­
esteem by including appropriate material, assignments , and classroom procedures; therefore, students are 
involved in oral presentations, research projects , committee and/or panel work, critical thinking, analytical 
thinking, and problem solving activities. 

5.38 .1 Cite examples: 

Legal Concepts is a general education class. Students in this class are exposed to legal issues that they 
may face personally, or within their future employment. Students get to visit magisterial court and or 
county court cases , which broadens their horizons. 
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OCCUPATION AL ASSOCIATE 'S, ACADEMIC ASSOCIATE 'S, BACHELOR 'S, AND MASTER'S DEGREE 
INSTITUTIONS 

5.39 Describe how part-time faculty are utilized by the campus. 

We have very few part-time faculty at our school locations. These faculty members are utilized to ensure 
appropriate class sizes. We prefer to hire full-time faculty, beca use it gives us more flex ibility in our 
class scheduling and allows for stability in our long-range planning. 

5.39 .1 What percentage of the faculty is part- time? 

Less than 15% of our faculty are part-time. 

5.39 .2 Describe the procedures for evaluatio n and monitor ing of part-time faculty. 

The proced ures are the same for part-time faculty as we do for full-time faculty. 

ACADEMIC ASSOCIAT E'S, BACHELOR 'S, AND MASTER'S DEGREE INSTITUTIO NS 

5.40 What percent of those subjects which are part of academic assoc iate 's, bachelor 's, and/or master's degree 
programs are taught by faculty members possessing advanced degrees as require d in the Accredi tation Criter ia? 

5.40.1 Describe the efforts to recru it and reta in qual ified faculty members. 

5.4 1 What evidence is available to indicate that the members of the faculty are teaching courses which are based on 
their maj or and minor academic preparation and related experience? 

5.41.1 lf any faculty members teach a course outside of their academic major or minor, list their names and 
describe for each, how the administratio n deter mined their qualificatio ns to teach their ass igned 
subject(s) . How are the qua lifications documented? 

5.42 Describe how the campus ensures that there is sufficien t enrollmen t in the second year of a two-year program or 
upper division courses in baccalaureate degree programs . 

MASTER 'S AND DOCTORAL DEGREE INSTIT UTIONS 

5.43 Describe the overs ight committee who has the responsibility for developing, modifying, and maintaining each 
graduate progra m. 

5.43.1 How often does the committee meet? 

5.43.2 What documentation does the campus maintain to evidence the role of this committee in the 
development of the progra m( s )? 

DOCTORAL DEGREE INSTIT UTIONS 
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5.44 What evidence is avai lab le to demonstrate that the members of the faculty are experts in their field of study in 
which they are assigned to teach? 

5.45 Describe how the campus enco urages its faculty to engage in practical or scholarly researc h and to publish in 
professional journals. 

5.46 Explain how the core full- and part-time faculty is effective in ensuring the sound direction and development of 
its doctoral degree program(s). 
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Each institution must provide an environment that is conduc ive to good instruction and learning and that supports the 
educational programs offered by the institution . The adequacy of the environment is assessed against the demands made 
upon it by the curriculum, faculty, and students. In responding to the questions below, please consu lt Sections 3-1-600 
through 3-1-602 of the Accreditation Criteria. 

6.1 Describe how the buildings, classrooms, equipment, furniture, and surroundings meet the needs of the campus 
in size and scope. 

Each campus is comprised of business-like atmosphere classrooms, computer labs, medical classrooms , and 
library/learning resource centers. A student lounge and faculty center is located at each facility. 
Administra tive offices are located in each building and easily accessible to all students and faculty. 

6.1.1 Describe how the facility in compliance with all applicable federal, state, and local codes for occupancy 
and safety? 

Each location has several scheduled fire drills/emergency evacuations each year. Fire safety companies 
review each building to meet applicable code and safety . Training is done with faculty and staff to review 
emergency procedures , safe campus and security procedures. Federal, state, and local codes for occupancy and 
safety are in compliance . Current posters, certificates , and current safety documentation is posted or on file in 
the adminstrative office. 

6.2 Does the campus utilize a campus addition or additional space? 

YesrgjNoO 

6.2.1 If yes, describe these locations. 

The DuBois Business College Main Campus in DuBois has a "Campus Addition." It is located in 
Philipsburg, Pennsylvania . Ms. Obi from ACICS observed and reviewed the campus addition in 
Philipsburg. 

6.3 Describe any plans to improve the physical plant and equipment. 

Continued renovations are expected to be done on a yearly basis. The President meets with the Directors to 
review the wish list and the necessary list for each school location. This is done once a year. Equipment is 
reviewed and is on a plan with the College to continue to upgrade equipmen t every few years. New desks and 
chairs are on a plan for continued review with the needs of the classroom and instruction. 
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It is important that an institution recogn ize the value of "truth in advert ising" when promoting its operations. 
Publications must be prepared and presented in a profess ional manner to reflect favorably upon the institut ion. 
Information published must be accurate and factual and must reflect the current status of the institution. Only the 
Council can accept or reject an institution's catalog, and a final decision will not be made based on a draft. In 
responding to the questions below, please consult Sections 3-1-700 through 3-1-703 and Appendix C of the 
Accreditation Criteria. 

7. I Describe how the catalog reflects the educat ional programs, operations, and services. 

The cata log describes the courses that we provide, the objective of each course, and the requirements to 
complete each objective. The College's mission statement and philosophy and objectives are stated in 
the catalog. The catalog lists any changes within the year by posting an addendum to be attached to 
each catalog. The last College catalog was on-line and students were also given a CD of the catalog. 
We were going green and paperless, but students generally wanted the printed catalog, which we also 
provided to those who requested them. We decided to return to the paper copy of the cata log and print 
more so that all students and prospective students will receive a printed copy of the catalog. It will also 
remain in our DBC on-line course management system for students to access electronically . 

7 .1.1 How often is the catalog published? 

The cata log is published within three years. 

7.2 How does the campus ensure that all enrolled students receive a copy of the campus catalog? 

The College has the yearly catalog, which is given to all prospective studetns. An application for admission and 
a pamph let giving a brief overview of DBC are all examples of promotional literature that is used in 
recruitment of students. Our administration reviews the catalog and its contents with all students at 
orientation and makes sure every student has a catalog. Students also sign off on their Application for 
Admission that they have read and agree to comp ly with all the rules and regulations of the College. 

7.2.1 What other publications are provided to enrolled students? 

Students receive an Orientation packet that outlines day-to-day activities , such as Student Council 
happenings, where to eat, heating and air conditioning, smoking area, fire drills, etc. 

7.3 Describe the advertising and promotional literature. 

All materials are professionally printed. All employees are pa1i of the process of changes/additions/deletions to 
the new catalog. This allows for every department to have input. The College uses billboards , telev ision 
commercials, and print ads. 

7.4 Describe any plans for changes in publications. 

The new catalog will be printed in October 2015. As mentioned above, we will return to the print version of all 
catalogs and will eliminate the Catalog CDs. 

7 .5 If applicable, describe how the courses are numbered and identified in the catalog to indicate that advance work 
is offered and based upon the appropriate prerequisites. 

Courses are given a Course Number; for example , "keyboarding" is TY21 IOA. The letters represent the course 
name or department. The numbers do not indicate term or year they are offered, but they were devised 
for the Computerized School Administration System. 

7 .5.1 How does the catalog explain the course numbering system? 
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The course numbering system is descr ibed on Page 50 of the DBC catalog. 

7 .6 If applicable, describe how and where the catalog identifies the genera l education courses required in a 
program. 

The general educat ion courses are listed on Pa ge 50 of the DBC cata log. 

7.7 Describe the pub lished performance information concerning student achievement. 

Placemen t and retention rates are disclosed to studen ts. To tal costs for each program are disclosed to studen ts. 
Student demograph ics and student/teac her ratio is also disclosed to all students . Thi s informat ion is included in 
the Stude nt Orientation Han dbook materials. It is also listed on the DBC website. 

7.7.1 Where is the campus performance achievement informati on published ? 

lt is published on the DBC website and is included in the DBC Student Ori entation Hand book 
materia ls. 
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8. LIBRARY, INSTRUCTIONAL RESOURCES, AND MATERIALS 
The instructional resources, audiovisual teaching equipment, and instructional materials shall be adequate to serve the 
needs of the institution's educat ional program . The effectiveness of the library or learning resource center is of the 
utmost impo rtance for institution s. Its collections should be approp riate and adequate to suppo,t the educationa l 
programs. They should be used by both students and faculty. The library or learning resou rce center should be 
organized with the educationa l needs of the particular institution in mind. The acquisition of mater ials should reflect the 
changing and developing trend s of the business and technical wor ld. In responding to the questions below , please 
consult Sections 3-1-800, 3-2-200, 3-3-400, 3-4-400 , 3-5-400, and 3-6-700 of the Accreditation Criteria. 

FOR ALL INSTITUTIONS 

8.1 Explain how the instructional resources serve the needs of the educational programs. 

DuBois Business College feels that there is a lifelong learning process and values the importance of the 
library/learning resource center. We believe that a library/learning resource center should provide equipment 
for student access to assist in their learning style. 

Books, magazines , and other periodicals are vital to an effective libra ry/learning resource center. We have 
CDs, videotapes , televis ions, DVD equipment, computers, printers, and multi-media carts available. The 
library/learning resource center has changed drastically . Students can now download articles on their phon es 
and can be connected to the world via tw itter, Facebook , and other sources so qu ickly now. Stude nts think 
Google is the library / learning resource center, and our faculty and staff assign projects that get them to use other 
resources other than Google, Wikiped ia, etc. 

We maintain both hard copy and virtual information that would be suited to our programs of study . Students 
have access to databases that they can access while they are at school and when they are home. We also include 
materials in our library /learn ing resource center that cover non-curriculum re lated item s such as: study skills, 
drug and alcoho l laws and preven tion, camp us security and safety po licies and guide s, job search , career 
outlook , resume, health and wellness , biograp hies, spiritual and Chr istian materia ls, and fiction . These are all 
important to the overall education. 

8.1.1 Describe any contracts or agreements with outside libraries or resource centers. 

We visit our local libraries and as Pennsylvania residents, our students have access to all public 
libraries . We have no formal contracts with outsid e libraries . 

8.2 Briefly describe the physical and/or online holdings of the campus. (For online ho ldings, list the full-text 
databases in which the library maintains active subscriptions.) 

Lega l, medical, and IT sites are available to all students and are listed on the course syllabi, or library / learning 
resource center project material. Access Pennsylvania is an on-line library service for all students . 

8.3 Explain how the quantity and quality of instruct ional resources are appropriate for the size and scope of the 
campus. 

Each DuBois Business College campus has a library /learning resource center. The library/learning resource 
center has books, magazines , and other periodicals for all program specific areas. An inventory of materials is 
on file and can be electronically access ed. Our library committee has reviewed the materials in the 
libra ry/learning resource cente rs and we have added an assignment for all classes on the syllabi. Students have 
been able to complete the assignments through our library as well as the local community libraries. 

8.4 Explain how reference materials and periodicals are organized for easy usage and preservation. 

Mate rials are displayed on bookshe lves, and newspape r stands, and magaz ine stands are utilized to display 
them. We have color-coded all of the materials in the library/learning resource center so that students can 
access the information easi ly. All of the informatio n is also recorded in a database that can be easi ly accessed 
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by students elecronically . The library/learning resource center has an annual review of materials so that items 
can be discarded and new items purchased. 

8.5 Who is responsible for developing and maintaining an up-to-date inventory of instructional resources? 

The College Directors are responsible for developing and maintaining up-to-date invento ry of instructional 
resources. They hold an annual meeting with the faculty to discuss this inventory of instruc tional resources. 

8.6 What is the budget for instructi onal resources (excluding personnel allocations)? 

Three percent of the budget is allocated for the library/learning resource centers. 

8.6. l How is the budget determined? 

The College Controller and the College President determine the school budget every year. Feedback is 
given by the library/learning resource center committee and is considered when reviewing the budget. 

8.7 Describe the assessment strategy for library resources and information services. 

Library /learning resource center assessment is done through the L/LRC committee. A review of materials by 
date and instructional or program value is considered. The assessment strategy also takes into account the 
demand for items by faculty, staff, and students. 

8.8 Describe the training for students and faculty to utilize library resources as a part of the learning process. 

Students receive training for the library/learning resource center in their English class. The instructor reviews 
the importance and relevance of the library/learning resource center and how it can be helpful for lifelong 
learning. Students also take a field trip to the local library. 

8.9 Describe the facility where library and instructional resources are held . 

Each campus has a separate library/learning resource center. It is provided for students to use as a study area 
and is considered a quiet area for stude nt use, as well as for the purpose of library research. The 
library/learning resource center provides equipment for student use. Computers are located in the 
library/learn ing resource center for student use and individual desks with privacy panels are utilized for student 
concentration. The library/learning resource center also neatly contains the physical library holdin gs, 
periodicals, and equipment. 

8.10 Describe any plans for improving instructional resources. 

We plan to include more vi1tual library databases for stude nts and instructors. Faculty requests are continually 
considered. 

FOROCCUPATIONALASSOCIATE'S,ACADEMICASSOCIATE'S , BACHELOR'S,MASTER'S,AND 
DOCTORAL DEGREE INSTITUTIONS 

8. 11 Who is responsible for assis ting stude nts and faculty in the use of the library during posted library hours? If the 
individual is professionally trained , describe these qualifications. 

The Student Services Director is respons ible for assisting students and faculty in the use of the library/learning 
resource center. A photo of the Student Services Director can be found in the library/learning resource 
center along with the hours of operation. 

8.11.1 If there are library assistants describe how these individuals are trained to assist students and faculty. 

There are no library assistants at this time. 

8.12 Explain how the instructional resources serve the needs of the educat ional programs. 
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Instrnctional resources are in physical and also in electronic /virtua l forma t. The faculty assign stude nts proj ects 
that requi re them to use the library/learning resource center. This is done through the individual 
programs through the course syllabus. 

8.12.1 How does the campus detennine which reference works are acquired? 

The College has a Library/L earning Reso urce Center Committee who deter mines what reference wo rks 
are needed. The Committee works with the faculty to meet the needs they feel need met by 
program. 

8. 13 What percentage of total tuition revenue is spent for library acquisitions? 

One percent of the budget is allocate d for library/learning reso urce center acquisitions. 

8.14 During the past three years , have budget allocations for library acquisitions been increased, decreased, or 
maintained at previous levels? 

Over the past three years , the budget has remained relative ly the same for the library/learning resource center . 

8. 14.1 Explain. 

The bud get is set by the Controller and the President and it has been maintained at the same level. 

8. 15 Explain how reference materials and periodicals are organized for easy usage and preserva tion. 

Refere nce materials and periodicals are housed in magazine shelf units that allow the periodicals to lay against 
the shelf and be seen by all students. The materials are filed by most recent date first. 

8. 16 How does the campus provide physical and/or online resou rces necessary to make the educatio nal progra m(s) 
effective? 

Facult y assign library /learning resource center projec ts so that studen ts need to use the library resou rces made 
available to them . We provide physical resources and list the online resources in the library/ learn ing resource 
center. Each program has a project that relates to their program of study . 

8.17 Descr ibe the physical and onl ine library resources, includin g informatio n abo ut the 

8.17. I Total number of physica l vo lumes 

DuBois Campus has over 2,000 physical volumes; Huntingdon Campus has over 400 physical volumes; 
Oil City Campus has over 1,000 phys ical volumes; and the Philipsburg campus additi on has 200 
physical volumes. 

8.17 .2 Total number of on line collections available 

There are over 20 on line collections available. Here is a listing of some of those sites : 

OWL at Purdu e University (Onl ine Writing Lab) - https://owl.english.purdue .ed u 

For APA /MLA report formatting) 

Library of Congress - www.loc .gov . 

PA state portal/Un ified Judicial System -www.por tal.state.pa. us 

( civil & criminal docket information) 

Pennsylva nia Legal Research -www.pennsylvanialegalresearch.com 

(numerous gove rnment, court , law-re lated links) 

Georgetown Law Library -www .law .georgetown .edu/library 

(Tutor ials on statutory , regulation, and case law research) 
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Findlaw - www.findlaw.com 

USA Government - https .//www.usa.gov 

PA Dept. of Treasury - www.patreasury.gov 
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English Usage Rules-http: //www.grammarbook.com/ 

A Guide to Grammar , Punctuation and Style -

http://www.grammaruntied.com/ 

A Guide to Grammar and Writing - http://grammar.ccc .commn et.edu/gramma r/ 

Grammar Bytes - http ://www .chompcho mp.com/ 

Online writing support - http://www.towson.edu/ows / 

Grammar Girl - Online tips - http ://www.quickanddirtytips.com/grammar-girl 

DuBois Publi c Library - www.duboispubliclibrary.org 

www.accesspa.org -

The Access Pennsylva nia Database, a project of the Pennsylvania Department of Educat ion and the Office of 
Commo nwealt h Librar ies, is a web-based bibliographic union catalog and resource sharing guide to 
Pennsylvania library collections. 

Commonwealth of Pennsylvania - www.pa.gov 

Advancing Cli nical Research - www.medivo.co m 

Preve ntion - www.p reventio n.com 

Medical Information- www.webmd.com or www .medlineplus.gov 

www.google.com 

www.yahoo .com 

www.ask.com 

8.17.3 Number of titles and/or online collections related to each program offering 

30 

8. 17.4 Number of titles and/or online collections related to gene ral educatio n courses taught 

15 

8.17.5 Number of program-re lated periodic als to which the institution currently subsc ribes 

18 

8.17 .6 Number of other periodicals available 

25 

8.18 Descr ibe the library's procedures regarding student borrowin g and retu rn of materials. 

Students are asked to "check out" the mate rials in the administrative office. The student's name is listed , alo ng 
with the item borrowed. The student is asked how long they will need the material , and that is noted. The 
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materials are returned to the administrative office, and then the Student Services Director makes sure that all 
materials are returned to their proper location. 

8.19 Describe how online resources, if any, are made available to students. 

Online resources are available to students through the DBC wifi and through the DBC on-line course 
management system. 

8.20 Describe how the campus monitors student usage of the library and instructional resource s? 

There is a sign-in sheet for the library/learning resource center . Visually you can see the access to the 
library/learning resource center just by walking through the hallway . The library/learning resource 
center seems to be a "hub" for student studying. 

8.21 What evidence shows that the institution, in maintaining and improving the quality of its library holdings, 
seriously considers recommendations of: 

a. faculty 

The Library/Learning Resource Center Committee meets and works with faculty to determine library holdings, 
acquisitions, etc . 

b. appropriate national professiona l organizations and societies, and 

Faculty members hold professional memberships in organizations and materials are sent to us when requested 
by our instructors . These materials are kept in the library/learning resource center. 

c. a nationally recognized list ( or lists) of online collections , books, and periodicals? 

Book publishers and employers assist us in online collections , books, and periodicals that are relevant to our 
programs of study. Some of the book publishers that we work with are: Cengage , McGraw-Hill, etc. 

8.22 Describe any plans for improving the library. 

Plans include updating the cubicle resources and equipment for our library/learning resource centers. Video 
resources and on-line materials are part of our library/learning resource center plans. The College is also hard 
wiring a dedicated WebEx room for students to communicate with other locations. 

FOR ACADEMIC ASSOC IATE'S, BACHELOR'S, MASTER'S, AN D DOCTORAL DEGREE INSTITUTIONS 

8.23 How does the professionally trained individual maintain his/her professional awareness? 

8.24 How many hours a week does the professionally trained individual personally supervise the library? 

8.25 Describe the information technology available in the library. List web-based research and information literacy 
resources currently used by students and faculty. 

8.26 What system is used to catalog library titles? 

8.27 Describe how library resources are made available to students. (List the hours during which the library is open.) 

8.28 Describe the interlibrary loan or other outside resource agreements, if applicable. 
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8.29 What evidence indicates that the library collection (on-site and online) includes up-to-date holdings which are 
pertinent to the various subject fields and are responsive to the needs of individual courses? 

FOR MASTER'S AND DOCTORAL DEGREE INSTITUTIONS 

8.30 Describe how the library holdings exceed the requirements of the average student in order to encourage the 
intellectual development of all students and to enrich the professiona l development of the faculty. 

8.31 Describe the library resour ces the campus provides to support a better understanding of scholarly research at the 
graduate level. 
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9. DISTANCE EDUCATION AND OTHER FORMS OF NONTRADITIONAL 
EDUCATION 

For institutions that offer distance education courses or programs or when alternative modes of educational 
delivery are used. 

In add ition to the se lf-study questions on the previous pages, institutions that offer distance education and other forms of 
nontraditional educatio n must answer the questio ns below. In responding to the followi ng questions , please cons ult 
Appendix H, Principles and Guidelines for Non tradi tional Educa tion of the Accreditation Criteria. 

INSTITUTIONAL READINESS 

9. 1 List the course(s) /program(s) app roved by ACTCS for delive ry thro ugh d istance educat ion and/or self-paced. 

9 .1.1 Indicate the percentage that each program is available for distance education and/or se lf-paced 
instruct ion. 

9.2 Describe the method(s) used to deliver the distance educatio n and/or self-pace d course(s) /program(s). 

9 .2.1 Indicate any other institution or entities that are involved in the delivery of distance education for 
students at the campus . 

9.2.2 If distance education is provided under a conso rtium agreement, provide the name of the Host 
institution and the relationship with this institution or entity . Include the percentage of the program 
offered by the Host institution or ent ity. 

9.3 Descr ibe how the Campus Effectiveness Plan incorporates distance ed ucatio n as a mode of delivery 

9.3.1 What data is the campus collecting to assess student and faculty sat isfaction with distance education 
and/or self-paced instruction? 

9.4 Who oversees the distance education and/o r se lf-paced course /program curriculum? 

9.4.1 What are this individual's qualifications? 

9.4.2 Who is respo nsible for course /program evalua tion for nontraditional educatio n mode of delivery? 

ADMISSIONS REQUIREMENTS AND ENROLLM ENT 
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9.5 What are the admission requirements for students taking distanc e educat ion coursework? (If there are any 
difference s from the reside ntial admissions policy, expla in.) 

9.6 How does the campus make it clear in writing at the time of enrollment: 

9.6. l How the student' s identity will be verified throughout the cou rse and program? 

9.6.2 How the student's privacy will be protected in the identity verification process? 

9.8 Describe the orientation program for distance education and/or self-paced students. 

CURRIC ULUM CONTENT AND INSTRUC TION AND DELIVERY 

9.9 Describe how interaction between facu lty and students takes place. 

9.10 Describ e how interaction among students takes place. 

9.11 What is the student-teacher ratio for distance education courses? 

9 .1 1.1 Describe how this ratio is appropriate and provide s sufficient interact ion between the facu lty and the 
student s and among students . 

FACULTY AND INSTRU CTIONAL SUPPORT 

9 .12 Describe the faculty training program to prepare faculty to teach self-paced courses or in a distance education 
environment. 

9.13 Identify the educational resources and technology available to faculty on campus and on-line. 

9.14 Identify the platform used to deliver instruction. 

RESOURCES AND EQUIPMENT 

9.15 What is the budget allocated to distance education delivery? 

9 .16 Describe the instructiona l resources, equipment, and library resources available to students on-line and 
residentially . 

STUDENTS AND STUDENT SERVICES 
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9 .17 Describe the student services available to students taking coursework on-line. 

STUDENT EVALUATION AND PROGRAM ASSESSMENT 

9 .19 How are students taking self-paced and/or distance education courses evaluated? 

9.20 How is retention monitored? 

9.21 Describe the placement services that are available. 

9.22 Describe how student, faculty, and employer satisfaction are identified. 

9.23. How does the institution measure core competencies for programs and objectives for courses offered in a 
distance education environment? 

9.24 How are equivalent out-of-class assignments, if applicable, incorporated in the syllabi and how are they 
evaluated? 

PUBLICATIONS 

9.25 Do the statements in the catalog, Web site, and, when appropriate, in advertising and promotional materials 
meet requirements for institutions offering coursework through distance education? 

9.26 Describe the information given in the catalog regarding nontraditional education, if applicable, including mode 
of delivery, admissions requirements, tests to determine access, resources offered to nontraditional education 
students, and any special costs for the students associated with nontraditional education. 
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ACADEMIC CREDIT ANALYSIS 

Init ial, Renewal of Accre ditation, and Branch Campu s Application Processes 

V .06 .06 .2 01 4 

To pr int any wor ksh ee t op e n th e work shee t/ go to FILE/ PRINT/ and mak e su re " Activ e Work shee t" is se lec t ed/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012819 I Inst itu t ion Name :I DuBoi s Busi ness Co ll ege O il City Cam pu s Programt,-___________ .._ ________ ___,.._ ______ ....,l"'w;;;ro"'g""ra"'m..----..-l"'""'--1--------1----------t 

Name: Accounting Assistant Length (wks) 361 cr edent ial Level Diploma 

Course 
Number 
AC1101 

AC1102 

AC1106 

AC1228 

EN5101 

EN5102 

EN5103 

EN5116 

MA4106 

PSSlll 

RElOO0 

ITY2110A 

lfY2115 

iTY3333 

ITY2111A 

Clock 
Ident if y the i nst it u t ion 's un it of 

cred it [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs ___ -+-_4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Account ing II 

Payro ll Taxes 

Computerized Account ing Procedures 

English I 

English II 

English Ill 

Speech 

Basic Math ematics 

Psychology 

Personal Finance 

Keyboard ing 

Advanced Info rmation Processing I 

Computer Integratio n Techniques 

Docume nt Formatting 

Semester 15 lectu re hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 480.00 420.00 900.00 32.00 14.00 46.00 Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adj ustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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Init ial, Renewal of Accre ditation, and Branch Campu s Application Processes 

V .06 .06 .2 0 14 

T o p r int any wo rksh ee t op e n th e work shee t/ go to FILE/ PRINT/ and mak e su re " Act iv e Work shee t " is se lec t ed/ clic k OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Inst itut ion ID: 00012819 I Inst itu t ion Name :I DuBo is Bus iness Co ll ege O il C ity Cam pu s 
Program 

Name: Accounting/ Business Admini strati on lwrog ram I 
Length (wks) Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

AC1102 

AC1103 

AC1106 

AC1109 

AC1112 

AC1215 

AC1216 

AC1224 

AC1225 

AC1227 

AC1228 

EN5101 

ENS102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4111 

MA4106 

MG6001 

MG6112 

PSSlll 

RElOO0 

ITY2110A 

ITY2111A 

ITY2112A 

i1Y2115 

iTY2118 

ITY3333 

Clock 
Ident if y the i nst it u t ion 's un it of 

cred it [SELECT ONE) t--- X--+-Q_ u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs _ _ __ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Account ing II 

Account ing Ill 

Payro ll Taxes 

Manageri al Accou nti ng 

Cost Account ing 

Intermed iate Account ing I 

Intermed iate Account ing II 

Economics 

Personal Taxation 

Corpo rate Taxat ion 

Computerized Account ing Procedures 

English I 

English II 

English Ill 

English IV 

Speech 

Professiona l Career Planning 

Legal Concepts 

Basic Mathemat ics 

Principles of Management 

Business Admin istratio n Simula t ion 

Psychology 

Personal Finance 

Keyboa rding 

Docume nt Formatt ing 

Docume nt Processing 

Advanced Info rmation Processing I 

Advanced Info rmation Processing II 

Computer Integration Techniques 

Semeste r 15 lectu re hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adj ustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 60.00 60.00 4 .00 4.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 0 14 

T o p r int any wo rksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Act ive Workshe et " is se lected/ clic k OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Inst itut ion ID: 00012819 I Inst itut ion Name :I DuBo is Bus iness Co ll ege Oil C ity Campus 
Program 

Name: Admini strative M edical Assistant lwrog ram I 
Length (wks) Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

AC1106 

EN5101 

EN5102 

ENS103 

ENS104 

ENS116 

GE6500 

MA4106 

MD2301 

MD2302 

MD2304 

MD2305 

MD2306 

MD2307 

MD2308 

MD2309 

MD2310 

PSSlll 

RElOO0 

SE2116 

SE2119 

SE2204 

iTY2110A 

rn' 2111A 

h'Y21112A 

rn'2114 

rn' 2115 

h'Y2118 

rn'3333 

Clock 
Identify the institution's un it of 

credit [SELECT ONE) t--- X--+-Q_ u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

English I 

English II 

English Ill 

English IV 

Speech 

Professiona l Career Planning 

Basic Mathemat ics 

Med ical Term inology I/Anat omy and 

Physiology 

Med ical Term inology II/An atom y and 

Physiology 

Medical Transcript ion 

Med ical Bill ing and Coding I 

Medical Off ice Procedures 

Med ical Term inology Il l/An at omy and 

Physiology 

Pharmacology 

Medical Bill ing and Coding II 

Med ical Ethics 

Psychology 

Personal Finan ce 

Computerize d Off ice Procedures 

Records Man agement 

Secretar ial Off ice Procedures 

Keyboarding 

Docume nt Formatt ing 

Docu ment Processing 

Business Procedures/Computer 

Dat abase Concepts 

Advanced Info rmation Processing I 

Advanced Informat ion Processing II 

Computer Integrat ion Techniques 

Semeste r 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Opti onal 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 2.00 2.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 4.00 4.0 

N N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 4.00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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Accreditin g Coun cil for Ind ependent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 0 14 

T o p r int any wo rksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Act ive Workshe et " is se lected/ clic k OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Inst itut ion ID: 00012819 I Inst itut ion Name :I DuBo is Bus iness Co ll ege Oil C ity Campus Program..,_ ____________ .._ _________ .._ ________ ,,lw""r"'og""r'"'a"'m-----.-l------,l,--------.-1---------,t 
Name: Clinical Medical Assistant Length (wks) 841 creden t ial Level ASB Degree 

Course 
Number 
AC1101 

AC1106 

EN5101 

EN5102 

ENS103 

ENS104 

ENS116 

GE6500 

MA4106 

MD2301 

MD2302 

MD2304 

MD2305 

MD2306 

MD2307 

MD2308 

MD2309 

MD2310 

MD2311 

MD2312 

MD2313 

MD2314 

MD2315 

PS5111 

REl OO0 

SE2116 

SE2119 

SE2204 

rn'2 110A 

[TY2111A 

rn'2 112A 

[TY2114 

rrv211s 

rn'2118 

[TY3333 

Clock 
Identify the institution's un it of 

credit [SELECT ONE) t--- X--+-Q_ u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs _ _ __ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

English I 

English II 

English Ill 

English IV 

Speech 

Professiona l Career Planning 

Basic Mathemat ics 

Med ical Term inology I/Anat omy and 

Physiology 

Med ical Term inology II/An atom y and 

Physiology 

Medical Transcript ion 

Med ical Bill ing and Coding I 

Medical Off ice Procedures 

Med ical Term inology Il l/An at omy and 

Physiology 

Pharmacology 

Medical Bill ing and Coding II 

Med ical Ethics 

Pat ient Care Lab I 

Pat ient Care Lab II 

Cli nical Lab I 

Clinical Lab II 

Cli nical Pharmacology 

Psychology 

Personal Finance 

Computerized Office Procedures 

Records Management 

Secretaria l Office Procedu res 

Keyboard ing 

Docum ent Forma tt ing 

Docume nt Processing 

Business Procedures/Compu ter 

Dat abase Concepts 

Advanced Info rmat ion Processing I 

Advanced Informat ion Processing II 

Computer Integration Technique s 

Semeste r 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 1,100.00 960.00 2,060.00 73.33 32.00 105.00 Opti onal 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30,00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30,00 30.00 60,00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60,00 2.00 2.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 60.00 60.00 4.00 4.0 

N N 60.00 60,00 4 .00 4.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30,00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30,00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30,00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4.00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

. 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Active Workshe et" is se lected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012819 I Inst itut ion Name :I DuBois Busine ss Co ll ege Oil C ity Campus 
Program 

Name: Computer Application s/Manag ement lwrog ram I 
Length (wks) Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

AC1102 

AC1103 

AC1106 

AC1224 

AC1228 

CM2630 

CM2670 

EC1004 

EN5101 

EN5102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4111 

MA4106 

MG6001 

MG6112 

MG6220 

PSSlll 

REl OOO 

SE2116 

ITY2110A 

ITY2111A 

ITY2112A 

ITY2114 

1TY211s 

1TY211s 

ITY3333 

Clock 
Ident ify the institution's un it of 

credit [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Account ing II 

Account ing Ill 

Payro ll Taxes 

Economics 

Computer ized Account ing Procedure s 

Internet, Security , and Web Bui ldi ng 

Maintain ing Printe rs and Othe r 

Peripherals 

Computer 2-D Animat ion 

English I 

English II 

English Ill 

English IV 

Speech 

Pro fessiona l Career Planni ng 

Legal Concepts 

Basic Mathemat ics 

Prin ciples of Man agement 

Business Adm inistratio n Simula tio n 

Market ing 

Psychology 

Personal Finance 

Computer ized Off ice Proce du res 

Keyboa rdin g 

Docume nt Formatt ing 

Docume nt Processing 

Business Proce du res/Compu ter 

Database Concepts 

Advanced Info rmat ion Processing I 

Advanced Info rmation Processing II 

Computer Integr atio n Techni ques 

Semester 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 60.00 60.00 4 .00 4.0 

y N 30.00 30.00 60 .00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Init ial, Renewal of Accre ditation, and Branch Campu s Application Processes 

V .06 .06 .2 01 4 

To pr int any wor ksh ee t op e n th e work shee t/ go to FILE/ PRINT/ and mak e su re " Activ e Work shee t" is se lec t ed/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012819 I Inst itu t ion Name :I DuBoi s Busi ness Co ll ege O il C ity Cam pu s 
Program 

Name: Computer Systems Support Technician lwrog ram I 
Length (wks) Creden t ial Level loiploma 

Course 
Number 
CM2610 

CM2611 

CM2612 

CM2613 

CM2615 

CM2620 

CM2630 

EL4200 

EN5101 

EN5102 

EN5103 

EN5116 

LA4111 

MA4106 

MG6001 

PS5111 

RElOO0 

rTY2110A 

1TY2120 

rn-2121 

Clock 
Ident if y the i nst it u t ion 's un it of 

cred it [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Personal Compute r Repair 

Networ king 

Advanced Networ king 

Protoco ls 

Info rmation Technology and 

Operat ing Systems 

Troubleshoot ing and Diagnostics 

Internet, Security, and Web Building 

Basic Elect ricity and Elect ronics 

English I 

English II 

English Ill 

Speech 

Legal Concepts 

Basic Math ematic s 

Princi ples of Management 

Psychology 

Personal Finance 

Keyboarding 

Software Applicat ions - DOS 

Software Applicati ons - Windows 

Semester 15 lectu re hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 630.00 570.00 1,200.00 42.00 19.00 61.00 Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adj ustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 60.00 60.00 4.00 4.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 2.00 2.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Active Workshe et" is se lected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012819 I Inst itut ion Name :I DuBois Busine ss Co ll ege Oil C ity Campus Program..,_ ____________ .._ _________ .._ ________ ,,lw""r"'og""r'"'a"'m-----.-1------,1,--------.-1---------,t 
Name: Executive Assistant Length (wks) 72 creden t ial Level ASB Degree 

Course 
Number 
AC1101 

AC1106 

CM2630 

EN5101 

EN5102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4lll 

LE2406 

LE2408 

MA4106 

MG6001 

PS5111 

REl OO0 

SE2101 

SE2102 

SE2116 

SE2119 

SE2204 

SE2503 

SE2507 

rn'2110A 

ITY2111A 

rn'2112A 

1TY2114 

rrv211s 

1TY211s 

ITY3333 

Clock 
Ident ify the institution's un it of 

credit [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

Interne t , Security , and Web Building 

English I 

English II 

English Ill 

English IV 

Speech 

Professional Career Planning 

Legal Concepts 

Legal Termino logy 

Applied Legal Termino logy 

Basic Math ematics 

Princi ples of Management 

Psychology 

Personal Finance 

Shorthand I 

Shorthand II 

Computer ized Off ice Procedures 

Records Mana gement 

Secret arial Office Procedu res 

Execut ive Off ice Procedu res 

Executive Word 

Processing/Transcription 

Keyboa rdin g 

Docume nt Formatting 

Docume nt Processing 

Business Procedures/ Com puter 

Database Concepts 

Advanced Informat ion Processing I 

Advanced Info rmation Processing II 

Computer Integrat ion Techniques 

Semester 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An institution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 
y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 
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Accreditin g Coun cil for Ind ependent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 0 14 

T o p r int any wo rksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Act ive Workshe et " is se lected/ clic k OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Inst itut ion ID: 00012819 I Inst itut ion Name :I DuBo is Bus iness Co ll ege Oil C ity Campus 
Program 

Name: Entertainment Production Business lwrog ram I 
Length (wks) Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

CM2630 

EC1004 

EClOOS 

EC2001 

EC2002 

EC2003 

EC2004 

EC2005 

ENS101 

ENS102 

ENS116 

EPllOO 

EP1200 

EP1400 

EPlSOO 

EP1600 

EP1800 

EP1900 

EP2200 

EP2400 

EP2600 

GR7001 

GR7002 

GR7003 

GR7004 

GR7005 

GR7006 

GR7007 

MA4106 

MG6220 

PSS111 

ITY2110A 

iTY2121 

MG6001 

Clock 
Identify the institution's un it of 

credit [SELECT ONE) t--- X--+-Q_ u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs _ _ __ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Internet, Security, and Web Buildi ng 

Computer 2-D Animat ion 

Introd uct ion to Modeli ng 

Computer 3-D Animat ion I 

Computer 3-D Animat ion II 

Computer Game Animat ion I 

Comput er Assisted M ovie Making 

Computer Game Animation II 

English I 

English II 

Speech 

3-D Produ ct ion Meth ods 

Animat ion Metho ds 

2-D Visual Litera cy 

Special Effects Productio n I 

Video Making 

3-D Visual Litera cy 

Special Effects Productio n II 

Advanced Special Effects 

Intro duct ion to Author ing 

Mu lt i-Media Productio n 

Type and Layout 

Digital Phot ography 

Graphic Design Principles 

Digital Graphics I 

Digital Graph ics II 

Grap hic Product ion 

Graphic Production Portfol io 

Basic Mathema t ics 

Marketing 

Psychology 

Keyboarding 

Software App licat ions - Windows 

Princi ples of Mana gement 

Semeste r 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 1,080.00 1,020.00 2,100.00 72.00 34 .00 106.00 Opti onal 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 6000 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Active Workshe et" is se lected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012819 I Inst itut ion Name :I DuBois Busine ss Co ll ege Oil C ity Campus 
Program 

Name: Information Systems Support Technician lwrog ram I 
Length (wks) Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

AC1106 

CM2610 

CM2611 

CM2612 

CM2613 

CM2614 

CM2615 

CM2620 

CM2630 

CM2650 

CM2651 

CM2655 

CM2670 

EL4200 

ENSlOl 

EN5102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4111 

MA4106 

MG6001 

MG6220 

PSSlll 

RElOO0 

ITY2110A 

ITY2120 

1TY2121 

Clock 
Ident ify the institution's un it of 

credit [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

Personal Computer Repair 

Networ king 

Advanced Networ king 

Protoco ls 

Networ king Ill 

Info rmat ion Technology and 

Operating Systems 

Troubleshoot ing and Diagnost ics 

Interne t , Security , and Web Building 

Introduct ion to Programm ing 

Advanced Prog rammi ng 

Operating Systems 

Main t aining Printers and Oth er 

Periphe rals 

Basic Electr icity and Electronic s 

English I 

English II 

English Ill 

English IV 

Speech 

Professiona l Career Planning 

Legal Concepts 

Basic Mathema tic s 

Princi ples of Managemen t 

Market ing 

Psychology 

Personal Finance 

Keyboardin g 

Softwa re Appl ications - DOS 

Softw are Applications - Windows 

Semester 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 6000 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 60.00 60.00 4 .00 4.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 2.00 2.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Active Workshe et" is se lected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012819 I Inst itut ion Name :I DuBois Busine ss Co ll ege Oil C ity Campus Program..,_ ____________ .._ _________ .._ ________ ,,lw""r"'og""r'"'a"'m-----.-1------,1,--------.-1---------,t 
Name: Legal Assistant Length (wks) 72 cre den t ial Level ASB Degree 

Course 
Number 
AC1101 

AC1106 

CM2630 

EN5101 

EN5102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4lll 

LE2403 

LE2406 

LE2407 

LE2408 

LE2409 

MA 4106 

PS51 11 

RE1000 

SE210 1 

SE2102 

SE2116 

SE2119 

SE2204 

rTY2110A 

ITY2111A 

rTY2112A 

1TY2114 

rrv2 11s 

1TY211s 

ITY3333 

Clock 
Ident ify the institution's un it of 

credit [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

Interne t , Security , and Web Bui lding 

English I 

English II 

English Ill 

English IV 

Speech 

Professiona l Career Planning 

Legal Concepts 

Legal Office Procedures 

Legal Terminology 

Legal Wo rd Process ing/Transcription 

Appl ied Legal Term ino logy 

Legal Research 

Basic Mathemat ics 

Psycho logy 

Personal Finance 

Shorthand I 

Sho rth and II 

Co mputer ized Off ice Proce du res 

Records Man agemen t 

Secretaria l Office Procedu res 

Keyboa rdin g 

Docume nt Formatting 

Docume nt Processing 

Business Proce du res/ Com puter 

Database Concepts 

Advanced Informat io n Processing I 

Advanced Info rmat ion Processing II 

Computer Integrat ion Techniques 

Semester 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 
y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Init ial, Renewal of Accre ditation, and Branch Campu s Application Processes 

V .06 .06 .2 01 4 

To pr int any wor ksh ee t op e n th e work shee t/ go to FILE/ PRINT/ and mak e su re " Activ e Work shee t" is se lec t ed/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012819 I Inst itu t ion Name :I DuBoi s Busi ness Co ll ege O il City Cam pu s Program..,_ ____________ .._ _________ .._ ________ ,,lw""r"'og""r'"'a"'m-----.-l------,l,--------.-1---------,t 
Name: Office Assistant Length (wks) 361 Credent ial Level Diploma 

Course 
Number 
AC1101 

EN5101 

EN5102 

EN5103 

ENS116 

MA4106 

PSS111 

RElOO0 

SE2119 

ITY2110A 

rn'2111A 

ITY2112A 

rrv211s 

ITY3333 

CM2630 

Clock 
Ident if y the i nst it u t ion 's un it of 

cred it [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

English I 

English II 

English Ill 

Speech 

Basic Mathemat ics 

Psychology 

Personal Finance 

Records Man agement 

Keyboarding 

Docume nt Formatt ing 

Docume nt Processing 

Advanced Infor mation Processing I 

Computer Integrat ion Techniques 

Internet, Security, and Web Building 

Semester 15 lectu re hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 480.00 420.00 900.00 32.00 14.00 46.00 Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adj ustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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ACICS Application for Accreditation - PART 11 
Future Plans for the Institution 

Please provide an explanation of the future plan s for the instituti on, with spe cific references to planned 
changes in faculty, administration, physical plant, equipment, library, admi ssions and graduation 
requirements and standards, curriculum, increase or decrease in student bod y or faculty, and any other plans . 

uBois Business College future plans-Huntingdon County Campus 

Personnel: Faculty and Administration 
Huntingdon has a team of administration and faculty that get along quite well. Susan Ramey is the School 
Director and she worked with the former Director Jeannine Coursen for many years. Susan recently told me 
that even though she is able to retire, she would like to continue working. We are training Brad Moore and 
Lindsay Snyder Levy to complement Susan's Director duties, so that if and when she decides to retire we will 
be able to have trained administration. We are considering a promotion for Brad Moore. We want to offer 
more training to our medical staff such as more certifications. 

Lindsay Snyder Levy is pregnant and her baby will arrive the beginning of 2016. We plan to hire someone to 
assist while she is on maternity leave. This position would be for office administration and wou ld be part­
time. 

We are currently doing some cross-training with Directors and our Acting Directors by asking current School 
Directors to visit and work at the different campus locations. (In the state of Pennsylvania, we are required to 
have an Acting Director on school location while classes are being held, if a Director is not present.) The 
Acting Directors at each school location have received training from Pennsylvania Department of Education 
and we plan to have them become more familiar with ACICS by attending a workshop or conference. 

Physical Plant and Equipment: 
Huntingdon Campus will continue renovat ing the outside appearance of the College. Huntingdon's building 
has been renovated and we had demolished part of the building that we no longer needed. We plan to do 
some landscaping and add a parking lot paved area. We plan to establish and renovate Room 210 as the 
WebEx room for Huntingdon. This will allow us to provide cross training and be able to work with all locations. 

Huntingdon has a large gymnasium and the community gymnastics, sports teams, and local sportsman use it 
for their activities. We plan to upgrade the heating units in the gymnasium. 

Library/Learning Resource Center: 
The Library/Learning Resource Center is considering a new system to computerize all of our school locations 
with materials. Right now, our L/LRCs are stand-alone by school location. Our IT team is working on some 
changes with regard to equipment and furniture. We work with Juniata College on so many items and the 
Library/Learning Resource Center is an area where they have been very accommodating. We plan to 
strengthen our efforts with them in areas that benefit both schools. 

Admissions/Marketing: 
Brad Moore met with Eric from Kegerris Billboard Company. Brad plans to propose a different option for our 
billboard advertising for the next two years. 
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ACICS Application for Accreditation - PART 11 
Future Plans for the Institution 

We are working with Flying Cork Company in Pittsburgh to do more digital marketing and plan to continue to 
seek new services from them. 

We plan to change the way we visit high schools for presentations and for awards. We want to change the 
presentations that we currently use. 

We will be doing some video and photo sessions to capture students and graduates from all school locations. 

Graduation Requirements and Standards: 

No planned changes or future plans. 

Curriculum: 
The Curriculum Chairpersons have finalized some changes. The program changes have been submitted and 
approved through the state, and we plan to finalize these by end of 2015. Curriculum is always being updated. 
Consideration is being given to Entertainment Production Business having a two part curr iculum, which could 
cause it to become two programs . One would be graphic design with computer animation, the other would be 
computer animation and video/film. 

The Daily News (Huntingdon's newspaper) plans to start a new feature: Students and the News. They plan to 
work with us to develop a school solution to reading and providing creative ways to help schools with reading 
solutions. We are on their board. 

Student Body/Enro llment: 
Huntingdon has seen a slight decline in their current population. The admissions team has been meeting to 
work on solutions. We are continuing to work with high schools and agencies. We are sending admissions 
personnel for more training. We plan to increase our workshop offerings in Huntingdon for people who just 
want some social type training, such as paint classes, Facebook for Beginners, digita l photography, etc. 
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ACICS Application for Accreditation- PART 11 

Self- Study Narrative Revised: May 11 2013 

Al l supporting documentation and exhibits referenced in this Self-Study Narrat ive must be maintained at the campus location for 
review by the accreditation visit team - Do not submit your supporting documentation with this application. 

INSTITUTIONAL PROFILE 

INSTITUTIONAL INFORMATION 

Name: 

Address: 

DuBois Business College Huntingdon County Campus 

1001 Moore Street, Huntingdon, PA 16652 

ACICS ID Code: 00012824 

Campus Class ification: Main D Additional Location IZ! 
If an additio nal locatio n, please provide the following information: 

Main Campus Name: 

Main Campus Address 

Main Campus ID Code: 

History of accreditation with ACICS and with other agencies: 

DuBois Business College 

One Beaver Drive, DuBois, PA 15801 

00011225 

DuBois Business College has been around since 1885. The College sought and received accreditation status in 1970. 
DuBois Business College was approached by President Robert Neff of Juniata College to bring DBC training to the 
Huntingdo n County area. Juniata College offered to house DuBois Business College on their locatio n, so that the 
community could benefit from our training. Comments from the team at Juniata College was: Juniata College students 
are training for liberal arts studies, pre-law, and pre-med but the local area needs DuBois Bus iness College graduates 
with their job-r eady skills. October 1996 we moved onto the Juniata College location and stayed there for severa l years 
until their emollment and ours had increased. We moved down the street a few blocks and now share our building 
when Juniata College has a need. We have a big gymnas ium, and our building is three stories high. 

Brief history of the institution: 

The DuBois College of Business accepted its first students in 1885. Records indicate it was the largest building in 
America devoted exclusively to comme rcial education. The founde r and original proprietor of the DuBois College of 
Business was Mr. J. N. Woolfington. The original building was situated just north of downtown DuBois, near the 
present day Best Western Motel. Throug h the years , DuBois Business College educated many of the area's business 
leaders and professionals. ln so doing, the College contribu ted to the success of many enterprises and communi ties in 
the region. That spirit of concern for professional and personal development continues to be reflected in the schoo l's 
philosophy today. DBC has seen many changes in its 130 years . One thing that hasn't changed is the hard work ethic 
and sincere concern for all the students who come seeking a quality education and a brighter future . Over the years the 
College has grown. 

The College moved to a new building in 1970 on Beaver Drive, where it exists today. An admin istrative center was 
added in 1983 for counseling , financial aid, administration, and video conferencing . In 1984, 3 apartment complexes 
were built for student housing. ln 199 1, conference room space was added. ln 1992, DBC added two branch campuses 
in the areas of Huntingdon and Oil City, Pennsylvania. In 2005 the College transformed existing librar ies into modern 
learning resource centers equipped with a certification center. In 20 l O DBC expanded again and added an annex and a 
student cafe . The College changed ownership in 2001, and was purchased by 7 current DuBois Business College 
employees, all with 15+ years service to DBC. The Board of Directors and owners are: President, Jackie Diehl 
Syktich , ( 1982 DBC graduate and 35 years in DBC administration); Vice President, Karen Alderton , (32 years in DBC 
financial aid administration) ; Academic Dean, Mary Jones, ( I 6 years DBC instructor and DBC administration for 17 
years); Treasurer , Frank Burt, (33 years at DBC--25 years as DBC instructor); Carolyn Rhoades (17 years as DBC -
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ACICS App lication for Accreditation - Self-Study Narrative 
Page 2 of 49 

Revised: May I, 2013 

instrnctor), Brenda Heschke (DBC graduate and 33 years as DBC instructor) , Cathy Steiner (DBC graduate and 37 
years as DBC instrnctor). 

List ofrecent (past three years) complaints or adverse actions and current status: 

DuBoi s Business College's last accreditation visit was 2008 and all three locations received Honor Recognit ion Status 
with ACICS with grants of accred itation for 8 years. In 2012 DBC submitted the ACICS Self-Study Interim Report. In 
2014, Ms. Obi from ACICS visited the Philipsburg (additional location/learning site application) for review. All went 
well. 

List of contracts or agreements with other institutions or entities : ( consortium agreements, articulation agreements , etc.) 

The College has no contracts with other institut ions or entities. DBC leases property from Mo Valley Economic 
Development Partner ship in Philipsburg, for the additiona l location/learning site. DBC has various Articulation 
Agreements with other Colleges to allow DBC graduates eas ier access to transfer credit. Dual Enrollment Agreements 
are done with local high schools, in case a high school student could attend a class while still in high school. 

List of international activities: 

DuBoi s Business College has no international activities. 

Description and scope of distance education activities : Hybrid D Fully Online D 

Participation in Federal Financial Aid Program s: Yes ~ No □ 

INSTIU TIO NAL CHANGES 

Descript ion of major changes since the last institutional review in the following areas: 

Management: Susan Ramey became the Director for the DuBoi s Business College Huntingdon County 
Campus upon Jeann ine Coursen's retirement in 2010 . Terry Khoury became the Director for DuBoi s Business College 
Oil City Campus. Kathryn Brown (former Oil City Campus Director) retired in December 20 14. 

Change of Ownership: The College did not have a change of ownership. 

Program offerings: Associate in Specialized Business Degrees: Accounting /Business Administration , 
Administrative Medical Assistant, Clinical Medical Assistant, Compute r Applications /Management, Executive 
Assis tant, Entertainment Production Business, Information Systems Support Technician , John Russo Movie Making, 
and Legal Assistant. Diploma programs: Accounting Assistant, Computer Systems Support Technician , and Office 
Assistant. 

Curriculum: Some curriculum changes will be submitted within 2015. 

Institutional delivery: DBC is anticipatin g offering less than 25% of the Entertainment Production Business program 
of study in an on-line format as an option. 

Other changes : None. 

1. MISSION, OBJECTIVES, AND INSTITUTIONAL EFFECTIVENESS 
Eve ry educational institution should have a mission , which is its specific purpose for exist ing. The mission of the institution must be 
stated in the schoo l's catalog and in other publications readily available to the public. The mission must be completely , c learly, and 
simply stated in terms readily understandab le by a prospective student, parents , the public, and other educa tion al institutions. The 
mission should be devoted substant ia lly to career -related educat ion and shou ld be reaso nable for the program of instruction and 
facilities of the institution. Each institution shou ld be capabl e of demonstrating its educationa l effect iveness through assessment and 
documentation of student outcomes. This assessment must include ev idence that the institution's annual retention and placement 
rates are in keeping with its mission. The institution's mission statement should be consistent with educational and emp loyme nt 
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outcomes of its students . In responding to the questions below, please consu lt Sections 3-1-100 through 3-1-113 of the 
Accreditation Criteria . 

MISSION AND OBJECTIVES 

1.1 How was the mission developed? 

The College has had a mission statement since 1885. Cons ultation with current administratio n and faculty , as 
well as input from our advisory board members, has allowed us to keep our mission stateme nt current. 

1.2 State the institution' s mission and support ing objectives. 

Our mission is to provid e quality education that is effect ive for a successful business career. We will 
accomplish this through qualified profess ional instruct ion and the latest technical equipment pertinent to the 
business environment. Our results will be graduates with the marketab le skills needed for gainful employment, 
good characte r, proper work habits, and technical knowledge. 

WE BELIEVE that a private business college should give men and women effec tive train ing for busine ss life, 
help them select careers in line with their natural apt itudes and desires, and ass ist them in obtainin g satisfacto ry 
employment upon graduation. 

WE BELIEVE that a private business college should take a personal interes t in the welfare of each student and 
stimulate the development of good character and prop er work habits. 

WE BELIEVE that a private business college should combine the conduct of an educational inst itution and the 
operation of a business enterprise. It should pioneer in the development of teach ing techniques and maintain 
with vigor and dignity the unique place a private business college occupies in our system of education. 

WE BELIEVE that those principles have been large ly responsib le for the leadership in business education that 
DuBoi s Business College has provided to youth, adults , and industry since 1885. 

WE BELIEVE that in designing the various programs of instruction the aim is to provide training broad enough 
to develop habits of clear thinking and sound j udgment in the varied exper iences of modem business. To this 
end technical training is the major part of each curricu lum so that the graduate may be assured of having 
marketable skills needed in today's global marketp lace. 

1.2.1 Cite where it is found in the catalog. 

Page 4 of the DBC Catalog 2012-2015. 

1.2.2 Explain how the supportin g object ives are devoted substantially to career-related education? 

The supporting objectives are specific to career-re lated education in that DBC offers skill-ba sed 
instruct ion that is relevant to today's workforce. Technical training is the major part of each curr iculum, which 
assures graduates that they will obtain marketable skills for today's jobs. DBC relies on specific computer 
training and requires severa l majors to have computers for work outside the classroo m. All students are issued 
Nextbooks so that they can be connected all the time. 

1.2.3 Explain how the supportin g object ives are reasonab le for the program(s) of instructio n, mode of 
delivery, and facilities of the campus? 

The College adm inistration believe in hands-on and technica l skills that are relevan t in the modern 
business office . Our objectives are to give men and women effective training for business life. We operate 
like a business . The College's classe s are held Monday through Thursday from 8 a.m. to 4: 15 p.m. We also 
operate on a business calendar system. We start our terms at the beginning of January , April, July , and October. 
We end our terms at the end of a business quarter: March , June, September, and December. Students attend 
year-round and the term breaks are short so that students can "touch the future faster," which is our motto. 
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1.3 Explain how the faculty, financial resources, physical plant, administration, management, and educatio nal 
activiti es contribute to the implementatio n of the institution' s mission. 

Our employees are role models and set good examples for our students and also the College overall by their 
standards as professionals. Faculty are committe d to provi ding the students with the knowledge and skills 
necessary to be successfu l in a business career. The College has financially met the needs of the studen ts by 
cont inuing to improve the facility as well as the equipment/furn ishings of all of the DBC campuses. Financ ial 
resources are applied to improving the structure , equipment, and overall facilities in order to create and 
maintain an environme nt conducive to learning. DBC's management team is committed to serving our students 
and our employers--w ho hire our students, which contribute to the implementation of the school's mission. The 
management team surveys local businesses and consults our advisory board to assure that our students are 
obtaining the skills required for success in today's business environment. 

1.4 What are the provisions for ensuring that the mission is subjected periodically to critical review by the 
administration and faculty to determine if the campus is fulfilling its educat ional mission and meeting the needs 
of the community? 

The mission statement and objectives are reviewed every year by the College employees when information is 
reviewed for the catalog , the website, and the Campus Effect iveness Plan. In-service sessio ns and advisory 
board meetings are examples when our mission and objectives are revea led and the relevance of today's student 
and our educatio n are reviewed. The corporate management team also review the Mission and Objectives 
annua lly. 

1.5 How do degree programs emphasize both the achievement of vocational objectives and general education? 

The Pennsylvania Department of Education has stric t guide liines for being able to award the Associate in 
Spec ialized Business Degree. We follow those guidelines by offering occupational spec ific content with 75 to 
80 percent of the courses being vocational in nature. Genera l education is important to the outcome of each 
degree program and we allow for 20 to 25 percent. Therefore, the administration meets with graduates each 
year to determine the effectiveness of all classes in each program of study. Surveys , advisory board mee tings, 
meetings with publishers, employers, and teacher jo b shadowing give us insight as to the coursework necessary 
with which to give balance to the overall education within our programs. 

1.6 Describe the administratio n's plans for any changes in the institution's mission and/o r suppo rting objec tives. 

The mission statement is a critical part of steering DBC. Any change that is made to the mission statement is 
not taken lightly and is reviewed over and over again. We need to be certain that the change is important 
enough to change our mission. Changes are continually being done throu gh short-term goals and long-term 
goals. Currently we are satisfied with our mission stateme nt and objectives and have no plans to change our 
stated mission or objectives. 

INSTITUTIONAL EFFECTIVENESS 

1.7 How was the campus effec tiveness plan (CEP) developed? 

The campus effect iveness plan is developed with input from all employees. The initial writing of the CEP was 
done by Jackie Syktich , President/CE O. She reviewed the CEP with the corporate managemen t team and 
through this collaborative effort and teamwork the current plan was written . All of the DBC locations operate 
with the same campus effective ness plan. The CEP is a guide/map for the College administration to maintain 
and document the overall effectiveness of the College. 

1.7. l Who is responsible for implementing and monitoring the plan? 

Jackie Syktich, Preside nt, is responsible for implement ing and monitoring the plan. 

1. 8 What are the annual retention and placement rates for the campus, if applicable, for the past three years ? 
(Provide the numbers used to calculate the rates, and explain as necessary.) 
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Rate:91 % P/76% R DuBois Campus; 72% P/85% R Huntingdon; 20% P/85% R Oil City 

Rate:89% P/87% R DuBoi s Campus; 80% P/93% R Huntingdon; 80% P/83% R Oil City 

Rate:92% P/86% R DuBoi s Campus; 83% P/79% R Huntingdon ; 71% P/83% R Oil City 

Explanation (if necessary) 

We use the spreadsheet that is provided by ACTCS for the Campus Accountability Report. 

1.9 How do these annual retention and placement rates compare to prior rates , if applicable, and to rates at similar 
institutions? 

The majority of DBC graduates /completers want to work within one hour of their hometown. We are proud of 
our ability to continually improve our local labor market with quality , well -educated graduates. We want to 
always improve our retention rates and we are able to manage that through our admissions process, entrance 
assessme nt, and orientation process. We want studetns who choose to attend DBC to under stand that they need 
to have a vision to be a DBC graduate! At every orientation we ask the students if they were referred by a DBC 
graduate or student and 70 to 80 percent say YES. 

1.10 What are the campus' retent ion and placement goals for the next reporting year? 

Retention: 78 Placement: 85 

1.10.1 What factors were taken into consideration when developing these goals? 

The corporate management team considered the placement rates over the five year period and were 
pleased with student and graduate surveys . The Career Services Director feels confident with the job 
opportunities and the amount of job requests that she has been receiving that we will be able to 
maintain and meet the 85% placement rate. In meeting with the Academic Dean and her meetings with 
faculty, concern is a factor with retention. We have noticed that several prospective students and 
students currently attending DBC have attended two and three colleges before coming to DBC. We are 
being conservative with our retention rate, since there seems to be a trend with some of our younger 
traditional student population to just quit attending. 

1.11 Explain how the activities undertaken to meet the retention and placement goals enabled the campus to maintain 
or improve retention and placement outcomes over success ive years? 

We added support from two DBC employees for follow-up with placement assistance . Pam Hertlein and Tony 
DeStadio have contacted students and employers and spoken with graduates about their employer and job 
duties. We continue to monitor the attendance reports submitted daily by instructors. Fortunately we are a 
small school so faculty know their students and refer students at risk of succeeding to the Academic Dean or 
Director immediately. Before a student begins their training at DBC, there is an orientation process that covers 
retention and placement and its importance. We also do a behavioral assessment (DiSC) with each student to 
help understand their learning style. We feel that this helps contribute to successfully retaining students when 
you understand their style. 

1.12 What data are utilized to evaluate the following elements: 

a. Level of graduate satisfac tion 

We survey all graduates and share this information with faculty and administration . We also annually 
invite our graduates to attend an advisory board meeting where the College administration and 
Advisory Board members get to ask questions to the graduates about the success and their overall 
satisfaction with the education they received and whether it applies to their employment. 

b. Level of employer satisfaction 
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Students are required to take the Professio na l Career Planning class. One of the components of that 
class is to do career job shadowing hours. Students must submit a wr itten document from the emp loyer 
for review by the instructor. This information is reviewed by the Career Services Depa1tment and 
College Directors. 

c. Student learning outcomes 

Prior to beginning training at DBC students are required to take entrance assessments. One assessmen t 
is for basic math and English comp rehension. The other assess ment is a Wonderl ic Test which 
eva luates their abi lity to reason and learn. Stude nts are also given advanced placement examina tions to 
determine the classes in which they will begin their studies. Once in class the College administe rs 
mid term examin ations, and midterm deficienc ies are given to students who may need more assista nce . 
Finals and/or class proj ects are g iven and reviewed each term over term break by the adm inistration to 
review how studen ts are progress ing and maintaining academic progress . Our computeriz ed school 
administration system (CSA, which stands for Creative School Applications) gives us sophist icated 
reports to review student learning outcomes. Cun-iculum Chairpersons review outcomes and academic 
issues with the Academic Dean. 

1.12.1 Explain how the data is collected and used to improve educationa l processes for the following elements: 

a . Satisfaction of gradua tes 

Graduate surveys are reviewed with faculty for overall effect iveness of the graduate's training 
an d to analyze career employm ent expectations and the graduate's preparedness . 

b . Satisfacti on of employers 

Employer feedbac k and surveys are rev iewed by administration. The Career Services 
Department uses the data to assess what employers want, and whethe r we are meet ing those needs. 
Teacher job shadow reports are reviewed with admini stration to make decisio ns on cun-iculum 
relevance and its role in the education process. 

c. Student learning outcomes 

Cun-iculum Chairpersons review outcomes and academic issues with the Academic Dean. 
Administration reviews the school's computer generated reports and evaluates the overall student 
learning outcomes . This informati on and data is shared with faculty and administrat ion at in­
serv ice break-out sess ions. 

1.13 How is the campus effect iveness plan evaluated? 

At the end of every term, the College Directors meet to review student outcomes, placeme nt goals, student 
satisfactio n, and graduate surveys, as well as employer surveys . Th is input is used to evaluate the campus 
effectiveness plan. 

1.13.1 What is the sche dule for evalua tion? 

Evaluation is done each term; howeve r, a formal review is done annually by the corporate manage ment 
team. 

2. ORGANIZATION 
Each institution should have an organizationa l structure designed to promote among all staff a spirit of understanding, cooperation, 
and responsibility . Performance standards and monitoring controls need to be employed to insure adequate adminis trative 
functioning. The annual budget expenditures should be adequate to properly implement the stated educationa l objectives of the 
institution. ln responding to the questions below, please consult Sections 3-1-200 through 3-1-203 of the Accreditation Criteria . 
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2.1 Descr ibe the governance, control , and corporate organization of the institution and cite where it is stated in the 
catalog. 

DuBois Business College campuses are pr ivate, co-eduational colleges of business. DuBoi s Bu siness College , 
Incorporated, is a profit-making corporation in the Commonwealth of Pennsylvania, overseen by corporate 
officers /board of directors. See page 6 of the DBC Catalog 2012-20 15. 

2.2 How does the adminis tration ensure that faculty and staff clearly understand their duties and respo nsibilities, the 
perso n to whom they report, and the standards by which the success of their work is measu red? 

Each employee is given an Emp loyee Handbook Package, which describes job descrip tion, jo b dut ies, benefits , 
etc. Along with this informatio n is the Organization Cha 11. The chart outlines the entire corporation and lists 
each employee and his/her title. The organization chart is also posted on the employee bulletin bards. Job 
descript ions are on file. We have a board of directors and a corporate management team: 

Board of Directors: 

Jackie Syktich , President 

Karen Alderton, Vice Preside nt 

Mary Jone s, Secre tary 

Frank Burt, Treasurer 

Brenda Heschke 

Caro lyn Rhoades 

Cathy Steiner 

Corpora te Management Team: 

Jackie Syktich, Preside nt 

Mary Jones, Academic Dean 

Sue Ann Matia , Student Services Director 

Karen Alderton, Financia l Aid Director 

Gail Urban, Director of Finances 

Susan Ramey, Huntin gdon Cou nty Campus Direct or 

Terry Kh oury, Oi l City Campus Dir ector 

Steve Wolfe, Chief Technolo gy Officer 

Barbara Mart ini, Corporate Career Services Director 

Facult y and staff are rev iewed annually by the President and Academic Dean. Formal and informa l evaluations 
are done also througho ut the year. 

2.2. l How is this docum en ted? 
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Employees are asked to sign verifying that they have rece ived the Employee Handbook Package . A 
copy of this information is kept in the employee's file. 

2.3 How does the administration monitor and evaluate activit ies of faculty and staff? 

The College Directors oversee the entire school operation. The Academic Dean oversees the instructional staff 
on academic issues. The College does an evalua tion of the school and classroom instruction via a quarterly 
survey form given to each student. The administration reviews the forms. We also have classroom 
observations , announced and unannounced. The staff is monitored on a daily basis with regard to work 
performance. Formal and informal evalua tions are given based on employee years of serv ice and with regard to 
job position. The College also has employees complete a self-evaluation form that is reviewed by the College 
Director, and then the President. 

2.4 Describe how the administratio n provides for the professional integrity of the staff and the academic freedom of 
the faculty. 

The College faculty and staff are required to read and comply with the Staff and Faculty Handbook. Both 
faculty and staff members must exemplify a high level of profess ional integrity. The College administration 
ensures this level of professionalism through student feedback and by offering training through in-service 
sess ions. The faculty and staff belong to various professional organizations and attend seminars relating to 
their specific duties. DBC believes in professiona l growth for employees. We have partnered with The Pacific 
Institute and have implemente d their Strategies for Success plan. We have been work ing with them for over 11 
years. In-service training sessions provide employees with an understanding of profess ional integr ity issues and 
the break-out sessions allow the faculty to give input and decide instructional policy and to suggest changes to 
curriculum. Our Advisory Board meets with faculty and staff once a year by attending the summer term in­
service day. Faculty and staff are asked to provide input to the employee handbook , DBC catalog, DBC 
website, curriculum , DBC policy, and course syllabi. The Academic Freedom Policy is in the DBC employee 
handbook. 

2.5 How is the policy for ensuring academic freedom communicated to faculty? 

Faculty members are free to exercise academic freedom as described in the Faculty and Staff Handbook while 
operating within the structure deve loped by the College . 

2.6 Describe the grievance policies and procedures for students, employees , and other intereste d parties. How are 
students, faculty, and administrative staff made aware of these policies? 

Page 58 of the DBC Cata log describes the policy. This is given to all stude nts and is reviewed at the 
admissions appointme nt and orientat ion. 

2.7 Describe any plans for the improvement of the organization. 

The College has moved some of the admin istrat ive offices to allow for a workflow that is more efficient. 
Continued administration tasks are reviewed with employees . The College administrat ion has added Acting 
Directors and have sent them for training with the Pennsylvania Department of Education. Our goal is to make 
sure that we have employees who can cross-train so that we have qualified and trained administrat ion while 
providing for future advancement of other admini strative staff when an opening or opportu nity arises within the 
organization. 
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Each institution must coordinate its administrati ve functions to best serve its educational mission. All staff should be well trained to 
carry out administrative functions . Detai led record keeping enhances the management of the institution. In responding to the 
questions below, please consult Sections 3-1-300 through 3-1-303 of the Accreditation Criteria. 

3.1. Who is the on-site administrator and what are that person's qua lifications for this position? 

The Chief Executive Offic er is Jacki e Diehl Syktich who is on-site and has been with the College 
since 1980. (She is a DuBo is Business College graduate!) Dur ing her 35 years of service with 
DuBoi s Bu siness Co llege she has had the oppo1tunity to work and be invo lved in eve ry department of 
the College . She began her caree r at DBC as the Admin istrative Assis tant to the Pres ident. Over the 
years she worked in the admissions departm ent, placem ent dep artmen t, financial aid department , 
faculty /academic liaison, and then was promot ed to Acting Directo r. She then bec ame Corporate 
Director in charge of all campus locat ions . For the last 15 years she has been the Presiden t/CE O of 
DuBoi s Bu siness Co llege. Jack ie is a grad uate of DuBoi s Business Co llege; attended Libe1ty 
University; 1987 graduate A ICS Leadership Train ing Institute for School Administrators in Virginia; 
RULE Leadership Graduate (2005-2007) Pem1 State University; Anstine Repub lican Women's 
Leadership Program gradua te (2012-20 13 ). Jackie was also appointed by the Governo r to be a Board 
member of the State Board of Education, Pennsylvania Depa1tment of Educat ion in Harrisburg, 
Penn sylvania. She serves on the PA Department of Educat ion's Executive Committee and Review and 
Recommendation Committee. She also has been a Chairperson for the PA Departmen t of Education' s 
De gree Grant ing Divi sion, De gree Eva luation Teams . 

We have School Direc tors at each schoo l location. The Penn sylvania Depar tmen t of Education 
requ ires pr ivate licen sed school s to have a Director and/or Act ing Director on locat ion when schoo l is 
. . 
m session . 

The Schoo l Director s are : 

DuBoi s Main Campus: Jackie D. Sykt ich , Presiden t; Gail S. Urban , Acting Director ; Sue Ann Matia , 
Acti ng Director, and Rachel J. Syktich, Acting Director. 

Huntingdon County Campus: Susan Ramey, Director ; Howar d Divins, Acting Director; Lindsay 
Snyder, Act ing Director ; and Brad Moore , Act ing Director. 

Oil City Camp us: Terr y Khoury, Directo r; Andrew Motter , Acting Director; and Reb ecca Rhoade s, 
Acti ng Dir ector. 

Philipsburg Campus Add ition : Jan ice Pepperd ay, Act ing Director ; and Jaye Navasky, Acting 
Director. 

Each of these emp loyees must meet the criteria for working in school adm inistrat ion and superv isory 
exper ience for a comb ination of at least 3 years . 

Qualifi cation s are listed for eac h: 

Jackie D. Syktich, 35 years in school admi nistra tion/supervisory expe rience. 

Gail S. Urban , 28 years in school administration/supervisory experience. 

Sue Ann Matia , 17 years in school adm inistratio n/supervisory experience. 

Rachel J. Sykt ich, 5 years in school adm inistration/superv isory expe rience . 
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Susan Ramey, 18 years in school administration/supervisory experience. 

Howard Divins, 14 years in school administration/supervisory experience. 

Lindsay Snyder, 5 years in school administration/supervisory experience. 

Brad D. Moore, 4 years in school administration/supervisory experience. 

Terry Khoury, 11 years in school administration/supervisory experience. 

Andrew Motter, 8 years in school administration/supervisory experience. 

Rebecca Rhoades, 3 years in school administration/superv isory experience. 

Janice Pepperday, 6 years in school administration/supervisory experience. 

Jaye Navasky, 6 years in school administration/supervisory experience. 

3.2. How does the administration provide for continuous evaluat ion of the following functions: 

a. Programs of study 

Programs are reviewed and discussed annually. When the catalog is being reviewed , all 
faculty members are included in the evaluation of programs of study. Curriculum Chairpersons 
receive information from faculty within their programs. We invite our book publishing 
companies to come in and meet with employees and spend time regarding industry trends, new 
programs , career and industry outlook , books, materials, etc. Speaker's Term is held every 
Spring Term. Industry guest speakers come in to talk to students , faculty, and staff about 
business and expectations in the work world. The Advisory Board meets with faculty and 
discusses program objectives and outcomes. 

b. Student activity programs 

The students at all campuses have a "common time" in the middle of the day to be used for 
lunch, extra-curricular student activities, and school clubs. There is an advisor assigned to 
each student activity /club. We have many students who commute to our school, so we do most 
of our activities at their convenience. We have a Student Council, which is a student 
government- -or voice to our administration. Some of our other student organizations include: 
Sorority--Delta Beta Chi; Fratemity--Sigma Delta Phi ; Christian Fellowship; Student 
Newspaper; etc. Students enjoy activities such as the Christmas Dinner/Dance; Fraternity 
Breakfasts; Game Nights; etc. The clubs pa1ticipate in educational field trips as well as fun 
activity trips. Students raise money and volunteer their time for charitable non-profit agencies 
such as Make-a-Wish , American Heart Association, Agape Community Services, Pentz Run 
Youth Services, etc. The College administration has an Awards/Appreciation Party each tenn. 
Entertainment and food are provided to all students. Recognition and awards are given to 
students with leadership roles in the Clubs and to the graduates who will be leaving at the end 
of the term. 

c. Guidance services 

Admission guidance is done through the admissions depa1tment. All students are required to 
visit the College and observe classes. We like for the students to meet with faculty, students, 
and participate in the day's events. 
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Academic guidance is done through our computerized school system, which allows us to 
monitor students who need to improve their grades or may need to adjust their schedule load. 
The Academic Dean oversees the midterm deficiency process, satisfactory academic progress, 
and finals. Midterm evaluation is completed and deficiencies are provided to students in 
writing. Students are asked to meet with their instructor for guidance regarding midterm 
deficiencies . Tutoring/extra help is made available to students via the instructors' office hours. 
We also have a peer student/tutor system available. Students not making satisfactory academ ic 
progress meet with our adminis tration to ensure their success; madatory tutoring is also 
required of all students with a QPA of less than 2.0. 

Orientation is required for all students prior to entering classes. The administration reviews the 
catalog and student handbook items so that students are aware of the rules of the school, as 
well as understand their program of study. Review of computer technology is also done . 

Counse ling services are available at all school locations for students who may have persona l 
issues for which they need assistance . These services are outlined in their student handbook 
based on school locat ion. 

d. Financial aid services 

Financial aid services are provided to all students at each campus. The Corporate Financ ial 
Aid Director is at the main campus. There are three financial aid advisors who can offer 
student financial aid support. The College also uses a servicer for financial aid, which is 
Student Aid Administrators. 

e. Instructional procedure s 

Instructional procedures are reviewed with the faculty through the Academic Dean and via 
faculty meetings . Minutes are kept of all faculty meetings and are reviewed with instructors 
who were absent and also new instructors. Lesson plans are submitted by each instructor and 
kept on file. Facu lty members work closely with each other in exchanging procedures. The 
Academic Dean oversees the faculty and coordinates the various departments. Cathy Steiner is 
the mentor instructor for all faculty members. There are Curriculum Chairpersons for program 
areas: Cindy Neville, Medical; Steve Wolfe, IT and EPB; Darren Kite, Industrial Design 
Techno logy; Bobbi Spigle, Executive/Legal/Office Administration/General Education; 
Howard Divins , Computer Applications/Management; and Dr. Helen White, 
Accounting/Business Admin istration. 

f. Instrnctional resources 

The Library/Learning Resource Center committee coordinates these services . Jackie Syktich 
and Sue Ann Matia are in charge of the Main Campus Library. Susan Ramey and Lindsay 
Snyder are in charge of the Huntingdon County Campus Library. Terry Khoury and Rebecca 
Rhoades are in charge of the Oil City Campus Library. New textbooks , computers , software , 
and other materials are given to the instructors for review and poss ible adoption /purchase . 
Publ ishers meet with our schoo l person nel regularly. 

3.3 . What evidence is on file to verify degrees of professional staff whose degrees are listed in the catalog? 

We do not list degrees for professional staff in our catalog, only our instruct ional staff, and we can 
verify their degrees through the copies of their official transcripts that are kept on file at each school 
location. 
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3.4. What records are kept relative to the following areas: 

a. Financial aid activities 

Complete financial aid records are kept on file for each student. Each student has a special 
financial aid folder. These written financial aid records relate to all institutional, federal, state, 
private aid applicants and recipients. We also have a computerized school administration 
system, CSA, which allows for our administration to have access to this data in an electronic 
format. We also work with SAA, Student Aid Administrators, who is our financial aid servicer. 

b. Admissions 

We use a computerized school administration system called CSA to track and record all 
admissions data . 

c. Curriculum 

The computerized school administration system, CSA, maintains and updates our curriculum 
as needed. 

d. Guidance 

Instructors, admissions, financial aid, and other professional staff members provide guidance to 
students on a continuing basis. We have an open door policy, as well as a suggestion box for 
all students. Each campus has access to a professional counselor that can be referred to in 
special counseling situations. This information is listed in the student handbook. 

e. Library or instructional resources 

Library and instructiona l resources are kept on file. Each individual book is coded for proper 
inventory. A computer system is in the library for students to access books. Each campus 
location has access to the local public library , and as Pennsylvania residents have access to 
these libraries. Our instructors assign library/learning resource projects as part of the syllabi. 

f. Instructional supplies and equipm ent 

Instructional supplies and equipment records are maintained with serial numbers or other data 
required in the administrative office. Inventories of equipment and classrooms are also kept 
for insurance purposes . 

g. School plant 

School plant information (blueprints, electrical plans, etc.) is kept on file in the administrative 
office . Most of this information is also duplicated and kept in fireproof files with corporate 
records at the main campus. 

h. Faculty and staff 

Individual faculty and staff records ( official transcripts, applications for employment, 
personnel forms, etc.) are kept in the administration office. Every DBC employee has a file 
that is kept at the main campus location. 

1. Student activities 

Student clubs and organizations each have an advisor. Minutes are kept of the meetings. 
Treasurer reports are also done. Those records are submitted to the office by an officer of the 
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organizations and a copy is kept with the advisor. One check ing account is used at each school 
location and is held by the advisor, along w ith another school official. 

J. Student personnel 

We do not have any student s working for any of our College locations, nor do we have a 
College Work Study program. 

k. Campus Accountability Reports 

Campus Accountability Reports as well as the former Ann ual Institut iona l Reports are kept at 
each school location along with the backup data. Main Campus in DuBoi s has cop ies of all 
CAR repor ts, and AIR reports for all locatio ns . Our computerized school admin istration 
system also has all of this data electronica lly stored . 

3.4. l Describe how student files are maintained and organized. If students records are maintained 
electronically, describe the system. 

Individ ual student folder s are kept in the administrative office s in fireproof file cabinets. We 
also have student data stored electronically. Administrative personn el have access to the areas in which they 
are assigned. These files are networked for all schoo l locat ions. Main campus personne l have corporat e 
respon sibi lity for placement, admissions, scheduling , and student grade information . 

3.5. If applicable, what specific testing records and academic and career advising records are maintained by the 
campus for students admitted under an ability-to-benefit determination? Insert the analysis of the campus study 
evidencing the relationship between admissions test cut-off scores and successful academic or employment 
outcomes. 

We do not admit students under an "ability to benefit" determination. 

3.6. What procedures are used to obtain evidence of high school and/or college graduation or equivalency 
certificates with scores? 

Durin g the admissions process , it is explained that all students mu st show evidence of a high schoo l 
transcript or the equivalency, GED. Thi s information is collected and verified before a student can 
obtain admi ssion to begin studies at DuBoi s Business College . Students with other postsecondary 
education are required to submit evidence of those credits so that h·ansfer credit can be evaluated for 
scheduling, as well as financia l aid purposes. 

3.6. l Describe the procedures in place to verify that the credential earned is from a recognized/legitimate 
institution and not from a "diploma mill." 

The Admissions Direct or verifies that the school is recognized by the State Depar tment of 
Education or that the schoo l is accredited and/or recognized by the United States Dep artment of 
Education. 

3.7. What grading system does the campus employ to indicate student progress? 

DuBoi s Business College Grading System 

Grade s and Qualit y Po ints 

93-100% A Excellent 4 points 

85-92% B Good 3 point s 

77-84% C Average 2 points 
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1 point 

0 points 

W Voluntary Withdraw O points 

3.7.1. What is the unit of credit (semester , quarter, or trimester) used or clock hour? 

Quarter credit is awarded for each class. We use the measure of 15 lecture hours equates to 
one credit and 30 lab hours equates to one credit. 

3.7.2. How does the campus ens ure that a transcript is maintained for each student? 

We have a computerized schoo l administration system, CSA, that maintains all student records 
electronically. We also have paper copies of student records maintained in folders , which are 
kept for over 50 years, along with the electronic copy. 

3.7.3. How is the grading system explained on the student's transcript? Is it consistent with the campus 
catalog? 

The grading system is identified on the student transcript and is identical to the one in the 
schoo l catalog. 

3.8. How are records and reports (e.g. , student , staff , financial) housed so that they are safe from theft , fire, or other 
possible loss? 

Our student records and reports are kept in fireproof files. The computerized school administration 
system, CSA, is backed up daily. The material is also replicated off-site to ensure it is safe. 

3.8.1 If the campus utilizes comp uterized record keeping, what are the back- up procedures? 

The computerized school administration system, CSA, is backed up daily. The material is also 
replicated off-site to ensure it is safe. 

3.9. How long are student records maintained by the campus? 

The College was established in 1885, and the college still has those records. Our current computerized 
school administration system has archived records since 1980, and we have them electronically 
available to administrative personnel. 

3.10. Describe any plans for improvement in the administration. 

Fortunately, we have a core group of administration who have worked at DuBoi s Business College 10 
plus years. This has created an atmosphere of energy and security among the co-workers. We do not 
plan to make any major changes. 

We have added an Academic Dean Liaison position for a teacher who taught for many years at DBC 
and had wanted to retire. We asked her to work with each campus in the area of academic 
admin istration to ensure consistency among the schoo l locat ions. This position is part-time , and is 
working well. 

We have also emphasized cross-train ing among our school locations, and have asked employees to 
work at other locations for consistent schoo l administrat ion. 
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We continually seek to improve the quality of leadership among our campus locations by selecting 
employees to attend leadership programs that are one to two years in length. We also have promoted 
from within our employees so that advancement can be obta ined. 
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An institution's methods of attracting and retaining students often are subject to scrutiny and are of considerable 
concern to the public, to other educational institutions, and to the Council. An institu tion's recruitment efforts should be 
devoted to locating and informing stude nts, in a professional and dignified manner, who the institution can best serve. 
Recruiting practices contribute to an insti tution 's image. Each institution also should strive to ensure that its financia l 
relations with students reflect the highest ethica l standards and are in conformance with all state and federal laws and 
regulation s. Each institution is required to develop a program of student personnel services that is consistent with its 
stated mission . Such services should support the educational program and reflect the institution 's concern for the 
welfare of the student. In responding to the quest ions below, please cons ult Sections 3-1-400 through 3-1-442 of the 
Accreditation Criteria. 

ADMI SSIONS AND R EC RUITMENT 

4.1 What is the admissions policy? 

Academic qualifications are important; but equally impor tant are motivation, character, attitude, initiative, 
will ingness to work, and a desire to succeed. 

Each candidate for admission is considered individually on merit and potential. High school graduation or its 
equivalent or GED is the basic requireme nt for admission . Other factors such as high schoo l transcripts, rank in 
class, attendance, and persona l evaluations are carefully considered . Through career counseling most applicants 
can be directed into programs where they will obtain employable skills. 

Students are encouraged to visit and tour the College, as well as observe classes, so that they may better 
understand what is expected . Students may observe classes free of charge. 

All students are required to take and to pass an entrance assessment. In addition students wishing to enter the 
Clinical Medical Assistant program must successfully complete a physical examination, have adequate 
immunizations, and pass a criminal record background check. 

Students who come to DBC and have prior post-secondary training must submit their offic ial transc ripts to the 
College. DBC's policy is to review all course descriptions, and DBC reserves the right not to accept credits that 
are more than ten years old; however , determination is made on an individual basis. 

4.1.1 Does the policy differ based on the credential awarded or program of study? 

Yes, as described above, the Clinical Medical Assistant program has different requirements. 

4.1.2 Explain how the admissions policy adheres to the institution's mission. 

DuBoi s Business College expects students who are wan ting to enroll at DBC to be able to express their 
desire to complete their education. The admissions team is diligent about meeting with the prospective 
student two to three times prior to the student applying to attend. This is in line with the mission 
statement in which we take a personal interest in the welfare of each studen t. 

4.2 If applicab le, what is the admissio ns policy regarding enrollme nt of ability-to-benefit stude nts? 

Not appl icable. We do not enroll ab ility-to-benefit stude nts. 

4.3 What records are mainta ined by the campus to reflect the basis for the admission of each student? 

Upon receiv ing the Application for Admission, an individua l file is started for the prospect ive student. There is 
a SOP (Standard Operating Procedure) label that is started to ensure that each student's file has the necessary 
entrance counseling, admissions assessments, high school transcripts, GED scores and/or diploma, and college 
transcripts if applicable. Once the student has completed all of the necessary requirement s, the admission s 
team determ ines the basis for which the student may or may not be accepted. Upon acceptance, attendance at 
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orientation, and all completed necessary paperwork , the student is ready to start in the term for which they 
chose to enroll. 

4.4 Describe the student recruitment program. 

The admissions department visits high schools, open houses, career fairs, college fairs, etc. They also visit with 
agencies who assist students in the education process, such as Office of Vocational Rehabilitation, CareerLink 
with WIOA, and Chambers of Commerce. Students expressing interest in learning more about DuBois 
Business College speak to an admissions representative . At that time an appointment is normally scheduled for 
the student to visit the College and speak with the admissions department, take a tour of the school, meet with 
students, faculty, and staff. The student is asked to review the information, speak with family members and 
friends, and is then scheduled to observe classes to better understand the education at DBC. The school catalog 
is reviewed with the student as well as their program of study. They are also scheduled to complete their 
entrance assessment, and to meet with the Financ ial Aid Department and Career Services. 

4.5 Describe how admissions representatives are trained, compensated, and monitored. 

The Admissions Director trains the admissions team. Admissions meetings are held to discuss programs, 
catalog, and materials used in the admissions department. Admissions personne l are compensated like all DBC 
employees , which is a monthly salary. 

4.6 Describe the policies and procedures regarding incoming transfer of credit. 

Students who come to DBC and have prior post-secondary training must submit their official transcripts to the 
College. DBC's policy is to review all course descriptions, and DBC reserves the right not to accept credits that 
are more than ten years old; however, determination is made on an individual basis. 

4.6.1 Where are these policies and procedure s published? 

DBC Catalog page 55. 

4.6.2 Describe any articulation agreements with other institutions. 

We have Colleges and Universities that have articulation agreements with DuBois Business College 
such as: Indiana Unive rsity of Pennsylvania, Univers ity of Pittsburgh, St. Franci s University, and some 
have informal agreements where they will work with students on an individual basis. We have several 
schools send an admissions representativ e from their school to visit DBC students and explain the 
options that are available for transfer of credit to continue their postsecondary experience upon their 
graduation from DBC. 

4.6.3 Describe where the campus publishes a list of institutions with which it has established the agreements. 

We have bulletin boards at our school locations that describe the colleges and universities that work 
with students on continuing their education and transfer of credit. 

4.6.4 Describe the process for notification to students of the articulation agreements and the transferability of 
credits in the programs that are offered. 

Students either meet with the Admission Representative from the "future" school, or they meet with 
DBC School Director or Academic Dean. Students are asked to visit the prospective "future" school to discuss their 
class schedule and expected completion. 

STANDARDS OF SATISFACTORY ACADEMIC PROGRESS 

4.7 Who administers the standards of satisfactory academic progress (SAP) for the campus and what are this 
individual 's qualifications to administer SAP? 

President Jackie Syktich, and Academic Dean Mary Jones are the individuals who review all student SAP 
progress. There is a computerized school administration system that refers students to SAP monitoring. This 
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list is reviewed every term for every school location and for every student. The President has been with the 
College administratio n for 35 years , and the Academic Dean has been with the College for 30 years, as a faculty 
member, departmen t chairperson , and then in administration. 

4.8 How does the campus detenn ine if a student is making satisfactory progress according to the policy? 

Standards of academ ic progress are found on pages 52 and 53 of the DBC catalog. At the end of each term, all 
students transcripts are reviewed for completed classes, grades , and credits attempte d. DBC's computer ized 
school administrat ion system software alerts the DBC admin istration of any students that may be in j eopardy of 
not meeting SAP. 

4.8. l Who reviews the student 's records and advises the student? 

The President and Academic Dean review each student record, then meet and discuss the matter with 
the individual school location Director, at which time a determination and plan is discussed. The 
Academic Dean and/or School Director advises the student. 

4.8.2 Who monitors probation? 

DBC President and Academic Dean. 

4.8.3 How is attendance verified? 

DBC has a Computerized School Attendance system that is on-line and can be viewed by all students 
through their user name and passwor d. Faculty members are responsible for taking attendance and 
entering the information electronically through the DBC attendance system. 

4.8.4 How is the cumulative GPA and percentage of successful course completio n verified? 

We rely on CSA, to calculate the GPA and course successful comple tion. We also manually review 10 
to 20 percent of the student population randomly to ensure accuracy . 

F INANCIAL RELATIONS 

4.9 If the institution sponsors institutional scholarship, grant, or loan programs, describe them and provide how 
they are pub licized. 

DBC scholarships are offered and are listed in the DBC catalog on page 44. 

4.10 What evidence does the campus have that demonstrates the tuition, fees, and other charges for all students who 
enrolled at the same time and in the same program are consistent. If they are not consistent, explain. 

Pennsylvania Departme nt of Education , State Board of Private Licensed Schools, must approve tuition and fees 
prior to pub lication of our catalog . Pennsylvania Department of Education School Program Profiles are on file 
at each school location. Tuition and fees are listed in the DBC cata log on pages 42 and 43. 

4.11 What are the refund policies and procedures? 

DBC's refund policy is stated in the DBC Catalog on page 43 and is in accordance with the Pennsylvania 
Department of Education, State Board of Private Licensed Schools; and the United States Department of 
Education Title IV regulat ions and also ACICS. 

4.12 What are the qualificatio ns of the financia l aid officer? 

Karen Alderton is our Financ ial Aid Director. She has been with the College for over 30 years in this capac ity. 
She is very knowledgeable in areas of financial aid. We also use a financia l aid servicer, which is Ruth 
Chrismore from Student Aid Administrators. 
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4.12 . 1 In what activiti es does the financial aid officer participate to keep up to date on changes in financ ial aid 
programs? 

The financial aid team is expected to attend workshops, watch webinars , and to be active in financia l 
aid organizations, in order to be successful at DBC. 

4.13 If applicab le, describe the system for counseling student s regarding their student loan repayment ob ligations. 

Entrance and exit counseling with students is done by the financial aid team . The financia l aid team also meets 
with each stude nt to review their cost breakdown by term for their program of study. 

4.13.1 What is the cohort default rate for the last three years? 

Year : 2011 

Year : 2010 

Year: 2009 

Rat e: 9.5 

Rate: 7.8 

Rat e: 6.8 

4.14 If applicable, describe the cash discount policy and provide evidence that it has been approved by the Council. 

We do not have a cash discount policy. 

STUDENT SERVJCES 

4.15 Describe how the campus provides orientation for new students . 

The College has a formal orientation session for all incoming students each quarter. We review the catalog, 
student handbook , review policies and procedures, and want them to get to know one another pri or to atte nding 
classes. F inancia l aid personnel discuss the costs of attendance, grants , and loan s. Career Services personnel 
discuss graduation services and assistance w ith placement and the professional career planning class. 
Administrative and admissions person nel discuss programs of study, class schedule s, class times, and the school 
calendar. Stude nts have the opportunity to take advanced placement examinat ions on orientation day also. 

Each faculty member has a br ief or ientation with each stude nt at the start of each term in each class to cover the 
class sylla bus . Each campus has counseling services available to all students and employees. Students are 
asked to meet with particular staff members if the counseling that is necessary deals with schedul ing needs , 
financial aid inform ation , placement, academic progress , etc. 

4.16 Describe all academic and personal counseling serv ices offered . 

DuBoi s Business College offers academic counseling throughout the student's education that would include: 
Student Serv ices , Career Services, Academic advisement, and the school Director. For students who have 
personal counseling needs, the College subcontrac ts with a Counseling Service and pays for the counseling that 
is needed by the student. 

4.16 .l What are the qualifications of the staff responsible for the counseling program(s)? 

The Counseling Service provides us with counselors with backgrounds in many areas of counseling as 
we ll as counse lors with practic ing degrees and/or licenses. 

Academic counseling is done by the Academic Dean and administrative staff that have been trained and 
have an understanding of the College's academic schedules , pol icies and procedure s. 

4.17 Descr ibe the retention program. 

Retention is key to all school s. It is impo rtant to und erstand what assistance can be give n to help studen ts 
complete the ir goa l. We are a sma ll school so we have the ability to meet with all of our studen ts and discuss 
their career goals. We track attendance for each student and contact them if we see that they are missing 
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classes. The admissions team is responsible for talking with students to make sure all is well. We have an open 
door policy and our administrative staff interact with student s to make them feel at ease at DBC. We also 
monitor the student's academic progress. Faculty alerts the Academic Dean or School Director in cases where 
they feel that a student is not doing well academically or personally. Classroom surveys are completed 
throughout the school year to better assist us with student satisfaction. 

4.18 Describe employment services offered to students. 

We have a Profe ssional Career Planning class that students are required to complete when nearing graduation. 
This class review s their career goals, resumes, cover letters, and the interview process. Part of the class is a 
mock job interview, which is scheduled for each student. Students are required to complete the professiona l 
etiquette portion of the class and attend a luncheon where business manners and dining etiquette are discussed. 
We have a Career Services Director who assists student s and employers with the employment process. 

4.18.1 Describe how placement verification is documen ted . 

The Career Services Departm ent meets with all school director s and reviews the graduate's placemen t 
paperwork. Surveys and contact with each graduate is done so that we know what is happening with 
each of our graduates. We meet with employers, contact graduates and alert them to jobs for which 
they would be qualified. We then do follow-up to make sure the job search process is going well. We 
deliver resumes, connect with future employers in scheduling interviews, and promote our graduates to 
local businesses . 

4.19 Describe the process used to conduct follow-up studies for graduate and employer satisfaction surveys. 

Graduates are given surveys to complete. The Professional Career Planning class is designed to assist student s 
in the job search process. Surveys are submitted to employers for feedback. Our Career Services Direc tor has 
been with DBC for many years and is very knowledgeable in meeting the needs of employers. Our Advisory 
Board meets with graduates one time a year to discu ss their education and whether or not they are using their 
education in their jobs. 

4.20 Describe the programs of extracurricular activities, if any. 

We have Student Council organizations at each school location. The student council is the student voice for all 
students . Minutes are kept of meetings and treasurer's reports are filed. The club officers meet with the 
Director of each school to discuss ideas/suggestions. All students are able to hold member ship and are 
encouraged to attend meetings. The meetings are held during the common lunch time at each school so that all 
students are available. Each club has a faculty or staff advisor. The clubs are active in raising funds for local 
charities. Club activities include: Christmas formal dinner/dance; baseball games, Hershey Park Amusement 
Park, Waldameer Water Park, Cook Forest State Park, etc. The student clubs and organizations organize trips to 
Washington , DC, and to New York City. 

We have had student sports teams such as: Softball, basketball , volleyball , flag football, and bowl ing. 

DBC has been the recipient of the Community Cup Award from our local Chamber of Commerce. We have 
also been the recipient of the prestigious Pennsylvania Association of Privat e School Administrators Award for 
Community Service. 

4.21 Describe any areas needing improvement in the area of relations with stude nts. 

We are plea sed with relation s with students. We would like to see more activities such as team sports . With 
decreased enrollment it has been more difficult for students to get teams organized. 
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The major index of an institution's quality is the effectiveness of its educational program. The educational program must 
be consistent with the stated mission, must be adequate in breadth and context to achieve it, and must produce 
measurable results. Another index of an institut ion's quality is the competence of its faculty. The effectiveness of any 
institution depends upon good teaching and upon the ability and commitment of its faculty. The selection , orientation, 
guidance, stimulation, and evaluation of the teaching staff are among the most significa nt responsibilities of the 
administration. The faculty should actively partic ipate in developing the total educationa l program of the institution. A 
third index of institutional quality is the resources available to instructors and students. In responding to the questions 
below, please consult Sections 3-1-500 through 3-1-544 of the Accreditation Criteria. 

Teaching hours, assignments, and schedules wi ll vary from fie ld to field and from institution to institution , but they 
should allow faculty time for adequate preparation and professiona l development. The institution shall devise a plan for 
the efficient use of faculty competence and time, which addresses student-teacher ratios, number of teacher 
preparations, and number of teaching hours. In responding to the questions below, please consult Sections 3-2-100, 3-3-
200, 3-4-200, 3-5-200, and 3-6-400 of the Accreditation Criteria. 

PROGRAM PLA NNING, D EVELOPMENT AND EVALUATION 

5.1 Describe how the educational programs have been developed based on the institution ' s mission. 

We are pleased with the quality training that we offer to DuBois Business College students. Our faculty and 
staff take great pride in their work and are truly committed to seeing our students succeed. Each program is 
designed to enable the student to gain core program knowledge and skills, while develop ing knowledge in 
general education that is useful to the student. As our mission states: We offe r programs with an occupational 
objective that will allow students to gain employment. 

5.1. l List each program offered and state the occupational and general objectives of the program. Provide an 
overview of how these programs are delivered (i.e., lecture, laboratory , self-paced instruct ion, distance 
instruct ion). 

Our cuiTent programs are listed in our Catalog, pages 18 to 30. Each class has a syllabus which lists 
the lecture/lab content, total hours and credits , and the expectations within the class. Our programs are taught 
as on-ground lecture and laboratory resident instruction . 
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The following are Associate in Specialized Business Degree programs: 

Accounting/Business Administration 

The Accounting/Business Administra tion program is designed to provide a specialized education to 
prepare students for various posit ions in the field of accounting. Students learn accounting for proprietorship s, 
partnerships, corporations, etc. Emphasis is placed on Cost Accou nting, Accounting Concepts and Principle s, 
Excel Spreadsheets, and Computerized Accounting software. Students also take a variety of business 
administration courses such as Managem ent and Marketing. In the Business Administration Simulation course 
emphasis is put on building students' entrepreneurial skills via teams that select a business, research and 
perform financial analyses , write a business plan, and conduct a market-feasibility study . Students are prepared 
for potential careers in government offices, accounting offices, and payroll offices, with positions as 
accountant s, payroll superv isors, bookkeepers, accounting assistants, accounting clerks , etc. 

Administrative Medica l Assistant 

The demand for well-trained administrative medical assistants has grown rapidly in recent years . This 
specialized curriculum is designed to provide complete professional training in all facets of managing an 
administrative medical position in a physician's office , hospita l, clinic, medical or surgical supply company , 
nursing home, home heal th agency , or insuranc e company. Students in this major learn medical office 
administration, including skilled subjects such as ICD- 10-CM diagnostic coding, CPT-4 procedura l coding, and 
step-by-step insuranc e form completion. Special attention is given to the medico-legal aspects of the profession 
including communicat ion procedures and patient/docto r office relationships. Information processing and 
storage and retrieval of medical records is covered . Students learn proper computer procedures as part of this 
program. 

Clinical Medical Assistant 

The Clinical Medical Assistant program combines clinical procedures with office skills. The 
specialized curric ulum provide s complete professional training for managing an administrat ive medica l position 
in a physician's office, hospital , clinic, medical or surgical supply company, nursiing home, or home health 
organization. Students learn all facets of medical office administration, including ICD-9-CM diagnostic coding, 
CPT-4 procedural coding, and step-by-step insurance form completion . Special attention is given to medico­
legal aspects, communication procedure s, and patient /doctor office relation ships as well as information 
processing and storage and retrieval of medical records . Clinical lab classes develop skills that allow graduates 
to perform in clinica l areas of health care as a clinical or administrative assistant. Clinical lab classes include 
training in OSHA and HIP AA compliance , patient care, specia lty examinations and procedures , minor office 
surgery, diagnostic testing, phlebotomy, infection control and patient teaching . Demand for well-trained 
medical assistants has grown rapidly in recent years; expectations are that the profess ion will continue to 
expand. 

Computer Application s/Management 

The Computer Appl ications/Management program offers a dual focus in business management and 
computer software applications. Graduate s of this program qualifiy for a wide variety of positions such as 
entry-level managers, fisca l assistants, supervisors, computer operators, and printshop technicians . Students 
with this major pursue careers in many different fields , including retail , hotel-restaurant , business, 
manufacturing , construct ion indust ries, insurance, and education. The Computer Appl ications portion of the 
program is designed to provide a working know ledge of popular comput er software programs such as Microsof t 
Office to perform word process ing, spreadsheet, database, graphics, accounting , and web page design tasks. In 
addition to extensive software skills, students receive instruct ion in management, accounting, and marketing. 
The combination of computer and management studies makes this a versa tile major that offers students a well 
rounded , highly useful skill set. 

Entertainment Production Business 
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DuBois Business College was one of the first colleges to develop a comprehensive program integrating 
graphic design and computer animation. This program provides a combination of sk ills that can lead to 
professions in industries as diverse as web design , computer gaming, advertising, and moviemaking. Graduates 
in this major may pursue careers in entertainment production facilities or businesses that create movies or 
design amusement parks, zoos, science centers, or computer games. In the Entertainment Productio n Business 
program, students learn how to create 2-D and 3-D computer graphics and computer-generated animations. 
They learn the complex tool sets of advanced graphic software; and using this software, they produce vario us 
visual effects, animation sequences, interactive videos, ads, package des igns, exhibits, and advert ising scenes. 

Executive Assistant 

The Executive Assistant program is an excellent career choice for students who aspire to executive 
level assistant positions in private business, industry, government, and educationa l fields. Students who 
complete this major obtain positions as office managers, personnel managers, administra tive assistants, and 
clerks/secretaries . This cmTiculum provides an advanced level of training in administrative skills with 
specialization in executive office procedures, computerized office procedures, keyboarding and business 
communications, as well as legal terminology and executive word processing . This major also offers important 
administrative training in the latest Microso ft Office software applications . 

Information Systems Support Technician 

The Information Systems Support Technician program is designed to train computer software 
maintenance technicians. Emphasis is placed on network management and electronic repair. Graduates may 
obtain positions as network administrators, computer repair specialists, programmers, computer technicians and 
system administrators. The program is designed to give graduates a solid understa nding of and skills in the 
following areas: hardware installation and configuration, softwa re developmen t and configuration, network 
topologies, network servers, system troubleshooting, peripheral equipment support , web application 
development, and end user support. 

Legal Assistant 

The Legal Assistant program is designed to provide a specialized curriculum leading to a career in a 
legal office . This program is recommended for a student interested in a profession as a lega l assistant to an 
attorney or a judge ; as an assistant in the law office of a corporation; univer sity, insurance agency; or as an 
assistant with a municipal, state, or federal government agency. Many Legal Assistant graduates find positions 
in personnel offices of public and private companies, as well as in the medical industry, dealing mainly with 
insurance issues. Students are given an advanced level of training in administrative skills and procedures 
specializing in legal terminology, legal transcription, legal office procedures, and formatting legal 
correspondence and court and non-court documen ts . Students also receive important training in the latest 
Microsoft Office software. 

John Russo Movie Making is also an ASB Degree program, but we are currently not enrolling student s 
in this program. 

Our Diploma programs of study are: 

Accounting Assistant 

The Accounting Assistant curr iculum offers general business training in keyboarding and business 
document formatting on computers. English , math, and accounting concepts are taught to prepare the graduate 
for a beginning supervisory position. This program offers excellent training for an entry-level pos ition. With 
experience and improved business skills, Accounting Ass istant students may be able to advance to more 
responsible positions. Graduates from this 9-month program also have the option of transferring credits into 18-
month and 2 I -month degree programs leading to the Associate in Specialized Business degree. 

Computer Systems Support Technician 
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The Computer Systems Support Technician program is designed to train entry-level computer 
technicians with emphasis placed on computer system suppport and configurat ion. Students in this diploma 
program study computer concepts and have practical laboratory exercises in the following areas: hardware 
installation and configuration , software installation and configuration, networking cabling and topologies, 
system trouble-shooting , web page creation, and end user support. Graduates qualify for positions as computer 
technicians and help desk technicians. 

Office Assistant 

The Office Assistant diploma curriculum prepares a graduate for an entry-level positio n in data entry 
and business computer technology . Students receive training in business communications, document formatting 
and processing , math, and accounting . Graduates from this program also have the option of transferring credits 
into 18-month and 21-month degree programs leading to the Associate in Specialized Business degree. The 
students gain valuable computer training in the Office Assistant major. 

5.2 Identify who is responsible for the following at the campus. Describe their academic and/or experiential 
qualifications for this position: 

5.2.1 Overall administration of all academic programs . 

Mary Jones is the Corporate Academic Dean. She oversees administration of all academic programs. 
Mary's background is a Master's Degree in Education; she also has a Business Education degree, as well as 
being teacher certified. Mary has an Academic Dean Liaison, who is Roberta (Bobbi) Spigle. Bobbi has 
taught for DBC for over 16 years , and works part-time with us in this capacity . She travels to the campuses to 
work with faculty and staff to ensure consistency among the schools. 

5.2.2 Administration of each academic program offered . 

We have Curriculum Chairpersons . They are: Dr. Helen White (Accounting/Math areas); Steve Wolfe 
(lT, EPB areas); Lucinda (Cindy) Neville (Medica l areas); Howard Divins (Computer, Management areas), 
Darren Kite (Industrial Design areas), and Bobbi Spigle (Legal, Executive, and General Education areas). 

5.3 Describe the role of the faculty, administration, and others in establishing the educational programs. 

The Curriculum Chairpersons meet with the faculty from all school locations to discuss textbooks, grad ing, the 
DBC on-line course management system, changes to programs, certification examinations, final tests, field 
trips, and speakers . The faculty meet during in-service training sessions, which are held a minimum of four 
times a year with all campus faculty and staff. The faculty and staff also meet with advisory board members 
each year to discuss curriculum updates and recommendations. Syllabi are written by faculty members. We 
expect our campuses to be a mirror image when it comes to the education being delivered. Classroom 
observations are held at each school location, which allows us to evaluate the effectiveness of each course 
syllabus , as well as the effectiveness of the instruction of the faculty member. 

5.4 Describe how the educational programs reflect the needs of the students and the community. 

Local labor market reports through the Career Link offices indicate that there is a demand for employees in the 
occupations for which we offer program training. We also list our programs on the state wide list for workforce 
investment act funding and our programs are selected due to their "in high demand" status. Employer 
evaluations from the Career Link offices also show a need for highly skilled techn ical employees. Statistics 
from the Departmen t of Labor and Industry prove that the programs we offer are viable in the workfo rce. 

5.5 How are provisions made for individual educational difference s among students? 

Students are able to take advanced placement examinations in subject areas at DBC prior to starting classes. 
Upon passing the examination , the student is awarded credit for the class which allows for the individual 
differences among students. Students who come to DBC with individual learning or physical disabilities are 
dealt with on an individual basis. DBC does accommodate students with their specific needs. We have varous 
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agenc ies that we work with to accommo date some of these specia l needs: Office of Vocat ional Rehabilitation, 
Office of Visual Serv ices, Office of Head and Neck Inju ries, etc . 

5.6 How are the community resources utilized to enrich the programs? 

We have an annual Speake r's Term, where every instructor participates in having a speaker come to class and 
spea k to stude nts about their business, expectatio ns of employees, trends, etc. We also have field tr ips that 
allow students to visi t hospitals , doctor offices , courtho uses, magistrate's offices , IT businesses, IT Microsoft 
Trainin g sessions , Link Up seminar s, art wa lks and expos, local libraries, Career Link, etc . Our Advisory Board 
spends a day in the classroom with our stude nts. Our faculty are required to do an annual job shadow 
experience where they visit a business and jo b shadow an emp loyee for the day . 

5.6.1 Describe how the utilization of these resources is documented. 

Speake r's Term is recorded and kept on file. The name of the speaker, business, and date of even t is 
listed . Adviso ry Board meetings have minutes, and are recorded and kept on file. Commu nity Outreach Day is 
required to have a form comp leted and subm itted to the admini strat ive office. A certificate of completio n is 
printed for all students. Faculty Job Shadow Experience has the faculty member's repor t from the expe rience 
kept on file . 

5.7 Describe the policy on the responsibility and authority of faculty in academic governance. 

The Academ ic Dean oversees and has authority over all academic matters. The Curriculum Chairpersons have 
the responsibili ty in matters of academ ic gove rnance . As part of the administration of academic programs, all faculty 
will pa1ticipate in the development of the educa tional programs in areas such as: select ion of class materia ls, 
instructiona l equipment , academic projects , outside work, library /learning resource materials, and other educational 
resources. The Curriculum Chairs work with the faculty members to address evalu ation and revision of the curriculum, 
student learning object ives, outcomes, and the impact on institutional effect iveness. 

5.7.1 How was the academic governance poli cy communicated to the faculty? 

The Academic Governa nce Policy is listed in the Employee Handbook, which is given to all employees 
whe n they are hired. Updates are circulated to all employees. 

5.8 Is there a detailed syllabus on file for each course? 

Yes, the College has a detai led syllabus on file for each class . DBC's On-l ine Course Management System is 
whe re all syllabi are kept. 

5.8.1 How are syllab i developed? 

Syllabi are deve loped by all faculty members. Curricul um Chairpe rsons within each program discipline 
meet with faculty and discuss ideas , additions, and/or changes to the cun-ent syllab us. 

5.8.2 How ofte n are the syllabi revised? 

This is done on an on-go ing bas is. Generally, when a textbook changes or software or hardware are 
updated, a syllabus revision needs to take place immediately. Curriculum Chairpersons are responsible 
for the annual review of all syllabi with in their program scope . 

5.8.3 Describe the process for revising syllab i. 

The faculty are always collaborating with other faculty members at other DBC schoo l locations to make 
sure that all syllabi are being taught and used by all faculty. When a faculty member requests a change to be made to 
syllabi , the Curricu lum Chairpe rson meets with the Academic Dean and revisions happen. The same app lies when it is 
due to a textbook change, software, or hardware change. 

5.8.4 How are out-of-class assignments, if applicable, incorporate d in the syllabi and how are they evaluated? 
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Out-of-class assignme nts are given to all students in all programs. The out-of-cl ass assignments are 
listed on the syllabi. Faculty rev iew reading assign ments, homework assignme nts, and other projects . Stude nts are 
issued NextBook Computers, which is a laptop and a tablet. Th is has made it much easier for all students to be able to 
complete the out-of-class assignments. 

5.9 Descr ibe any internship /exte rnship programs, indicating name of program, proce dure, and person(s) responsible 
for the over sight of these activit ies. Have both the campu s and the practicum site signed an agreement outlining 
the arrangements of the intemship /extemship? Describe the contents of the agreement. 

Not appl icable . 

5.10 Describe the methods utilized to evalua te and revise the curricula. Identify any differences in these procedures 
among vario us programs. 

Evaluation and rev isions of curricula come from a variety of sources: Graduate surveys, meeti ngs with 
graduates, Career Services surveys and information when mee ting with employers, admissions team meetings 
with students and high school personnel, Advisory Board member recommendations through meetings and 
surveys, Book Publisher Representatives vis it and discuss curricu lum and employment trends. Current students 
also have the opportunity to make suggest ions for curriculum revision through the class eva luation survey that 
is completed near the end of each term. 

5.10 .1 If advisory boa rds are utilized, list board members and the ir qualifications . 

DUBOIS MAIN CAMPUS: 

MARK ADAMS - SENATOR SCARNATI'S OFFICE 

JACKIE ANDE RSON OWENS ILLINOIS H.R. MANAGER 

THOMAS ANDERSON JR CPA 

BOB BISH CAREER LINK , RETIRED 

WEN DI CAL VERT FORMER DBC EPB INSTRUCTOR 

WESLEY CARN AHAN DUBOIS BUSINESS COLLE GE, RETIRED 

HUGH DALY COMM UNITY ACTION EXECUTIVE DIRECTOR-RETI RED 

TIM DELUCCIA DUBOIS AREA SCHOOL DISTRICT SUPERINTEN DENT (Retired) 

MARLENE DUTTRY AT HOME REALTY (OWN ER) AND ALS O BLAKLEY & JONES (0 . 
MGR.) 

JASO N EBERS OLE FOX 8 ACCOUNT EXECUTIVE 

BILL ENDRES S CAREER LINK , RETIRED 

DAWN FORINGER CHIEF OPERA TIO NS OFFICER HELPMATES INC 

MA TT GABLER ST ATE REPRESE NT A TJVE 

RAYMOND GRAECA CHIEF EXECUTIVE OFFI CER PENN HIGHLANDS HEALTH CARE 

ALLAN HANCOCK HANCOCK GROUP INC 

PEGGY JOHNS ON CAREE R LINK SUPERVISOR 

RANDI JOHNSO N GAi CONSULTANTS, INC 

MOLLY KELSEY CHIEF FINANCIAL OFFICER GLOBAL FABRICATION, INC 

HOLLY KOMONCZI CCRT A CLFD CO RECREA TJON & TOURI SM AUTHORITY 
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MARIANNE KONIOR DUBOIS AREA MIDDLE SCHOOL PRINCIPAL RETIRED 

ANITA LAHR ADMIN ISTRATIVE ASSISTANT CLARION UNIVE RSITY 

J. PAUL LONDO N OFFICE OF VOCATIONAL REHABILITATION - PLACEMENT SPEC. 

SUSAN LOSKOSKI DUBOIS CHAMBER OF COMME RCE ADMINISTRATIVE ASSIS T ANT 

CAROL LUNDGREN RETIRED , IAAP 

NANCY MARR MCG RAW HILL HIGHER EDUCA TlON SALES 

MARK MEHOLI CK CALLlARI, MEHOLI CK & CO MPANY 

TAMMY MEHOLICK WDSN SUNNY 106, MARKETING CONSULT ANT 

ELIZABETH MILFORD RETIRED - MILITARY REGISTERED NURSE 

CINNAMON MONTEVILLE BC PRODUCTIONS 

ERIN MORGAN NORTHWE ST SAVINGS BANK MLO 

MARC IA (BELIN) MU IR CAREER LINK , RETIRED 

PAM NELSON GUARDIAN ELDER CA RE 

JIM PAPP DRM C DIRE CTOR ORGANIZATIONAL DEV ELOPM ENT 

GARY PETERS ADMINISTRATOR DUBOIS CONTINUUM OF CARE COMMUNITY - RETIRED 

DEBORAH PONTZER CONGRESSMAN GLENN THOMPSO N'S OFFICE 

ANNE POSTERARO BARBER FINANCIAL 

MA TT REED JOHN SON MOTORS SERVICE CONSU LTNT 

VONDA REE SE ASSIST ANT VICE-PRESIDENT DUBOI S OFFICE MANAGER 
NORTHWEST SAVINGS BANK 

TOM ROWL ES 

JOE SCARNATI 

JIM SEDGWI CK 

CENTRAL INTERMEDIATE UNIT # I 0 

SENATOR 

A.B.C.S. BOOKK EE PER 

MELISSA SERAFINI CAREER LINK, SPECIALIST 

JOE SHIELDS NORTH CENTRAL WORKFORCE INVE STME NT BOARD - CAREER 
COUN SELO R 

DANA SMITH KMA REMARKETING PRE SIDENT AND CEO 

DEL SPAFFORD RETIRED 

JANE SPIGELMYER RETIRED 

JEFF SPRAGUE SIMPSON COMMUNICATIONS INC VICE PRESIDENT 

JOHN STRAITIFF 

MARY SYKTICH 

SHORTFUSE GASFIELD TRUCKING 

GLEASON, CHERRY & CHERRY, LLP ADMINISTRAT IVE ASS ISTANT 

ANTHONY VALLONE PENN ST ATE DUBOI S CAMPU S 

NANNETTE VOTA JEFF TECH 
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JOHN WEIBLE OFFICE MANAGER/ASSISTANT VICE PRESEDENT - FIRST 
COMMONWEAL TH BANK 

BENJAMIN WHITING BC PRODUCTIONS 

BECKY WICKS WIX PIX PRODUCTION S, INC 

DUBOIS HUNTINGDON CAMPUS: 

Linda Brumbaugh Retired 

Linda Carpenter J C Blair Hospital 

Vicki Cooper Mount Union Area High School 

Marjorie Biddle Mount Union Area High School 

Melissa Freeberg 

Susan Hendricks 

Mutual Benefit Group 

Mount Union Area High School 

Michae l Hubert JC Bla ir Memorial Hospital 

Dawn Lynn Rule VIII Advisory Board 

Helen Pyzowski CareerLink 

Richard Scialabba RWS Associates, LLC 

Hope Smith Juniat a Valley High School 

Danielle Simpson Southern Huntingdon County Area Schools 

Gerry Wityk Government-Shuster Aide 

Donna Isenberg Borough Council 

Barbara Covert PA CareerLink 

Barbara Gongloff PA CareerLink 

Amanda Oswald-Garner Past DBC Grad 

Chuck Merenda 

Patricia Rodgers 

Dara Kauffman 

TeAira Bradley 

Courtney Wessner 

John Montgomery 

VA Representative 

Retired 

J C Blair Hospital 

J C Blair Hospital 

Froggy 98 

Marks Brothers 

Ruth Snair County Commissioners Office 

Amanda Easter Huntingdon Area High School 

DUBOI S OTL CITY CAMPUS: 

Linda Anderson 

Larry Baughman 

Clay Campbell 

Electralloy, Inc. 

Retired Coordinator of Student Service 

Clay Campbell and Company, Inc. 
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Robert Carone Family Services & Children's Aid Society 

Jeff Clark Superintendent Valley Grove School 

Minnie Fink Manpower 

Ron Gustafson Gustafson General Contracting 

Mark Heim A. Crivelli Buick-GMC 

Scott Hutchinson State Representat ive 

Cynthia Jarzab Spec ial Populations Coordinato r 

Deb Lutz Venango EDC 

Cindy McBride Youth Alternative 

Joe Pastor Barr's Insurance 

Bruce Rosen Rosen, Rosen, Bloom & Varsek 

Martha Shreffler Oil City Presbyterian Home 

Lance Titus Farmer's Nationa l Bank 

5.11 How was the length of each program determined? 

The College has been around since 1885. Program length was determined by facu lty and staff at the time of the 
inception of each program . The current faculty and staff review the length and content of each program to 
determine whether or not the length is appropriate. Criteri a for program length is first determ ined by the 
program objectives and the skills part of the pro gram . Industry standards are evaluate d, as well as ACICS and 
Departme nt of Educat ion crite ria, for program length. The PHEAA Mentor Website , PAPSA Cho ices, 
Penn sylva nia Departme nt of Edu catio n Dir ectory of Degree Granting Institut ions, ACJCS Direc tory, etc. have 
allowed us to compare our College to schools offering simi lar pro grams . 

5.12 Do any programs include training by a third party? If so, please explain. 

No progra ms are administered by a third party. 

5.13 Is licensure or other cert ification required for persons employed in any program areas offered? 

YesD No[gj 

5.13.1 If yes, list spec ific skills that students will need to acquire in order to be licensed or certified and how 
the curr iculum provides for attainme nt of these skills. 

Not appl icab le. 

5.13.2 Describe any appl icable examina tions and the pass rate on each of these exams. 

Not appl icab le. 

5.14 If applicabl e, sha re details on any program that requires spec ialized programmatic acc reditation to obtain entry­
level employment or licensure by the state in which the campus is approved. (Include name of the program and 
name of the spec ialized agency.) 

Not applicable. 

5.14.1 Explain the current status in holding such accreditation. 

NA 
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5.14.2 How have students been notified of this requirement and how it affects their employability following 
program completion? 

NA 

5.15 How are appro priate course sequencing and prerequisites determined? 

The Curriculum Chairpersons work with the Corporate Academic Dean to ensure proper sequencing of classes 
for students, and determine prerequisites based on individual course content. 

5.15.1 How is the curriculum structured to ensure an increasing level of difficulty as the student progresses? 

The curriculum is pedagogica lly sound . There is a "building block" process to the scheduling. The 
Corporate Academ ic Dean works with the School Directors and Curriculum Cha irpersons to ensure that 
all programs have a progression of coursework that increases in difficulty. 

5.16 How is the need for curriculum changes determined? 

Surveys and conversations with gradua tes, and employers helps the faculty determine when there is a need for 
curriculum changes. Failures, pass rates, and placement of graduates also play a factor in determining 
this . 

5. 16.1 How are faculty members invo lved in curriculum evaluation and revision? 

Faculty meetings are held throughout the term to discuss class matters, studen t academ ics, student 
attendance, and curriculum. Minutes are kept of these meetings . In-service is held a minimum 
of four times a year and includes all faculty and staff for all locations. Meetings are held to 
review curriculum, to review individual syllabi, and to discuss textbooks, softwa re, hardware, 
and projects within the curricul um. The Advisory Board meets with graduates at one mee ting, 
another meeting is held with the faculty members from all school locations to discuss 
curriculum and employers' needs, and another meeting each year is when the Advisory Board 
members attend class with students and observe and evaluate the classroom instruction and 
content. 

5.16.2 How does the campus utilize follow-up stud ies of its graduates and employers to assist in curriculum 
evaluation and revision? 

The Advisory Board meets with staff and graduates once a year to determine the value of their 
education by asking questions related to their current jo b responsibilities. Graduate follow-up surveys 
and telephone conversa tions are held by the Career Services Depa rtment and are shared with 
administration and faculty members. 

5.17 What curriculum changes have been made during the last three years? 

Mainly textbook and softwa re changes have been made to the curr iculum. The Curriculum Chairpersons 
recently completed curriculum changes that were submitted to the Pennsylvania Department of 
Educat ion and received appro val. The next step is to receive ACICS approval. The appro vals 
hopefu lly will be comp leted and implemented by the end of 2015. 

5. l 7.1 What changes are contemp lated for the next three years? 

We have a new program , Industria l Design Technology , that has been approved by the Pennsy lvania 
Departme nt of Education. The Pennsylva nia Department of Education Degree Granting Division came 
in and reviewed the program for approva l. The next step is to submit the Industrial Design Technology 
progra m for review by ACICS. There are changes being reviewed by the Curriculum Chairpersons for 
the John Russo Movie Making program. Consideration is being made to change the EPB program to 18 
months, and to make a second major of Entertainment Product ion Business, one that includes movie 
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making and animation . A review of the Executive and Legal program of study is being done to include 
some real estate and insurance classes with in the current program. 

5.18 How does the camp us determine the appropriate allocation of contact time among lecture, laboratory , and 
intern/extemship activities? 

Our schedule is very simple. We operate on 4 terms a year. We decided to operate like a business on the 
"business quarter" system. We start our terms in January, April, July, and October, which means our 
tenns end the last week in March, June , September, and December. We have classes generally Monday 
through Thursday from 8 a.m. to 4: 15 p.m. dai ly. Each class is 60 hours in length. We use 15 hours for 
theory and 30 hours for laboratory, ensuring each class meets a minimum of 60 hours. The College is 
in session 48 weeks each year. The time is divided into academic quarters with an average of 12 weeks 
each quarter. We have no intern/extemship activities. 

5.18.1 How does the camp us monitor the number of contact hours completed for each course? 

Our clas ses operate the same every day by class period. If for some reason we need to close the 
College due to emergencies, or extreme snow or ice days, then the day is made up on a Friday when classes are 
not normally held . This is very effective for DBC and has not posed any problems . 

5.19 What are the procedures for developing the application of the U.S. Department of Education's definition of a credit 
hour (as required in Section 2-2-503 of the Accreditation Criten'a)? 

The College has maintained the definition and meets the criter ia as stated by the US Department of Education . 
We have rev iewed our hours w ith staff members at USDE when reviewing our USDE PPA and ECAR. 

5.19 .1 Where are the procedures published? 

Page 5 1 describes the Definition of Credit in our DBC Catalog 2012 -20 l 5, which is given to all 
students. 

5.20 How does the campus determ ine the appropriate scheduling of classes in relationsh ip to the needs of the 
students? 

We have a computerized sched ul ing system. We work w ith graduate's schedules first and then new stude nts. 
We are a small school and the scheduling is done by the Corporate Academic Dean along with the cooperation 
of the School Directors and College President. At the end of each term faculty submit a failure repo rt list for all 
student s and this is rev iewed so students are appropriately scheduled with correct classes and that their schedule 
fo llows the computerized curricula cata log . All courses are selected by the computer with term sequencing and 
prerequisites in mind. 

5.21 If applicab le, describe the method used to evaluate and award academ ic cred it to students who demonstrate 
subject competency based on academic, occupational , or personal experiences. 

Advanced placement examinations are given to students who show experience in certa in subject areas . Upon 
successfully completing and passing the advanced placement examination , credi t is awarded and is listed on the DuBois 
Business College transcript. Students who wish to attend DBC and had prior post -secondary experience are required to 
submit their officia l college transcript. The Corporate Academic Dean reviews the transcript , course descr ipt ions if 
necessary, and determines transfer of credit. The transfer credit is listed and shown on the student's DBC transcript. 

INSTRUCT ION AND FACU LTY 

In responding to the questions below, please consult Section 3-2-200, 3-3-300, 3-4-300, 3-5-300, and 3-6-500 of the 
Accreditation Criteria. 

5.22 Describe how physical facilities, equipment, and resources are used to enhance classroom instruction. 
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We promote the feeling of a business-like atmosphere, which we feel promotes the career value to all students 
who attend DBC. Our facilities have been renovated over the last several years to provide for a nice learning 
environment. Equipment is up-to-date , mobile multimedia carts, overhead projectors, screens, DVD players, 
mobile computer carts, and large screen televisons are available for faculty to utilize during class time so that 
the proper balance of educational styles can be addressed. Our classrooms are small in size . We promote and 
teach the DiSC behavioral preferences and every student is given this assessment. This helps the faculty work 
with the different learning styles within their classroom instruction. 

5.23 How are learning materials selected? Describe how instructional procedures and materials are evaluated to 
determine their effectiveness. 

We have annual visits from book publisher representatives. We have two book representative s on our Advisory 
Board. The representative s visit with faculty and review the latest trends, the marketplace , new books, learning 
resources, course materials, and faculty resources from publishers. In addition, book publisher representat ives 
bring guest speakers in to train our faculty on new software, training resources, on-line materia ls, and student 
learning support. 

5.24 Describe how the campus ensures that students have access to appropriate learning materia ls (e.g., textbooks, 
laboratory equipment). 

Our administration does the class scheduling, which allows us to be in control of the equipment in each 
classroom based on class size. The College operates an in-house bookstore at each school location. This allows 
us to contro l the inventory and ensures that all books and resources are ordered for student use. Students are not 
required to purchase books from DBC; however, the books and resources are available for their convenience. 
Each instructor is asked to review their classroom for proper working order, cleanliness, and organization for 
the next term. The instructor alerts the administration of any needs for each classroom. The Chief Technology 
Officer and the IT team, along with administration, review each classroom before the next term to ensure all is 
well. 

5.25 Describe how the campus ensures that it maintains appropriate licenses for computer software and how it 
ensures compliance with copyright laws. 

The Chief Technology Officer along with the IT team determine the computer hardware and software at each 
school location . Licensing is managed by the Chief Technology Officer and he also reviews and is responsible 
for compliance with copyright laws. 

5.26 Who is responsible for faculty orientation? 

The President, School Directors, and Academic Dean share in the hiring process and orientation for all faculty 
and staff members. We have a three-step process for hiring all employees . The potentia l employee is 
scheduled for an interview with the Academic Dean, President, and/or Director ; if the interview goes 
well and the applicant meets the criteria to become a potential DBC employee, we proceed with 
scheduling the applicant to "job shadow" with some of our faculty or staff members. This allows us to 
get feedback from our current employees, as well as allow the potential DBC employee member to 
understand the expectations at DBC. We have pre-employment materials that we give the employee to 
review and return to us. We expect all employees to read the DBC employee handbook and DBC 
Catalog. Bobbie Spigle visits all campuses and works with new employees, so that they are adjusting to 
DBC. Cathy Steiner who has over 35 years of teaching experience is the faculty mentor. Sue Ann 
Matia is the Corporate Student Services Director who handles all of the pre-employment materials and 
personnel files for DBC employees at all locations. 

5.26.1 Describe the orientation of the faculty to the campus. 

The new faculty member works with Main Campus faculty for training and materials for the classroom. 
Classroom procedures and administrative procedures are reviewed with the new faculty member by 
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Cathy Steiner, the faculty mentor. If possible, we hire the teacher a tenn in advance for training at 
Ma in campus, and then let them be responsible for their own classes the next term. 

5.27 How does the administration determine the qualification s of a faculty member to teach a particular course? 

The College President , Academic Dean, and/or College Director reviews the faculty member s' qualifications 
before ask ing them to teach a part icular class. The evaluat ion will include collegiate work , employment 
experience, and professional certifications. Each faculty member has a presonnel file with a copy of 
any college transcripts indicating the area of their degree and coursework complete d. In addition, the 
file contains copies of any certificates for comp leted workshop or semina r instruct ion. Their personnel 
file also includes a resume that documents their work experience . 

5.27.1 Describe qualifications of non-degreed teachers for the subjects they teach. 

The College President, Academic Dean and/or College Director reviews the faculty member's 
qua lifications which can includ e work experi ence, letters from fom1er employers, reference 
letters, professional certifications , academic training in spec ific coursework , and life 
experience. 

5.27.2 How are the qualifications documented ? 

A personnel file is kept for all employees. Documentation of work experience , credentials from 
certifications, workshops, seminars, life experience, are included in the file. 

5.28 Describe the procedure for collecting officia l tra nscripts, for qualifying credentials and/or those listed in the 
catalog , for faculty members. 

Sue Ann Matia, Corporate Student Services Director , manages all employee files. The employee completes a 
Confidentia l Transcript Release form for all post- seco ndar y exper ience. The College sends for the 
transcripts. Upon receipt of the College transcript , the Academ ic Dean reviews it, and ver ifies the 
coursework completed. It is then filed in the employee's folder. 

5.28.1 If there are faculty members whose official transcripts are not on file, document what efforts are being 
made to obtain them. Please include any unique circumstances that may impact the ability to obtain 
such transcripts (such as political instab ility, institution closing , etc .). 

Not appl icable. 

5.29 In what ways does the campus eva luate instruction? 

The College evalua tes instruction by monitoring academic progress using the computerized school 
administration syste m to track fail ures , probations, honors, etc . We also utilize student evaluation 
forms for each instructor for each class. The School Directors and Corporate Academic Dean review 
these evaluations and take any action necessa ry to remedy problems . Classroom observations are done . 
A classroom observat ion evaluation shee t is completed and reviewed with the instructor. 

Qual ity instru ction is promoted through job shadowing of experienced fac ulty members, attendance at fac ulty 
development semi nars , conferences, and train ing, and in-service meet ings. We ask that faculty 
continually improve through the attendance at worksho ps, conferences , and seminars that deal with 
their areas of expert ise as well as educat ion in gemera l that provide s information about new teac hing 
techniques or method s. The faculty in-service meeting s allow facu lty members to share insights on 
good teaching techniques for vario us courses . 

5.29.1 What systematic processes are in place to enhance and promote teaching effectiveness? 
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DuBois Business College sends faculty to training workshops and conferences through P APSA and 
other member sources. We also invite guest speakers whose expert ise is curr iculum, teaching 
effectiveness, student engagement, etc. to speak at In-Service meetings. The College has a budget for 
continuing education and uses it to assist faculty and staff who wish to pursue college credits . Teacher 
job shadowing is held once a year and all faculty are required to submit documentation of where they 
job shadowed and to submit a report describing what was learned. 

5.30 What is the system in place to ensure that annual faculty development plans are on file for each member of the 
faculty and signed by the faculty member and his/her supervisor? 

All faculty members have a faculty development plan on file. The annual facu lty development plan will be 
conducted with each faculty member's class schedule in mind. Professional growth activities are 
considered for the following year. They may include: workshops , seminars, webinars , certification 
exams, Association memberships, Board membership , local community participation and activities . The 
in-service training for the year is reviewed to best train all faculty in specific areas. 

5.30.1 How are the activities on the plan determined? How does the campus ensure that the plans are 
individua lized for each faculty member? 

The President and Corporate Academic Dean review the faculty member's strengths and accentuates the 
attributes of the faculty member, by selecting workshops, conferences, training events, and membership 
that would be a benefit to the faculty member and to the classes they teach at DBC. The in-service 
training for the yea r is reviewed to best train all faculty in specific areas. Taken into consideration are 
the faculty member's: training , education , certifications, and work experience. 

5.30.2 How is the plan implemented? 

The faculty developme nt plan is completed and detail s what needs done , what is done , and the 
documentation. The documentation is on file in the administrative office for all employees. 

5.30.3 How often is the plan reviewed? 

The faculty developme nt plans are reviewed annually by the Academic Dean and/or Directors. 

5.31 Describe how the campus ensures that all faculty complete development plans . 

The Academic Dean keeps the faculty deve lopment forms. Once a year, the Academic Dean reviews that 
everyone has a faculty development form. 

5.31.1 How are the activities documented by the campus? 

The College maintains a Professional Growth file that is kept in the administrative office. Minutes of 
meetings , attendance at functions, workshops , conferences , and employee reports are kept as proof of 
documentation. 

5.32 Describe the program of in-service training for the improvement of instruction and curriculum. 

The In-Service training schedule is determined one year in advance. The dates are distributed to all employees, 
and attendance is mandatory . All school location faculty and staff are in attendance . Usually the in­
service training is done at Main campus in DuBois , Pennsylvania. Topics such as: Motivating the 
student in the classroom , how to teach adult students , millenials and their expectations , career education 
and skills training , etc. Curriculum review, advisory board member meeting , book publisher textbook 
review and DBC on-l ine course management system training is reviewed. Campus safety training has 
been a high priority over the last few years. Sexual assault, violence against women, domestic 
violence, fire safety, active shooter train ing, how to use a fire extingu isher, and emergency evacuation 
have been discussed. 

5.32.1 List the schedu le for the next 12 months. 
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October 2015 In-Service Topic: Web Ex and DBC Course Management System training . 

November 2015 In-Service Topic: Curriculum Review; State of the Business Meeting, Faculty Break­
out sessions. 

January 2016 In-Service Topic: Speaker: David Stanford--Keeping Students Engaged in the 
Classroom. 

May 2016 ln-Service Topic: TBA 

2016 Schedule is not finalized yet; will be completed by end of November 2015. 

5.33 Describe how the administration documents professional growth for full- and part-time faculty members. 

Professional growth activities will be discussed with the faculty member during the design of the faculty 
development plan. Items to be discussed and may be included are: membership and participation in 
educational associations, professional organ izations , continuation of education, related business experience , 
educational research, and an awareness of employer and commu nity needs. 

5.34 Describe the frequency, content, and documentation of faculty meetings. 

Faculty meetings are held regularly. A minimum of 6 faculty meetings are held each term. We review and 
discuss current issues, policies and procedures, midtenn review, and end of term procedures to discuss concerns 
and successes . Minutes are kept of meetings and filed in the administrative office . 

5.35 Describe the plans for ongoing improvement in curriculum and faculty. 

We plan to hire faculty for the Industrial Design Technology program of study that we hope to start in 2016 . 
The faculty will need to have qualifications and a background in electrical, AutoCAD, computer programming , 
welding, OSHA, and machining, plastics, metal fabrication, and materials fabrication. 

5.36 What are the normal teaching loads, number of field preparations, and number of subject preparations for full­
time and part-time instructors at the campus? 

A full-time instructor normally teaches five to six classes a day, four days a week. This involves four to five 
subject preparations . A part-time instructor may teach from one to four classes a day, four days a week. 
This would involve one to four subject preparation s. Instructors generally do not teach more than 30 
hours a week. 

5.37 What is the student-teacher ratio, for each program area, at the campus? 

The overall student-teacher ratio for Main Campus in DuBois is: 9: 1; Huntingdon County Campus is 8: I; Oil 
City Campus is 6: 1; and the Philipsburg campus addition is 6: 1. 

OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, AND BACHELOR'S DEGREE INSTITUTIONS 

5.38 Describe how the general education courses offered by the campus contribute to the development of the student. 

The general education courses offered by DBC are designed to build the student's self-confidence and self­
esteem by including appropriate material, assignments , and classroom procedures; therefore, students are 
involved in oral presentations, research projects , committee and/or panel work, critical thinking, analytical 
thinking, and problem solving activities. 

5.38 .1 Cite examples: 

Legal Concepts is a general education class. Students in this class are exposed to legal issues that they 
may face personally, or within their future employment. Students get to visit magisterial court and or 
county court cases , which broadens their horizons. 
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OCCUPATION AL ASSOCIATE 'S, ACADEMIC ASSOCIATE 'S, BACHELOR 'S, AND MASTER'S DEGREE 
INSTITUTIONS 

5.39 Describe how part-time faculty are utilized by the campus. 

We have very few part-time faculty at our school locations. These faculty members are utilized to ensure 
appropr iate class sizes . We prefer to hire full-time faculty, beca use it gives us more flex ibility in our 
class scheduling and allows for stability in our long-range planning. 

5.39 .1 What percentage of the facu lty is part- time? 

Less than 15% of our faculty are part -time. 

5.39 .2 Describe the proce dures for evaluatio n and monitor ing of part-time faculty. 

The proced ures are the same for part-t ime faculty as we do for full-t ime faculty. 

ACADEMIC ASSOCIAT E'S, BACHELOR 'S, AND MASTER'S DEGREE INSTITUTIO NS 

5.40 What perce nt of those subjec ts which are part of academic assoc iate 's, bachelor 's, and/or master 's degree 
programs are taught by faculty members possessing advanced degrees as require d in the Accredi tation Criter ia? 

5.40.1 Describe the efforts to recru it and reta in qual ified faculty members. 

5.4 1 What ev idence is available to indicate that the members of the faculty are teaching courses which are based on 
the ir maj or and minor academic prepara tion and related experience? 

5.41.1 lf any faculty members teach a course outside of their academic major or minor, list their names and 
describe for each, how the administratio n deter mined their qualificatio ns to teach the ir ass igned 
subject(s) . How are the qua lifications documented? 

5.42 Describe how the campus ensures that there is sufficien t enrollmen t in the second year of a two-year program or 
upper division courses in bacca laureate degree programs . 

MASTER 'S AND DOCTORAL DEGREE INSTIT UTIONS 

5.43 Describe the overs ight committee who has the responsibility for developing, modifying, and main taining each 
graduate progra m. 

5.43.1 How often does the committee meet? 

5.43.2 What documentation does the campus maintain to evidence the role of this committee in the 
develo pment of the progra m( s )? 

DOCTORAL DEGREE INSTITUTIONS 

750 First Str eet , NE, Suit e 980 .W as hingt on, DC 20002-4223 e t- 202 .336.6780 ef -202 .842 .2593 ~ ww.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



ACICS Application for Accreditation - Self-Study Narrative 
Page 37 of 49 

Revised: May I, 2013 

5.44 What evidence is avai lab le to demonstrate that the members of the faculty are experts in their field of study in 
which they are assigned to teach? 

5.45 Describe how the campus enco urages its faculty to engage in practical or scholarly researc h and to publish in 
professional journals. 

5.46 Explain how the core full- and part-time faculty is effective in ensuring the sound direction and development of 
its doctoral degree program(s). 
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Each institution must provide an environment that is conduc ive to good instruction and learning and that supports the 
educational programs offered by the institution . The adequacy of the environment is assessed against the demands made 
upon it by the curriculum, faculty, and students. In responding to the questions below, please consu lt Sections 3-1-600 
through 3-1-602 of the Accreditation Criteria. 

6.1 Describe how the buildings, classrooms, equipment, furniture, and surroundings meet the needs of the campus 
in size and scope. 

Each campus is comprised of business-like atmosphere classrooms, computer labs, medical classrooms , and 
library/learning resource centers. A student lounge and faculty center is located at each facility. 
Administra tive offices are located in each building and easily accessible to all students and faculty. 

6.1.1 Describe how the facility in compliance with all applicable federal, state, and local codes for occupancy 
and safety? 

Each location has several scheduled fire drills/emergency evacuations each year. Fire safety companies 
review each building to meet applicable code and safety . Training is done with faculty and staff to review 
emergency procedures , safe campus and security procedures. Federal, state, and local codes for occupancy and 
safety are in compliance . Current posters, certificates , and current safety documentation is posted or on file in 
the adminstrative office. 

6.2 Does the campus utilize a campus addition or additional space? 

YesrgjNoO 

6.2.1 If yes, describe these locations. 

The DuBois Business College Main Campus in DuBois has a "Campus Addition." It is located in 
Philipsburg, Pennsylvania . Ms. Obi from ACICS observed and reviewed the campus addition in 
Philipsburg. 

6.3 Describe any plans to improve the physical plant and equipment. 

Continued renovations are expected to be done on a yearly basis. The President meets with the Directors to 
review the wish list and the necessary list for each school location. This is done once a year. Equipment is 
reviewed and is on a plan with the College to continue to upgrade equipmen t every few years. New desks and 
chairs are on a plan for continued review with the needs of the classroom and instruction. 
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It is important that an institution recogn ize the value of "truth in advert ising" when promoting its operations. 
Publications must be prepared and presented in a profess ional manner to reflect favorably upon the institut ion. 
Information published must be accurate and factual and must reflect the current status of the institution. Only the 
Council can accept or reject an institution's catalog, and a final decision will not be made based on a draft. In 
responding to the questions below, please consult Sections 3-1-700 through 3-1-703 and Appendix C of the 
Accreditation Criteria. 

7. I Describe how the catalog reflects the educat ional programs, operations, and services. 

The cata log describes the courses that we provide, the objective of each course, and the requirements to 
complete each objective. The College's mission statement and philosophy and objectives are stated in 
the catalog. The catalog lists any changes within the year by posting an addendum to be attached to 
each catalog. The last College catalog was on-line and students were also given a CD of the catalog. 
We were going green and paperless, but students generally wanted the printed catalog, which we also 
provided to those who requested them. We decided to return to the paper copy of the cata log and print 
more so that all students and prospective students will receive a printed copy of the catalog. It will also 
remain in our DBC on-line course management system for students to access electronically . 

7 .1.1 How often is the catalog published? 

The cata log is published within three years. 

7.2 How does the campus ensure that all enrolled students receive a copy of the campus catalog? 

The College has the yearly catalog, which is given to all prospective studetns. An application for admission and 
a pamph let giving a brief overview of DBC are all examples of promotional literature that is used in 
recruitment of students. Our administration reviews the catalog and its contents with all students at 
orientation and makes sure every student has a catalog. Students also sign off on their Application for 
Admission that they have read and agree to comp ly with all the rules and regulations of the College. 

7.2.1 What other publications are provided to enrolled students? 

Students receive an Orientation packet that outlines day-to-day activities , such as Student Council 
happenings, where to eat, heating and air conditioning, smoking area, fire drills, etc. 

7.3 Describe the advertising and promotional literature. 

All materials are professionally printed. All employees are pa1i of the process of changes/additions/deletions to 
the new catalog. This allows for every department to have input. The College uses billboards , telev ision 
commercials, and print ads. 

7.4 Describe any plans for changes in publications. 

The new catalog will be printed in October 2015. As mentioned above, we will return to the print version of all 
catalogs and will eliminate the Catalog CDs. 

7 .5 If applicable, describe how the courses are numbered and identified in the catalog to indicate that advance work 
is offered and based upon the appropriate prerequisites. 

Courses are given a Course Number; for example , "keyboarding" is TY21 IOA. The letters represent the course 
name or department. The numbers do not indicate term or year they are offered, but they were devised 
for the Computerized School Administration System. 

7 .5.1 How does the catalog explain the course numbering system? 
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The course numbering system is descr ibed on Page 50 of the DBC catalog. 

7 .6 If applicable, describe how and where the catalog identifies the genera l education courses required in a 
program. 

The general educat ion courses are listed on Pa ge 50 of the DBC cata log. 

7.7 Describe the pub lished performance information concerning student achievement. 

Placemen t and retention rates are disclosed to studen ts. To tal costs for each program are disclosed to studen ts. 
Student demograph ics and student/teac her ratio is also disclosed to all students . Thi s informat ion is included in 
the Stude nt Orientation Han dbook materials. It is also listed on the DBC website. 

7.7.1 Where is the campus performance achievement informati on published ? 

lt is published on the DBC website and is included in the DBC Student Ori entation Hand book 
materia ls. 
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8. LIBRARY, INSTRUCTIONAL RESOURCES, AND MATERIALS 
The instructional resources, audiovisual teaching equipment, and instructional materials shall be adequate to serve the 
needs of the institution's educat ional program . The effectiveness of the library or learning resource center is of the 
utmost impo rtance for institution s. Its collections should be approp riate and adequate to suppo,t the educationa l 
programs. They should be used by both students and faculty. The library or learning resou rce center should be 
organized with the educationa l needs of the particular institution in mind. The acquisition of mater ials should reflect the 
changing and developing trend s of the business and technical wor ld. In responding to the questions below , please 
consult Sections 3-1-800, 3-2-200, 3-3-400, 3-4-400 , 3-5-400, and 3-6-700 of the Accreditation Criteria. 

FOR ALL INSTITUTIONS 

8.1 Explain how the instructional resources serve the needs of the educational programs. 

DuBois Business College feels that there is a lifelong learning process and values the importance of the 
library/learning resource center. We believe that a library/learning resource center should provide equipment 
for student access to assist in their learning style. 

Books, magazines , and other periodicals are vital to an effective libra ry/learning resource center. We have 
CDs, videotapes , televis ions, DVD equipment, computers, printers, and multi-media carts available. The 
library/learning resource center has changed drastically . Students can now download articles on their phon es 
and can be connected to the world via tw itter, Facebook , and other sources so qu ickly now. Stude nts think 
Google is the library / learning resource center, and our faculty and staff assign projects that get them to use other 
resources other than Google, Wikiped ia, etc. 

We maintain both hard copy and virtual information that would be suited to our programs of study . Students 
have access to databases that they can access while they are at school and when they are home. We also include 
materials in our library /learn ing resource center that cover non-curriculum re lated item s such as: study skills, 
drug and alcoho l laws and preven tion, camp us security and safety po licies and guide s, job search , career 
outlook , resume, health and wellness , biograp hies, spiritual and Chr istian materia ls, and fiction . These are all 
important to the overall education. 

8.1.1 Describe any contracts or agreements with outside libraries or resource centers. 

We visit our local libraries and as Pennsylvania residents, our students have access to all public 
libraries . We have no formal contracts with outsid e libraries . 

8.2 Briefly describe the physical and/or online holdings of the campus. (For online ho ldings, list the full-text 
databases in which the library maintains active subscriptions.) 

Lega l, medical, and IT sites are available to all students and are listed on the course syllabi, or library / learning 
resource center project material. Access Pennsylvania is an on-line library service for all students . 

8.3 Explain how the quantity and quality of instruct ional resources are appropriate for the size and scope of the 
campus. 

Each DuBois Business College campus has a library /learning resource center. The library/learning resource 
center has books, magazines , and other periodicals for all program specific areas. An inventory of materials is 
on file and can be electronically access ed. Our library committee has reviewed the materials in the 
libra ry/learning resource cente rs and we have added an assignment for all classes on the syllabi. Students have 
been able to complete the assignments through our library as well as the local community libraries. 

8.4 Explain how reference materials and periodicals are organized for easy usage and preservation. 

Mate rials are displayed on bookshe lves, and newspape r stands, and magaz ine stands are utilized to display 
them. We have color-coded all of the materials in the library/learning resource center so that students can 
access the information easi ly. All of the informatio n is also recorded in a database that can be easi ly accessed 

750 First Street, NE, Suite 980 .Was hingt on, DC 20002-4223 e t- 202.336.6780 e f- 202.842.2593 ..,.,ww.ac ics.org 

ACCREDITING COUN CIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



ACICS Application for Accreditation - Self-Study Narrative 
Page 42 of 49 

Revised: May I, 2013 

by students elecronically . The library/learning resource center has an annual review of materials so that items 
can be discarded and new items purchased. 

8.5 Who is responsible for developing and maintaining an up-to-date inventory of instructional resources? 

The College Directors are responsible for developing and maintaining up-to-date invento ry of instructional 
resources. They hold an annual meeting with the faculty to discuss this inventory of instruc tional resources. 

8.6 What is the budget for instructi onal resources (excluding personnel allocations)? 

Three percent of the budget is allocated for the library/learning resource centers. 

8.6. l How is the budget determined? 

The College Controller and the College President determine the school budget every year. Feedback is 
given by the library/learning resource center committee and is considered when reviewing the budget. 

8.7 Describe the assessment strategy for library resources and information services. 

Library /learning resource center assessment is done through the L/LRC committee. A review of materials by 
date and instructional or program value is considered. The assessment strategy also takes into account the 
demand for items by faculty, staff, and students. 

8.8 Describe the training for students and faculty to utilize library resources as a part of the learning process. 

Students receive training for the library/learning resource center in their English class. The instructor reviews 
the importance and relevance of the library/learning resource center and how it can be helpful for lifelong 
learning. Students also take a field trip to the local library. 

8.9 Describe the facility where library and instructional resources are held . 

Each campus has a separate library/learning resource center. It is provided for students to use as a study area 
and is considered a quiet area for stude nt use, as well as for the purpose of library research. The 
library/learning resource center provides equipment for student use. Computers are located in the 
library/learn ing resource center for student use and individual desks with privacy panels are utilized for student 
concentration. The library/learning resource center also neatly contains the physical library holdin gs, 
periodicals, and equipment. 

8.10 Describe any plans for improving instructional resources. 

We plan to include more vi1tual library databases for stude nts and instructors. Faculty requests are continually 
considered. 

FOROCCUPATIONALASSOCIATE'S,ACADEMICASSOCIATE'S , BACHELOR'S,MASTER'S,AND 
DOCTORAL DEGREE INSTITUTIONS 

8. 11 Who is responsible for assis ting stude nts and faculty in the use of the library during posted library hours? If the 
individual is professionally trained , describe these qualifications. 

The Student Services Director is respons ible for assisting students and faculty in the use of the library/learning 
resource center. A photo of the Student Services Director can be found in the library/learning resource 
center along with the hours of operation. 

8.11.1 If there are library assistants describe how these individuals are trained to assist students and faculty. 

There are no library assistants at this time. 

8.12 Explain how the instructional resources serve the needs of the educat ional programs. 
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Instrnctional resources are in physical and also in electronic /virtua l forma t. The faculty assign stude nts proj ects 
that requi re them to use the library/learning resource center. This is done through the individual 
programs through the course syllabus. 

8.12.1 How does the campus detennine which reference works are acquired? 

The College has a Library/L earning Reso urce Center Committee who deter mines what reference wo rks 
are needed. The Committee works with the faculty to meet the needs they feel need met by 
program. 

8. 13 What percentage of total tuition revenue is spent for library acquisitions? 

One percent of the budget is allocate d for library/learning reso urce center acquisitions. 

8.14 During the past three years , have budget allocations for library acquisitions been increased, decreased, or 
maintained at previous levels? 

Over the past three years , the budget has remained relative ly the same for the library/learning resource center . 

8. 14.1 Explain. 

The bud get is set by the Controller and the President and it has been maintained at the same level. 

8. 15 Explain how reference materials and periodicals are organized for easy usage and preserva tion. 

Refere nce materials and periodicals are housed in magazine shelf units that allow the periodicals to lay against 
the shelf and be seen by all students. The materials are filed by most recent date first. 

8. 16 How does the campus provide physical and/or online resou rces necessary to make the educatio nal progra m(s) 
effective? 

Facult y assign library /learning resource center projec ts so that studen ts need to use the library resou rces made 
available to them . We provide physical resources and list the online resources in the library/ learn ing resource 
center. Each program has a project that relates to their program of study . 

8.17 Descr ibe the physical and onl ine library resources, includin g informatio n abo ut the 

8.17. I Total number of physica l vo lumes 

DuBois Campus has over 2,000 physical volumes; Huntingdon Campus has over 400 physical volumes; 
Oil City Campus has over 1,000 phys ical volumes; and the Philipsburg campus additi on has 200 
physical volumes. 

8.17 .2 Total number of on line collections available 

There are over 20 on line collections available. Here is a listing of some of those sites : 

OWL at Purdu e University (Onl ine Writing Lab) - https://owl.english.purdue .ed u 

For APA /MLA report formatting) 

Library of Congress - www.loc .gov . 

PA state portal/Un ified Judicial System -www.por tal.state.pa. us 

( civil & criminal docket information) 

Pennsylva nia Legal Research -www.pennsylvanialegalresearch.com 

(numerous gove rnment, court , law-re lated links) 

Georgetown Law Library -www .law .georgetown .edu/library 

(Tutor ials on statutory , regulation, and case law research) 
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Findlaw - www.findlaw.com 

USA Government - https .//www.usa.gov 

PA Dept. of Treasury - www.patreasury.gov 
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English Usage Rules-http: //www.grammarbook.com/ 

A Guide to Grammar , Punctuation and Style -

http://www.grammaruntied.com/ 

A Guide to Grammar and Writing - http://grammar.ccc .commn et.edu/gramma r/ 

Grammar Bytes - http ://www .chompcho mp.com/ 

Online writing support - http://www.towson.edu/ows / 

Grammar Girl - Online tips - http ://www.quickanddirtytips.com/grammar-girl 

DuBois Publi c Library - www.duboispubliclibrary.org 

www.accesspa.org -

The Access Pennsylva nia Database, a project of the Pennsylvania Department of Educat ion and the Office of 
Commo nwealt h Librar ies, is a web-based bibliographic union catalog and resource sharing guide to 
Pennsylvania library collections. 

Commonwealth of Pennsylvania - www.pa.gov 

Advancing Cli nical Research - www.medivo.co m 

Preve ntion - www.p reventio n.com 

Medical Information- www.webmd.com or www .medlineplus.gov 

www.google.com 

www.yahoo .com 

www.ask.com 

8.17.3 Number of titles and/or online collections related to each program offering 

30 

8. 17.4 Number of titles and/or online collections related to gene ral educatio n courses taught 

15 

8.17.5 Number of program-re lated periodic als to which the institution currently subsc ribes 

18 

8.17 .6 Number of other periodicals available 

25 

8.18 Descr ibe the library's procedures regarding student borrowin g and retu rn of materials. 

Students are asked to "check out" the mate rials in the administrative office. The student's name is listed , alo ng 
with the item borrowed. The student is asked how long they will need the material , and that is noted. The 
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materials are returned to the administrative office, and then the Student Services Director makes sure that all 
materials are returned to their proper location. 

8.19 Describe how online resources, if any, are made available to students. 

Online resources are available to students through the DBC wifi and through the DBC on-line course 
management system. 

8.20 Describe how the campus monitors student usage of the library and instructional resource s? 

There is a sign-in sheet for the library/learning resource center . Visually you can see the access to the 
library/learning resource center just by walking through the hallway . The library/learning resource 
center seems to be a "hub" for student studying. 

8.21 What evidence shows that the institution, in maintaining and improving the quality of its library holdings, 
seriously considers recommendations of: 

a. faculty 

The Library/Learning Resource Center Committee meets and works with faculty to determine library holdings, 
acquisitions, etc . 

b. appropriate national professiona l organizations and societies, and 

Faculty members hold professional memberships in organizations and materials are sent to us when requested 
by our instructors . These materials are kept in the library/learning resource center. 

c. a nationally recognized list ( or lists) of online collections , books, and periodicals? 

Book publishers and employers assist us in online collections , books, and periodicals that are relevant to our 
programs of study. Some of the book publishers that we work with are: Cengage , McGraw-Hill, etc. 

8.22 Describe any plans for improving the library. 

Plans include updating the cubicle resources and equipment for our library/learning resource centers. Video 
resources and on-line materials are part of our library/learning resource center plans. The College is also hard 
wiring a dedicated WebEx room for students to communicate with other locations. 

FOR ACADEMIC ASSOC IATE'S, BACHELOR'S, MASTER'S, AN D DOCTORAL DEGREE INSTITUTIONS 

8.23 How does the professionally trained individual maintain his/her professional awareness? 

8.24 How many hours a week does the professionally trained individual personally supervise the library? 

8.25 Describe the information technology available in the library. List web-based research and information literacy 
resources currently used by students and faculty. 

8.26 What system is used to catalog library titles? 

8.27 Describe how library resources are made available to students. (List the hours during which the library is open.) 

8.28 Describe the interlibrary loan or other outside resource agreements, if applicable. 
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8.29 What evidence indicates that the library collection (on-site and online) includes up-to-date holdings which are 
pertinent to the various subject fields and are responsive to the needs of individual courses? 

FOR MASTER'S AND DOCTORAL DEGREE INSTITUTIONS 

8.30 Describe how the library holdings exceed the requirements of the average student in order to encourage the 
intellectual development of all students and to enrich the professiona l development of the faculty. 

8.31 Describe the library resour ces the campus provides to support a better understanding of scholarly research at the 
graduate level. 
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9. DISTANCE EDUCATION AND OTHER FORMS OF NONTRADITIONAL 
EDUCATION 

For institutions that offer distance education courses or programs or when alternative modes of educational 
delivery are used. 

In add ition to the se lf-study questions on the previous pages, institutions that offer distance education and other forms of 
nontraditional educatio n must answer the questio ns below. In responding to the followi ng questions , please cons ult 
Appendix H, Principles and Guidelines for Non tradi tional Educa tion of the Accreditation Criteria. 

INSTITUTIONAL READINESS 

9. 1 List the course(s) /program(s) app roved by ACTCS for delive ry thro ugh d istance educat ion and/or self-paced. 

9 .1.1 Indicate the percentage that each program is available for distance education and/or se lf-paced 
instruct ion. 

9.2 Describe the method(s) used to deliver the distance educatio n and/or self-pace d course(s) /program(s). 

9 .2.1 Indicate any other institution or entities that are involved in the delivery of distance education for 
students at the campus . 

9.2.2 If distance education is provided under a conso rtium agreement, provide the name of the Host 
institution and the relationship with this institution or entity . Include the percentage of the program 
offered by the Host institution or ent ity. 

9.3 Descr ibe how the Campus Effectiveness Plan incorporates distance ed ucatio n as a mode of delivery 

9.3.1 What data is the campus collecting to assess student and faculty sat isfaction with distance education 
and/or self-paced instruction? 

9.4 Who oversees the distance education and/o r se lf-paced course /program curriculum? 

9.4.1 What are this individual's qualifications? 

9.4.2 Who is respo nsible for course /program evalua tion for nontraditional educatio n mode of delivery? 

ADMISSIONS REQUIREMENTS AND ENROLLM ENT 
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9.5 What are the admission requirements for students taking distanc e educat ion coursework? (If there are any 
difference s from the reside ntial admissions policy, expla in.) 

9.6 How does the campus make it clear in writing at the time of enrollment: 

9.6. l How the student' s identity will be verified throughout the cou rse and program? 

9.6.2 How the student's privacy will be protected in the identity verification process? 

9.8 Describe the orientation program for distance education and/or self-paced students. 

CURRIC ULUM CONTENT AND INSTRUC TION AND DELIVERY 

9.9 Describe how interaction between facu lty and students takes place. 

9.10 Describ e how interaction among students takes place. 

9.11 What is the student-teacher ratio for distance education courses? 

9 .1 1.1 Describe how this ratio is appropriate and provide s sufficient interact ion between the facu lty and the 
student s and among students . 

FACULTY AND INSTRU CTIONAL SUPPORT 

9 .12 Describe the faculty training program to prepare faculty to teach self-paced courses or in a distance education 
environment. 

9.13 Identify the educational resources and technology available to faculty on campus and on-line. 

9.14 Identify the platform used to deliver instruction. 

RESOURCES AND EQUIPMENT 

9.15 What is the budget allocated to distance education delivery? 

9 .16 Describe the instructiona l resources, equipment, and library resources available to students on-line and 
residentially . 

STUDENTS AND STUDENT SERVICES 
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9 .17 Describe the student services available to students taking coursework on-line. 

STUDENT EVALUATION AND PROGRAM ASSESSMENT 

9 .19 How are students taking self-paced and/or distance education courses evaluated? 

9.20 How is retention monitored? 

9.21 Describe the placement services that are available. 

9.22 Describe how student, faculty, and employer satisfaction are identified. 

9.23. How does the institution measure core competencies for programs and objectives for courses offered in a 
distance education environment? 

9.24 How are equivalent out-of-class assignments, if applicable, incorporated in the syllabi and how are they 
evaluated? 

PUBLICATIONS 

9.25 Do the statements in the catalog, Web site, and, when appropriate, in advertising and promotional materials 
meet requirements for institutions offering coursework through distance education? 

9.26 Describe the information given in the catalog regarding nontraditional education, if applicable, including mode 
of delivery, admissions requirements, tests to determine access, resources offered to nontraditional education 
students, and any special costs for the students associated with nontraditional education. 
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V .06 .06 .2 01 4 

To pr int any wor ksh ee t op e n th e work shee t/ go to FILE/ PRINT/ and mak e su re " Activ e Work shee t" is se lec t ed/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012824 I Inst itu t ion Name :I DuBoi s Busi ness Co ll ege Hunting don Cou nty Camp us Programt,-___________ .._ ________ ___,.._ ______ ....,l"'w;;;ro"'g""ra"'m..,. ...... ,...l--...,;1----------,1----------t 

Name: Accounting Assistant Length (wks) 361 cr edent ial Level Diploma 

Course 
Number 
AC1101 

AC1102 

AC1106 

AC1228 

EN5101 

EN5102 

EN5103 

EN5116 

MA4106 

PSSlll 

RElOOO 

ITY2110A 

lfY2115 

iTY3333 

ITY2111A 

Clock 
Ident if y the i nst it u t ion 's un it of 

cred it [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Account ing II 

Payro ll Taxes 

Computerized Account ing Procedures 

English I 

English II 

English Ill 

Speech 

Basic Math ematics 

Psychology 

Personal Finance 

Keyboard ing 

Advanced Info rmation Processing I 

Computer Integratio n Techniques 

Docume nt Formatting 

Semester 15 lectu re hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 480.00 420.00 900.00 32.00 14.00 46.00 Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adj ustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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Init ial, Renewal of Accre ditation, and Branch Campu s Application Processes 

V .06 .06 .2 0 14 

T o p r int any wo rksh ee t op e n th e work shee t/ go to FILE/ PRINT/ and mak e su re " Act iv e Work shee t " is se lec t ed/ clic k OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Inst itut ion ID: 00012824 I Inst itu t ion Name :I DuBo is Bus iness Co ll ege Hunting don Cou n ty Camp us 
Program 

Name: Accounting/ Business Admini strati on lwrog ram I 
Length (wks) 721 Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

AC1102 

AC1103 

AC1106 

AC1109 

AC1112 

AC1215 

AC1216 

AC1224 

AC1225 

AC1227 

AC1228 

EN5101 

ENS102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4111 

MA4106 

MG6001 

MG6112 

PSSlll 

RElOOO 

ITY2110A 

TY2111A 

ITY2112A 

i1Y2115 

iTY2118 

ITY3333 

Clock 
Ident if y the i nst it u t ion 's un it of 

cred it [SELECT ONE) t--- X--+-Q_ u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs _ _ __ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Account ing II 

Account ing Ill 

Payro ll Taxes 

Manageri al Accou nti ng 

Cost Account ing 

Intermed iate Account ing I 

Intermed iate Account ing II 

Economics 

Personal Taxation 

Corpo rate Taxat ion 

Computerized Account ing Procedures 

English I 

English II 

English Ill 

English IV 

Speech 

Professiona l Career Planning 

Legal Concepts 

Basic Mathemat ics 

Principles of Management 

Business Admin istratio n Simula t ion 

Psychology 

Personal Finance 

Keyboa rding 

Docume nt Formatt ing 

Docume nt Processing 

Advanced Info rmation Processing I 

Advanced Info rmation Processing II 

Computer Integration Techniques 

Semeste r 15 lectu re hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An institution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adj ustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 60.00 60.00 4 .00 4.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Active Workshe et" is se lected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012824 I Inst itut ion Name :I DuBois Busine ss Co ll ege Huntingdon County Campu s 
Program 

Name: Admini strative M edical Assistant lwrog ram I 
Length (wks) 721 Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

AC1106 

EN5101 

EN5102 

ENS103 

ENS104 

ENS116 

GE6500 

MA4106 

MD2301 

MD2302 

MD2304 

MD2305 

MD2306 

MD2307 

MD2308 

MD2309 

MD2310 

PSSlll 

RElOOO 

SE2116 

SE2119 

SE2204 

iTY2110A 

rn' 2111A 

h'Y21112A 

rn'2114 

rn' 2115 

h'Y2118 

rn'3333 

Clock 
Ident ify the institution's un it of 

credit [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

English I 

English II 

English Ill 

English IV 

Speech 

Professiona l Career Planning 

Basic Mathemat ics 

Med ical Term inology I/Anat omy and 

Physiology 

Med ical Termino logy II/An atom y and 

Physiology 

Medical Transcript ion 

Med ical Bill ing and Coding I 

Medical Off ice Procedures 

Med ical Term inology Il l/An at omy and 

Physiology 

Pharmacology 

Medical Bill ing and Coding II 

Med ical Ethics 

Psychology 

Personal Finan ce 

Computerize d Off ice Procedures 

Records Man agement 

Secretar ial Off ice Procedures 

Keyboarding 

Docume nt Formatt ing 

Docu ment Processing 

Business Procedures/Computer 

Dat abase Concepts 

Advanced Info rmation Processing I 

Advanced Informat ion Processing II 

Computer Integration Techniques 

Semester 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 2.00 2.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 4.00 4.0 

N N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 4.00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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Accreditin g Coun cil for Ind ependent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 0 14 

T o p r int any wo rksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Act ive Workshe et " is se lected/ clic k OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Inst itut ion ID: 00012824 I Inst itut ion Name :I DuBo is Bus iness Co ll ege Huntingdon County Campu s Program..,_ ____________ .._ _________ .._ ________ ,,lw""r"'og""r'"'a"'m _ _. __ l __ ...,l;,---------.-1---------,t 
Name: Clinical Medical Assistant Length (wks) 841 creden t ial Level ASB Degree 

Course 
Number 
AC1101 

AC1106 

EN5101 

EN5102 

ENS103 

ENS104 

ENS116 

GE6500 

MA4106 

MD2301 

MD2302 

MD2304 

MD2305 

MD2306 

MD2307 

MD2308 

MD2309 

MD2310 

MD2311 

MD2312 

MD2313 

MD2314 

MD2315 

PS5111 

REl OOO 

SE2116 

SE2119 

SE2204 

rn' 2110A 

[TY2111A 

rn' 2112A 

[TY2114 

rrv211s 

rn'2118 

[TY3333 

Clock 
Identify the institution's un it of 

credit [SELECT ONE) t--- X--+-Q_ u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs _ _ __ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

English I 

English II 

English Ill 

English IV 

Speech 

Professiona l Career Planning 

Basic Mathemat ics 

Med ical Term inology I/Anat omy and 

Physiology 

Med ical Term inology II/An atom y and 

Physiology 

Medical Transcript ion 

Med ical Bill ing and Coding I 

Medical Off ice Procedures 

Med ical Term inology Il l/An at omy and 

Physiology 

Pharmacology 

Medical Bill ing and Coding II 

Med ical Ethics 

Pat ient Care Lab I 

Pat ient Care Lab II 

Cli nical Lab I 

Clinical Lab II 

Cli nical Pharmacology 

Psychology 

Personal Finance 

Computerized Office Procedures 

Records Management 

Secretaria l Office Procedu res 

Keyboard ing 

Docum ent Forma tt ing 

Docume nt Processing 

Business Procedures/Compu ter 

Dat abase Concepts 

Advanced Info rmat ion Processing I 

Advanced Informat ion Processing II 

Computer Integration Technique s 

Semeste r 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 1,100.00 960.00 2,060.00 73.33 32.00 105.00 Opti onal 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30,00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30,00 30.00 60,00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60,00 2.00 2.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 60.00 60.00 4.00 4.0 

N N 60.00 60,00 4 .00 4.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30,00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30,00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30,00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4.00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

N N 30.00 30.00 60,00 2.00 1.00 3.0 

. 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Active Workshe et" is se lected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012824 I Inst itut ion Name :I DuBois Busine ss Co ll ege Huntingdon County Campu s 
Program 

Name: Computer Application s/Manag ement lwrog ram I 
Length (wks) 721 Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

AC1102 

AC1103 

AC1106 

AC1224 

AC1228 

CM2630 

CM2670 

EC1004 

EN5101 

EN5102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4111 

MA4106 

MG6001 

MG6112 

MG6220 

PSSlll 

REl OOO 

SE2116 

ITY2110A 

ITY2111A 

ITY2112A 

ITY2114 

1TY211s 

1TY211s 

ITY3333 

Clock 
Ident ify the institution's un it of 

credit [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Account ing II 

Account ing Ill 

Payro ll Taxes 

Economics 

Computer ized Account ing Procedure s 

Internet, Security , and Web Bui ldi ng 

Maintain ing Printe rs and Othe r 

Peripherals 

Computer 2-D Animat ion 

English I 

English II 

English Ill 

English IV 

Speech 

Pro fessiona l Career Planni ng 

Legal Concepts 

Basic Mathemat ics 

Prin ciples of Man agement 

Business Adm inistratio n Simula tio n 

Market ing 

Psychology 

Personal Finance 

Computer ized Off ice Proce du res 

Keyboa rdin g 

Docume nt Formatt ing 

Docume nt Processing 

Business Proce du res/Compu ter 

Database Concepts 

Advanced Info rmat ion Processing I 

Advanced Info rmation Processing II 

Computer Integratio n Techni ques 

Semester 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 60.00 60.00 4 .00 4.0 

y N 30.00 30.00 60 .00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Init ial, Renewal of Accre ditation, and Branch Campu s Application Processes 

V .06 .06 .2 01 4 

To pr int any wor ksh ee t op e n th e work shee t/ go to FILE/ PRINT/ and mak e su re " Activ e Work shee t" is se lec t ed/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012824 I Inst itu t ion Name :I DuBoi s Busi ness Co ll ege Hunting don Cou n ty Camp us 
Program 

Name: Computer Systems Support Technician lwrog ram I 
Length (wks) 481 Creden t ial Level loiploma 

Course 
Number 
CM2610 

CM2611 

CM2612 

CM2613 

CM2615 

CM2620 

CM2630 

EL4200 

EN5101 

EN5102 

EN5103 

EN5116 

LA4111 

MA4106 

MG6001 

PSS111 

RElOOO 

rTY2110A 

1TY2120 

rn-2121 

Clock 
Ident if y the i nst it u t ion 's un it of 

cred it [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Personal Compute r Repair 

Networ king 

Advanced Networ king 

Protoco ls 

Info rmation Technology and 

Operat ing Systems 

Troubleshoot ing and Diagnostics 

Internet, Security, and Web Building 

Basic Elect ricity and Elect ronics 

English I 

English II 

English Ill 

Speech 

Legal Concepts 

Basic Math ematic s 

Princi ples of Management 

Psychology 

Personal Finance 

Keyboarding 

Software Applicat ions - DOS 

Software Applicati ons - Windows 

Semester 15 lectu re hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 630.00 570.00 1,200.00 42.00 19.00 61.00 Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adj ustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 60.00 60.00 4.00 4.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 2.00 2.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Active Workshe et" is se lected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012824 I Inst itut ion Name :I DuBois Busine ss Co ll ege Huntingdon County Campu s Program..,_ ____________ .._ _________ .._ ________ ,,lw""r"'og""r'"'a"'m _ _. __ l __ ...,l;,---------.-1---------,t 
Name: Executive Assistant Length (wks) 72 creden t ial Level ASB Degree 

Course 
Number 
AC1101 

AC1106 

CM2630 

EN5101 

EN5102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4lll 

LE2406 

LE2408 

MA4106 

MG6001 

PS5111 

REl OOO 

SE2101 

SE2102 

SE2116 

SE2119 

SE2204 

SE2503 

SE2507 

rTY2110A 

ITY2111A 

rTY2112A 

1TY2114 

rrv211s 

1TY211s 

ITY3333 

Clock 
Ident ify the institution's un it of 

credit [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

Interne t , Security , and Web Building 

English I 

English II 

English Ill 

English IV 

Speech 

Professional Career Planning 

Legal Concepts 

Legal Termino logy 

Applied Legal Termino logy 

Basic Math ematics 

Princi ples of Management 

Psychology 

Personal Finance 

Shorthand I 

Shorthand II 

Computer ized Off ice Procedures 

Records Mana gement 

Secret arial Office Procedu res 

Execut ive Off ice Procedu res 

Executive Word 

Processing/Transcription 

Keyboa rdin g 

Docume nt Formatting 

Docume nt Processing 

Business Procedures/ Com puter 

Database Concepts 

Advanced Informat ion Processing I 

Advanced Info rmation Processing II 

Computer Integrat ion Techniques 

Semester 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 
y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 
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Accreditin g Coun cil for Ind ependent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 0 14 

T o p r int any wo rksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Act ive Workshe et " is se lected/ clic k OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Inst itut ion ID: 00012824 I Inst itut ion Name :I DuBo is Bus iness Co ll ege Huntingdon County Campu s 
Program 

Name: Entertainment Production Business lwrog ram I 
Length (wks) 841 Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

CM2630 

EC1004 

EClOOS 

EC2001 

EC2002 

EC2003 

EC2004 

EC2005 

ENS101 

ENS102 

ENS116 

EPllOO 

EP1200 

EP1400 

EPlSOO 

EP1600 

EP1800 

EP1900 

EP2200 

EP2400 

EP2600 

GR7001 

GR7002 

GR7003 

GR7004 

GR7005 

GR7006 

GR7007 

MA4106 

MG6220 

PSS111 

ITY2110A 

iTY2121 

MG6001 

Clock 
Identify the institution's un it of 

credit [SELECT ONE) t--- X--+-Q_ u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs _ _ __ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Internet, Security, and Web Buildi ng 

Computer 2-D Animat ion 

Introd uct ion to Modeli ng 

Computer 3-D Animat ion I 

Computer 3-D Animat ion II 

Computer Game Animat ion I 

Comput er Assisted M ovie Making 

Computer Game Animation II 

English I 

English II 

Speech 

3-D Produ ct ion Meth ods 

Animat ion Metho ds 

2-D Visual Litera cy 

Special Effects Productio n I 

Video Making 

3-D Visual Litera cy 

Special Effects Productio n II 

Advanced Special Effects 

Intro duct ion to Author ing 

Mu lt i-Media Productio n 

Type and Layout 

Digital Phot ography 

Graphic Design Principles 

Digital Graphics I 

Digital Graph ics II 

Grap hic Product ion 

Graphic Production Portfol io 

Basic Mathema t ics 

Marketing 

Psychology 

Keyboarding 

Software App licat ions - Windows 

Princi ples of Mana gement 

Semeste r 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 1,080.00 1,020.00 2,100.00 72.00 34 .00 106.00 Opti onal 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 6000 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Active Workshe et" is se lected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012824 I Inst itut ion Name :I DuBois Busine ss Co ll ege Huntingdon County Campu s 
Program 

Name: Information Systems Support Technician lwrog ram I 
Length (wks) 721 Creden t ial Level IAsB Degree 

Course 
Number 
AC1101 

AC1106 

CM2610 

CM2611 

CM2612 

CM2613 

CM2614 

CM2615 

CM2620 

CM2630 

CM2650 

CM2651 

CM2655 

CM2670 

EL4200 

ENSlOl 

EN5102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4111 

MA4106 

MG6001 

MG6220 

PS5111 

RElOOO 

ITY2110A 

ITY2120 

1TY2121 

Clock 
Ident ify the institution's un it of 

credit [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

Personal Computer Repair 

Networ king 

Advanced Networ king 

Protoco ls 

Networ king Ill 

Info rmat ion Technology and 

Operating Systems 

Troubleshoot ing and Diagnost ics 

Interne t , Security , and Web Building 

Introduct ion to Programm ing 

Advanced Prog rammi ng 

Operating Systems 

Main t aining Printers and Oth er 

Periphe rals 

Basic Electr icity and Electronic s 

English I 

English II 

English Ill 

English IV 

Speech 

Professiona l Career Planning 

Legal Concepts 

Basic Mathema tic s 

Princi ples of Managemen t 

Market ing 

Psychology 

Personal Finance 

Keyboardin g 

Softwa re Appl ications - DOS 

Softw are Applications - Windows 

Semester 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An institution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 6000 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 

y N 60.00 60.00 4 .00 4.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 60.00 60.00 2.00 2.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Initial, Renewal of Accreditation, and Branch Campus Application Processes 

V.06.06 .2 014 

To print any worksheet open the worksheet/ go to FILE/ PRINT/ and make sure " Active Workshe et" is se lected/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012824 I Inst itut ion Name :I DuBois Busine ss Co ll ege Huntingdon County Campu s Program..,_ ____________ .._ _________ .._ ________ ,,lw""r"'og""r'"'a"'m _ _. __ l __ ...,l;,---------.-1---------,t 
Name: Legal Assistant Length (wks) 72 creden t ial Level ASB Degree 

Course 
Number 
AC1101 

AC1106 

CM2630 

EN5101 

EN5102 

EN5103 

EN5104 

EN5116 

GE6500 

LA4lll 

LE2403 

LE2406 

LE2407 

LE2408 

LE2409 

MA4106 

PS5111 

RE1000 

SE2101 

SE2102 

SE2116 

SE2119 

SE2204 

rTY2110A 

ITY2111A 

rTY2112A 

1TY2114 

rrv211s 

1TY211s 

ITY3333 

Clock 
Ident ify the institution's un it of 

credit [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

Payro ll Taxes 

Interne t , Security , and Web Building 

English I 

English II 

English Ill 

English IV 

Speech 

Professional Career Planning 

Legal Concepts 

Legal Office Procedures 

Legal Terminology 

Legal Wo rd Processing/Transcription 

Appl ied Legal Term inology 

Legal Research 

Basic Mathemat ics 

Psychology 

Personal Finance 

Shorthand I 

Shorth and II 

Computer ized Off ice Procedures 

Records Man agemen t 

Secretaria l Office Procedu res 

Keyboa rdin g 

Docume nt Formatting 

Docume nt Processing 

Business Procedures/ Com puter 

Database Concepts 

Advanced Informat ion Processing I 

Advanced Info rmation Processing II 

Computer Integrat ion Techniques 

Semester 15 lectur e hrs 30 labatory hrs 45 externship hrs 

*DE = Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 950.00 810.00 1,760.00 63.33 27.00 90.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adjustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 20.00 20.00 1.33 1.0 
y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 
y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 
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Accrediting Coun cil for Independent Colleges and Schools 
ACADEMIC CREDIT ANALYSIS 

Init ial, Renewal of Accre ditation, and Branch Campu s Application Processes 

V .06 .06 .2 01 4 

To pr int any wor ksh ee t op e n th e work shee t/ go to FILE/ PRINT/ and mak e su re " Activ e Work shee t" is se lec t ed/ click OK. See INSTRUCTIONS 
worksheet for detailed instructions. 

Insti tut ion ID: 00012824 I Inst itu t ion Name :I DuBoi s Busi ness Co ll ege Hunting don Cou nty Camp us Program..,_ ____________ .._ _________ .._ ________ ,,lw""r"'og""r'"'a"'m _ _. __ l __ ...,l;,---------.-1---------,t 
Name: Office Assistant Length (wks) 361 Credent ial Level Diploma 

Course 
Number 
AC1101 

EN5101 

EN5102 

EN5103 

ENS116 

MA4106 

PSS111 

RElOOO 

SE2119 

ITY2110A 

rn'2111A 

ITY2112A 

rrv211s 

ITY3333 

CM2630 

Clock 
Ident if y the i nst it u t ion 's un it of 

cred it [SELECT ONE) t---X--+-Q_u_a_rt_e_r _____ 1_5_-+ l_ec_t_ur_e_h_rs ____ 3_0 __ -+l_a_ba_t_or~y_h_rs _____ 4_5_-+ e_x_te_rn_s_h~ip_h_rs 

Course Titles 
Account ing I 

English I 

English II 

English Ill 

Speech 

Basic Mathemat ics 

Psychology 

Personal Finance 

Records Man agement 

Keyboarding 

Docume nt Formatt ing 

Docume nt Processing 

Advanced Infor mation Processing I 

Computer Integrat ion Techniques 

Internet, Security, and Web Building 

Semester 15 lectu re hrs 30 labatory hrs 45 externship hrs 

*DE= Distance 

Education 

Credits are rounded dawn ta the nearest half. An insti tution can adjust hours required far a credit by 
adjus ting the quarter or semester minimum standards above; how ever, the institution's policy for 

calculating a credit, published in their catalog, mus t support the adjustmen t. If an institution chooses to 

round-down further than AC/CS calculation per course, use the "optional" column. 

TOTALS 480.00 420.00 900.00 32.00 14.00 46.00 Opt ional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Practicum Insert credit 
Gen Ed *DE Internship Clock /contact Intern Total Credits adj ustment less 
(Y/N) (Y/N) Lecture Lab Externship hours Lecture Lab Extern Awarded than calculated 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 30.00 30.00 60.00 2.00 1.00 3.0 

y N 60.00 60.00 4 .00 4.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

N N 30.00 30.00 60.00 2.00 1.00 3.0 

. 

. 
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A Message from the President ... 

We appreciate your interest in DuBois Business College, 
and we look forward to meeting you. DuBois Busin ess 
College has a fine heritage and long tradition of quality education. 
We have helped thousands of students achieve successful careers, 
and we hope to help you reach your professional goals . 

DuBois Business College offers small classes and advanced 
technology in a caring, professional atmosph ere. 
Our dedicated, professional faculty and staff are deeply 
committed to our students, and all ofus work together 
to help each student succeed. 

We provide our students with more individual attention 
than many traditional 4-year universities, and we are 
proud of our graduates' many sm ·cesses. 

We offer our stud ents on-going career services; that is, 
professional referrals and help with job placement. 
We also honor an employer guarantee on behalf of 
our graduates. 

DuBois Business College is proud of the professionalism 
we impart to our stttdents. Our daily class schedule 
resembles a work or a career schedule. Our policies are 
writt en with our students'future employers in mind because 
we want our stud ents to be prepared to enter the workforce 
not only with a gr eat education, but also with a great w01·k 
ethic. 

DuBois Business College specializes in technical training; 
we are degree-granting, accredited by the Accrediting Council 

far Independent Colleges and Schools (AC/CS). 

We hope to help you "touch yomfutu1·e faste,~" 

V Jackie Diehl Syktich 
President / CEO 
DuBois Business College 

c:> 

DuBoi s Busine ss College , Inc . is a Private , Co -Educational Co llege 
of Business, established in 1885 in the Com monwealth of Pennsylvania . 

AN EQ!!AL OPPORTUNITY 
EMPLOYER /TRAINER 
DuBois Business Co llege does not discriminat e 
against race, religion , age, sex, color, handicap, 
sexual orientation , veteran scan LI, or national origin. 

Please nore: The acronym "DB C" used in rhis caralog refers ro DuBois 
Business College. C ampus photos were taken at DuBois Business Co llege 
locations wirh rhe excep tion of our cover and back pho tos. Stu dent 
porrrairs include actua l DB C studenrs, graduares and staff 

Copyright © 20 16 by DuBois Business College, Inc. 
All rights reserved. May not be copied without permission. 

"But my God shall suppl y all your needs according to His riches in glory by Christ Jesus ." -Phil. 4: 19 
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Board of Directors and Corporate Officers 

Jackie Diehl Syktich 
President/ CEO 

Brend a K. Heschke 
Member 

Karen S. Alderto n 
Director of Financi al Aid · D 

Alfred R. Diehl 
Mainre nance/Sec uriry • P 

Dori s J. D iehl 
Mainrenance/ Security - P 

H oward D ivins 
Acting Director - H 

Mary 0 . Jones 
Co rporate Academic Dean · D 

Terr y L. Khour y 
Director, O il City Campus - 0 

D arren Kite 
Technology Assistant - D, P 

Pamela F. Kite 
Maintenance/ Security • D 

D ; D uBois A1ain Campus 
H ; Huntingdon County Campus 
P ; Philipsburg Location 
0 ; Oil City Campus 

Karen S. Alderton Mary O .Jones Frank D. Burt 
Vice President Secretary Treasurer 

Ca rolyn M. Rhoades Cathy L. Steiner 
Member Member 

Administrative Staff at Four Locations 

Linda Knisely 
Student Support - D 

Lindsay M. (Snyder) Levy 
Srudenr Serv ices D irector 

and Acting Directo r · H 

Barbara Martini 
Co rporate Career Serv ices 

Director · D 

Sue Ann Maria 
Stu dent Services Directo r 

and Acting D irector - D 

Dona ld Mitchell 
Maintenance/Security and 
PR Coo rdinator - D 

Brad D . Moore 
Co rporate D ireccor of Admissions 
and Acting D irector • H 

Andrew Mo tter 
Acting D irector · 0 

Jaye E. Navasky 
Adm inistrative Ass istant 

and Actin g Director · P 

Ada Marie N icholso n 
Maintenance/Sec urity - 0 

Janice R. Pepperday 
Student Services D irector 
and Acting Directo r - P 

Penny L. Pifer 
Financial Aid Advisor • D 

Susan Ramey 
D irector. Hunr ingdon Co un ty 
Campus - H 

D ebra (Rhed) Shannon 
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Terry W. Shope 
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Food Service D irector 
and Adm inistrative Assis tan t • D 
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and Co rporate Director - D 
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and Acting D irector - D 
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D irector of Finances 
and Acting Director - D 

Stephen Wolfe 
Chief Technology Officer - D 
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J. Barry Abbott 
Clarion University, BS 
Penn Scace Unive rsit)', M. Ed 
Gen. Ed. - D, P 

Thomas And erson, CPA, CVA 
Clarion University, MBA 
Penn Scace Unive rsit)', BS 
Accounting, Com put er - D 

Alan Assad 
Director of New Programs 
Cornerstone Graduate Schoo l, M. Div. 
Un iversity of Pittsburgh. M. Ed. 
Carneg ie-Mellon Universit)', B. FA 
EPB. Cam-D 

Co nstance Burkhardt 
Median Schoo l of Allied Health 
Med ical. Secretarial • 0 

Kristin Carnahan 
University of Phoenix, BS 
Computer, Gen. Ed. - D 

Michael Curtorillo 
Lycoming College, BA 
Compu ter - P 

Gary Davis 
Edinboro University, BA 
IT - 0 

Denni s A. DeStadio 
York College, BS 
Harrisburg Area Comm . Co llege, AS 
IT . Management, Marketing, 
Legal. Compu ter • H 

Penny Diehl 
Shippensburg University, BS 
Gen. Ed. -P 

Howard Divin s 
Penn State University, BS 
Accounti ng, Com puter, Gen Ed. • H 

Lori Godissart 
Cent ral Penn Business School, ASB 
Med ical- H 

Bonni e Hansell 
Lock Haven University, BS 
Keyboarding, Secreta rial, Compute r • 0 

Faculty at Four Locations 

Brenda He schke 
DuBois Business College, ASB 
Liberty University, BS 
Medical. Secretarial. Computer - D 

Keiko (Kay) Hopwood 
Clarion University, AD 
Account ing, Mathematics, Legal, 
Computer, Gen . Ed. - 0 

Heath Him es 
Lock Haven University. BS 
Legal, Ke)'board ing, Secretari al • H 

MaryO.Jones 
Indiana Univ. of Pennsylvania, MEd 
SUNY at Albany. BS 
Secreta rial, Accounting, 
Gen. Ed .. Computer, Legal - D 

Dani el Kennedy 
Clarion University, BA 
Gen . Ed. - 0 

Darren Kite 
DuBoi s Business Co llege, ASB 
IT. Computers - D, P 

Brad D. Moore 
Juniata College, BS 
Penn Co llege, AS 
Gen Ed. - H 

Bradley Mosi er 
Bloomsburg University, BA 
EPB, Compute r, Gen. Ed. - D 

Andrew Motter 
Clarion University, MS 
Centra l Pennsylvania College, BS 
DuBoi s Business Co llege, ASB 
IT. Gen. Ed., Computer - 0 

Marian Murphy 
University of Pimburgh, BS 
Accounting, Gen. Ed. - 0 

Lucinda Neville, RN, CPC-A 
Penn Seate University, BS 
Lock Haven Universit)' , AS 
Medica l-D 
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Lisa Ogden 
Penn Scace Un iversity, BS 
DuBo is Business Co llege, ASB 
Legal, Computers, Gen. Ed. - P 

Carol G. Porr 
Oklahoma State University, BS 
Medical - D 

Pamela Reiter 
Centra l Penn. School of Nursing, RN 
Medical - D. P 

Carolyn M. Rhoades 
University of Pittsburgh, BA 
Penn State Un iversity, ABA 
English, Gen. Ed., Marketing - D 

Roberta A. Spigle 
Faculcy Liaison 
Indian a Univ. of Pennsylvan ia, BS 
Accounting, Ke)'boarding, 
Secretarial, Gen Ed. • D 

Cathy L. Steiner 
DuBo is Business Co llege, ASB 
Liberty University, BS 
Secretarial, Computer, Legal • D 

Deborah Tkach 
Webster University, MA 
Kings College, BA 
Accounting , Gen. Ed. • H 

Dr. Helen L. White, PhD 
Morehead Seate University, MBA 
Excelsior College, BS 
Accounting , Gen Ed., Management • D 

Stephen Wolfe 
San Diego Commu nit )' Co llege 
IT. EPB - D 

Categories below faculty names refer to 
content a1·eas they may instruct: 
EPB=Entertainment Production Business, 
IT = Information Technology, 
Gen. Ed. =General Education 

D = DuBois Main Campus 
H = Huntingdon County Campus 
P = Phil,psburg Location 
0 = Oil City Campus 



Mission Statement 

Our mission is to provide quality 
education that is effective 
for a successful business 
career. We will accomplish 
this through qualified 
professional instruction 

and the latest technical 
equipment pertinent to 
the business environment. 
Our results will be graduates 

with the marketable skills 
needed for gainful employment, 

good character, proper work 
habits, and technical knowledge. 

D uBois Campus 

Philosophy and Objectives 

WE BELIEVE that a private business college 
should give men and women effective training 
for business life, help them select careers in line 
with their natural aptitudes and desires, and assist 
them in obtaining satisfactory employment upon 
graduation. 

WE BELIEVE that a private business college 
should take a personal interest in the welfare of 
each student and stimulate the development of 
good character and proper work habits. 

WE BELIEVE that a private business college 
should combine the conduct of an educational 
institution and the operation of a business 
enterprise. It should pioneer in the development 
of teaching techniques and maintain with vigor 
and dignity the unique place a private business 
college occupies in our system of education. 

WE BELIEVE that those principles have been 
largely responsible for the leadership in business 
education chat DuBois Business College has pro­
vided to youth, adults, and industry since 1885. 

WE BELIEVE that in designing the various 
programs of instruction , the aim is to provide 
training broad enough to develop habits of 
clear thinking and sound judgment in the 
varied experiences of modern business. 

To chis end , technical training is the major part 
of each curriculum, so that the graduate 
may be assured of having marketable skills 
needed in today's global marketplace . 
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Accreditation 

DuBois Busin ess Co llege is accredited to award 
the Associate in Specialized Business Degree 
and diploma by the Accrediting Counc il 
for Independent Colleges and Schools, 
750 First Street NE, Suite 980, 
Washington, DC 20002-4241. 
Phone:202-336-6780 

1-crcs 

The Accrediting Council for Independent 
Colleges and Schools is listed as a nationally 
recognized accrediting agency by the United 
Stat es Department of Education. 
Its accreditation of degree-granting institutions 
is also recogniz ed by the Council for Higher 
Education Accreditation (CHEA) . 

Credentials, Approvals , Licenses, and Agency Affiliations 

DuBois Business Co llege is approved by the Secretary 
of Education, Commonwealth of Penn sylvania, 
to award th e Associate in Specialized Business Degree . 

DuBo is Business Co llege is licensed by the State 
Board of Private Licensed Schoo ls, Pennsylvania 
Department of Education. 

DuBois Business College is approved for 
Veterans' Training 
Office ofVoca tiona l Rehabilitation 
Blindness and Visual Services 

DuBois Business College has been endorsed by, 
and is a member of: 

DuBois Area Chamber of Commer ce 
Franklin Chamber of Commerce 
Huntingdon Chamber of Commerce 
Philipsburg Chamber of Commerce 
Venango Area Chamber of Commerce 

Pennsylvania Higher Education Assistance Agency Grant Division 
Pennsylvania Higher Education Assistance Agency Loan Division 
Ohio Higher Education Grant Agency 
New York State Higher Education Services Corporation 
Pennsylvania CareerLink " 
WIA - Workforce Investment Act 
Pennsylvania D epartment of Public Welfare Employment Training 
TAA - Trade Adjustment Assistance 
NAFTA- North American Free Trade Agreement 
Testing Site for: 

MOS - Microsoft " Office Specialist 
NCCT - National Center for Competency Testing 
A+ Certification 
Security + Certification 

New Choices 
Service Members Opportunit y Colleges 
US Army Concurrent Admission Program Member 
UMWA-BCOA (United Mine Workers' Association ) 
PAP SA - Pennsylvania Association of Private School Administrators 
Alpha Beta Kappa Honor Society 
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A j ob Exp erience Program is avai lable for all 
of our students to help them better understand 
the requirements of local businesses. 

Office of Career Services 

The DuBois Business College O ffice of Career Services 
assists our graduates in finding career positions for which 
they are best qualified. We help our students secure 
recommendations, prepare professional resumes and cover 
lett ers, p ractice int erv iew techni ques, successfully navigate 
Job Fairs, and much more in order to help them launch a 
professio nal and rewarding career. 

We offer career assistance to all of our current and past 
graduates regardless of their graduation date. 

DuBois Business Co llege graduates are required to pass 
the college's Professional Career Plann ing course wh ich 
prov ides opportunities to explore a wide variety of 
career opt ions. The course includes business et iquette 
training and mock job interv iews conducted by a group 
of business leaders drawn from our local commun ities . 

In addi t ion, a Job Experience Progra m is available for 
all students. This is typically offered during hours that 
do not conflict w ith class schedul es. 

Human Resource and Personnel Department staff from 
many area businesses and industries regularly contact 
our Career Services Office in order to interview and test 
our graduates for hire. Often these HR representatives 
are themselves DuBo is Business College alumni 
whose firms have openings co fill. 

We are very proud of the Career 
Services we offer our graduates. 
We encourage you to check 
our record for yourself . 

DuBoi s Business College h as 
a pro ven placement reco rd , 
but as a matt er of ethic s, 
no educat ional institu tion 
will absolutel y guarant ee 
placement to gradu ates. 
DuBoi s Business Co llege 
placement reco rds are made 
available for review at the 
college. 

Barbara Ma,·tini is ou,· Career Servic­
es D irector. H er communi1y contacts 
and experience have helped many of 
our grads launch rewarding careers. 
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DuBois Business College: A Proud History 

DuBois College of Bu.1iness accepted its first students in 1885, 
the same year construction started on the Statue of Liberty. 
The school's founde r was Mr. J. N . Woolfington. The original 
building was situated just north of the city, near the present day 
Best \Vestern Motel. 

Twency-five years lacer in 1905. the College proudly added a 
"Home Department" to give students "means for a healthful and 
good environment." D BC was the first and only strictly business 
schoo l in Amer ica offering such a program. 
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The DtJBois College of BtJsiness 
as it looked in 1885. Reco,·ds indicate 

it was the largest btJilding in America 
devoted exclusively to comme,·cial 

education. 

Through the decades, DuBois Business Co llege educated 
many of the region's business leaders. ln so doing. the College 
contributed to the long -term success of numerous local 
ind ustries. DB C's progressive spirit and 
concern for professional and persona l 
development continues to this day. 

~¢Ptfl+i 3·1113i'11 

Tbe College moved to South Brady Street, then 
to a site on West Long Avenue, both in DuBois . 
West Long Avenue site is pictured above . 



Expansions and Updates 

In 1970 DuBois Business ColJege built a modern, one-story 
building at One Beaver Drive using five acres ofland granted 
to the college by the city of DuBois. James A. Watson was 
president of the college at the rime. 

Six years later Warson gave control to new owners, Robert 
and Renate Flanagan. lhe Flanagans guided DBC through 
a techno logical transformat ion from electric type -writers and 
adding machines to computers with state-of-the -art software. 

lhere were a series of expansions during this period, with a 
new admin istrative center in 1983 and three new student 
housing buildings plus a new classroom wing in 1984. 
Add itional student service office.1 were added in 1991. 

Then in 1992 the Kenawell fami ly acquired the college, Four 
years later DBC opened a branch campus in Oil City, then 
another in Huntingdon, PA. At first DBC leased classrooms 
on che campus ofJuniaca ColJege in Huntingdon. Then a year 
later, a former high school building at I 00 I Moo re Street was 
purchased and renovated. 

Pictured above is the grot1p of instructors and ,u[minish-ato,•s 

who purchased DuBois Business College in 2001. They included: 
Jackie D . Syktich, President / CEO; Karen S. Alde,·ton, Vice 

Presidmt; Mary 0. Jones, Secreta,y; Frank D. Bm·t, T,·eas11rer; 
and Board Members Brenda K. Heschke, Donna J Lerch, 

Carolyn M. Rhoades, and Cathy L. Steiner. 

In January 200 I. ownership changed again as a core group of 
eight veteran instructors and admin istrators purchased the 
college. The new employee-owners were deeply committed to 
DB C's trad ition of persona l and professional excellence. That 
attitude continues to chis day. 

In 2010, the main campus was again updated with addition 
of the D BC Annex and Student Cafe. 

In 20 14 Philipsburg became DBC's fourth location, as rhe 
College accepted the invitation of che Moshannon Valley 
Econom ic Development Partnership and to open a campus 
location in che MVEDP Complex on Shady Lane in Philips ­
burg. This gave our students the option of taking many classes 
in Philipsburg and commuting co DuBois only for certain 
required sessions or classes. 

In 20 I 5, an alliance was established with Invention land" in 
Pittsburgh to offer specialized entrepreneurial classes taught 
at DBC's main campus. 

Technology continued to evolve as DBC students began 
receiving powerful notebook computers co use for classwork 
and to keep after graduation. On -line instruction modules 
and cele-class connections were implemented, and proved 
convenient and very useful. Re-vamped instruct ion including 
additional on-line options and an industrial design program 
with 3D pr int ing, are planned. The future is exciting at DBC ! 
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Main Campus in DuBois 

A chee1ful atmosphn·e and pleasant 
surroundings help motivate all of us. 

We're proud of each of our friendly 
and professional campus sites. 

DuBois Business College headquarters at One Beaver Drive in 
DuBois is bright , clean and welcoming, designed to provide a 
professional office atmosphere. 

The main one -story building is hand icapped accessible. Ir offers 
computer labs, IT center, graphic design suite, medical room. 
multimedia lab, cert ification center, lectu re rooms, rwo library 
learning resource centers, conference rooms and administra tive 
offices. 

lhere is also a cafe, a friendly spot where student s, faculcy and 
sraff may purc hase lunch, snacks, and beverages. During summer 
months, students enjoy th e campus lawn with patio and picnic 
areas and courcs for volleyball and baskerball. 

The DBC Annex is convenien t!)' located within seeps of rhe main 
building. The Annex features a state -of-the -art Clinica l Lab 
where students learn diagnostic testing . special examinations, 
procedures for minor office surgery, phlebotomy, infection 
contro l and patient teaching. There are also lecture areas and a 
learning support / tutor ing center. 

Parking is free and ver)' close to the buildings. Visitors are alwa)'S 
welcome. For admissions help and information, please call ahead, 
so we can schedule )'Our persona l tour. 

Library/ Learning Resource Center 

The College Librar)' / Learning Resource Center offers nearly 
2,000 volume.s plus periodicals, encyclopedias, newspapers, 
business journals, DVDs, Blu-Rays and multi-media resources. 

'TI1e collectio n is continually updated to support the curriculum . 
All students have free access co the library and may borrow books 
or other materials for coursework or personal projects. 

The Co llege has WiFi internet access at all locations. Computers 
are available in the Learning Resource Centers for all students . 
The DuBois Pub lic Library is also available for DBC student use. 
'TI1e Co llege Library / Learning Resource Center is also a resting 
site for certi fication exams. 
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The Sandpiper Complex: Student Housing 

'TI1e Sandpiper Apartments are available for rental by DBC 
students . Each furnished apartment accommodates four resident 
students with an attractive living room, complete kitchen, four 
private bedrooms, full bath, and laundry facilities. 

The Sandpiper Apamnems, just behind our main building, are 
close to shopping malls, downtown DuBois, restaurants, YMCA, 
city parks, and ocher recreation areas. Rem is reasonab le and 
includ es electricity, water, garbage , sewage, and heat. Students 
must make hous ing arrangements early as there is often a 
waiting list for Sandpiper residences. 

DuBois Business College maintains a listing of ocher private, 
off-campus hous ing suitable for students. Most of these ho using 
options are within walking distance of the college and close to 
recreation and shopping areas. Com piece information can be 
obtained at the college administration office. 

Community of DuBois 

DuBois is a safe and friendly community surrounded by rich farms 
and forested mounta ins. Imerscace 80, and US Routes 119, 219, 
and 322 converge at DuBois. The town is about two hours from 
Pittsburgh and just over four hours from New York City. Each 
year D BC sponsors several student trips to these cities. 

DuFast Transit provides special routes timed for D BC class hours. 
Local taxi service is also available. The YMCA is not far from 
campus, and offers many programs, including child care. Special 
pricing is offered ro students . 

Ciry tennis co urcs, communi t y swimming poo l with discounted 
student rates, a bowling center, and roller skating rink are also 
nearby. DBC students have fun competing on several comm unity 
volleyball, basketball, and softball teams. Seasonal schedules and 
sign-up info is posted. 



Philipsburg Location 

DB C's Philipsburg Location is housed in a modern complex with 
many diverse businesses, part of an initiative by the Moshannon 
Valley Economic Development Partnership. The comp lex is close 
to downtown Phil ipsburg, and is handicapped accessibile, with 
ample secure and free parking for our students. 

Our Philipsburg Location gives students who live in that region 
the opportuni t y to take many of their DBC classes dose to home. 
They are still required to commute to our main campus in DuBois 
for certa in required classes and sessions such as student orientat ion, 
drug/alcoho l and safety training, national certification exams, finals 
and so on. Students find the local Philipsburg site to be a great 
convenience. 

Ou,· Philipsburg Location is part of the Moshannon Vtilley 
Economic Developme nt Partn ership Complex. The space was 

totally ,·emodeled, and has proven to be a ve,J' convenient option, 
saving students in that area many hours of commuting time . 

Our Philipsburg facility was totally renovated to provide a very 
comfortable and professional atmosphere for our students. It offers 
bright, welcoming classrooms, computer lab, administrative center, 
student cafe/ lounge, library/ learning resource center, two confer­
ence rooms, faculty center, and more. 

Students who wish to enroll at the Philipsburg Location must 
follow Co llege enro llment procedures. A schedule of classes and 
dates when students are required to be at DuBois Main campus 
will be given to students in advance. Before enro lling, potent ial 
students are asked to schedule a meeting with the admissions 
department to discuss options at the Philip sburg Location . 

!
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Huntingdon County Campus in Huntingdon 

The Huntingdon County Campus o/DttBois Business College 
is centrally lacated at 100 1 Moore Street in historic, downtown 
Huntingdon . 

Our Huntingdon County Campus offers a very spacious and 
congenial environment for students to do all of the classwork 
leading to nearly every Associate in Specialized Business degree 
and diploma program offered by DuBois Business College. 

Classrooms are designed to reflect a professional office setting. 
There is a student lounge, a Library / Learning Resource Center , 
administrative offices, and an on-site gym with community 
sponsored activities such as gymnastics, volleyball, basketball, 
and indoor soccer. There is secure, free parking beside the 
building. Several eateries, convenience stores, and child day 
care centers are nearby. 
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DBC students enrolled at our Huntingdon County Campus are 
auromatically membe rs of the extensive jLmiata College Library, 
which is just blocks away. Our students also enjoy many of the 
public cultural activities and sporting events held at Jun iata 
College. 

Huntingdon is about 30 minutes from the shops and restaurants 
of both Altoona and State College. Lake Raystown is nearby with 
opportun ities for boating, camping, fishing, swimming , 
hiking, horseback riding, waterslides, and much, much more. 
The Huntingdon County Chamber of Commerce offers 
additional information about the area. 

•, 



Oil City Campus in Oil City 

Our Oi l City Campus offers a professiona l and welcoming 
atmosphere where local students can easily complete 
curriculum requi rements for nearly every Associate in Specialized 
Business degree and d iploma program offered by DuBois Business 
College. Complete prog ram detail s shou ld be discussed with 
Admissions at rhe time of enrollment. 

For regiona l commute rs, DBC/Oil City is ju st 20 minutes 
from several Interstate 80 exits, as well as north -south 
Routes 8 and 62, eastwest Route 322 and Routes 157 and 257. 
Fullington Trailways Bus Lines operates a terminal in Oil City, 
and the local Venango B,L~ has several stops near the Oil City 
Campus. 

11,e student council at DBC I Oil City sponsors benefit 
projects, such as raising money for a local homeless shelte,· 
and purchasing Christmas gifts for needy children. 

The local YMCA, near the college, oflers many programs at student 
rates. Other nearby recreat ion opportunities include sand volley­
ball, men's and women's softball leagues, municipal swimmi ng pool, 
great bike tra ils, tennis courts, both miniature and regulation golf 
courses, and a bowling center. 

Oil Creek Stare Park and Two Mile Run County Park are nearby. 
Two Mile Park offers fishing in Ju stus Lake, camping and boat 
lam1ch. In winte r, cross-country skiing, ice skating , and snow­
mobiling are available. The Dra ke Well Park, known as the birch­

place of rhe oil industry is in nearby T itusville. More information 
is available from the Venango and Franklin Area Cham bers of 
Commerce. 
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Our Qualified Graduates 

Graduates of DuBois Business College 
receive the finest education possible using 
current professional techniques and the 
most up-to-date software and equipment. 
We believe our graduates are so exceptionally 
qualified that we offer a written guarantee 
to any employer who hires a DuBois 
Business College graduate. 
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Guarantee to Employers 
of Our Graduates 

DuBois Business College guarantees that any 
individual or organization that hires a graduate of our 
college will be completely satisfied with that graduate 's 
performance of any skills he or she was taught at 
DuBois Business College. 

If an employer is not completely satisfied with our 
graduate's performance, the employer may exercise the 
option of re-enrolling the gradua te into the necessary 

courses at no charge . 

The DuBois Business College course or courses 
retaken must be listed on the graduate 's original 
transcript and must be offered as part of the college's 
regular schedule at the time of re-enrollment. 

This guarantee will be honored at any time regard less 
of the date the student graduated . The extent of the 
retraining will depend on the relat ive structure of the 
cu rrent course . 

r~~ 
J~kic Diehl Syktich 
Prcsid,:-nt/CEO 
D uBois Business Co llege-



Professional Programs of Study 

ASSOCIATE IN SPECIALIZED BUSINESS DEGREE PROGRAMS 

18-Month Programs: 
Accounting/Business Administration 

Administrative Medical Assistant 
Computer Applications/Management 

Executive Assistant 
Information Systems Support Technician 

Legal Assistant 

21-Month Programs: 
Clinical Medical Assistant 

Entertainment Production Business 

DIPLOMA PROGRAMS 

9-Month Programs: 
Accounting Assistant 

Office Assistant 

12-Month Program: 
Computer Systems Support Technician 

Student Consumer Information can be fa1md on the DuBois 
Business College web site under the "About the College" tab. 
All of our courses are taught in English. All of our course 
materials are written and taught in English. 
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Accounting/Business Administration 

18-Month Associate in Specialized Business Degree 

1he Accounting/Business Administration 
program is designed to prepare students for 
various professional positions in the field of 
accounting. 

Students learn accounting for proprietor-
ships, partnerships, corpora tions, etc. 
Emphasis is placed on Cost Accounting, 
Tax Accounting, Managerial Accounting, 
Excel Spreadsheets, and use of professional 
accounting software . Students also take a 
variety of business administration courses 
such as Management and Marketing . 

In the Business Ad ministra t ion Simula t ion 
course, emphasis is put on building 
students' entrepre neurial skills via teams 
that select a business, research and perform 
financial analyses, wri te a business plan, 
and conduct a market-feasibility study. 

Students are prepa red for potential careers 
in government and private sector account-
ing offices, in payroll and purchasing 
offices, with positions as accountants, 
payroll supervisors, bookkeepers, 
accounting assistants, 
accounting 
clerks, etc. 

COURSE# COURSE TITLE• CREDITS 

AC110 1 Accounting I 3 

AC1102 Accounting II 3 

AC1103 Accounting Ill 3 

AC1106 Payroll Taxes 3 

AC1109 Manager ial Account ing 3 

AC1112 Cost Account ing 3 

AC12 15 Intermed iate Accounting I 3 

AC12 16 Intermed iate Accounting II 3 

AC1225 Personal Taxation 3 

AC1227 Corporate Taxation 3 

AC1228 Computerized Accounting Procedu res 3 

EN5101 English I 3 

EN5102 English II 3 

EN5103 English Ill 3 

EN5104 English IV 3 

EN5116 Speech 3 

GE6500 Professiona l Career Planning 

LA4111 Legal Concepts 4 

MA4106 Basic Mathematics 3 

MG6001 Principles of Management 3 

MG6112 Business Administration Simulation 3 

MG6220 Marketing 3 

PS5111 Psychology 4 

RE1000 Personal Finance 3 

SE2113 Database and Presentation 3 

TY2110A Keyboard ing 3 

TY2111A Document Formatting 3 

TY2117 Spreadsheet App lications 3 

TY2119 Advanced Spreadsheet Appl icat ions 3 

TY3333 Computer Integration Techniques 3 

All classes are 60 clock hours, with the exception of Professional Career Planning, 

which is 20 hours. TI1is 18-month Degree Program of Srudy offers 90 credits, 
1760 clock hou rs ofinmuction, and is 72 weeks in length. 

Tota l tuition cost is $22,560. 
• All of our courses arc taught in English. 

All of our course materials are written and taught in Eng lish. 



Administrative Medical Assistant 

18-Month Associate in Specialized Business Degree 

Demand for well-rrained administrative 
medical assistants has grown rapidly in 
recent years. 

This specialized curriculum is designed to 
provide complete professional training in 
all facets of managing an administrative 
medical position in a physician's office, 
hospit al, clinic, pharmacy, medical or 
surgical supply company, long -term care 
facility, home health agency, insurance 
company, or any other busine ss in the 
medical field. 

Students in this major learn medical office 
administration, with emphasis on specific 
skill sets and kn owledge necessary in 
today's medico-legal environment. 

These includ e the electronic health record, 
HIPAA mandated code sets (ICD -10, 
CPT-4, HCP CS ,) electronic billing and 
reimbursement, information processing 
with Micro soft:® Office, accounting and 
finance, as well as oral and written 
communication. 

All students study anatomy and 
physiology, insuranc e 
terminology and 
products, OSHA 
andHIPAA 
compliance, 
and other ethical 
and legal aspects 
of working in 
the allied 
healthcare 
field. 

COURSE# COURSE TITLE' CREDITS 

AC1101 Account ing I 3 

EN5101 English I 3 

EN5102 English II 3 

EN5103 English Ill 3 

EN5104 English IV 3 

EN5116 Speech 3 

GE6500 Professional Career Planning 

MA4106 Basic Mathemat ics 3 

MD2301 Medical Terminology I/Anatomy and Physiology 3 

MD2302 Medical Terminology II/Anatomy and Physiology 3 

MD2304 Medica l Transcr iption 2 

MD2305 Medica l Billing and Coding I 3 

MD2306 Medica l Office Procedu res 3 

MD2307 Medical Terminology Ill/Anatomy and Physiology 4 

MD2308 Pharmaco logy 4 

MD2309 Medica l Bill ing and Coding II 3 

MD2310 Medica l Ethics 3 

MD2316 Medica l Insurance and Billing 3 

PS5111 Psychology 4 

RE1000 Personal Finance 3 

SE2113 Database and Presentation 3 

SE2119 Records Management 3 

SE2204 Secretarial Office Procedures 3 

TY2110A Keyboarding 3 

TY2111A Document Formatting 3 

TY2112A Document Process ing 3 

TY2116 Computer Office App lications 3 

Spreadsheet App lications 3 

Advanced Spreadsheet Applications 3 

Computer Integration Techniques 3 

All classes are 60 clock hours, with the exception of Professional Career Planning, 
which is 20 hours . This I 8-month Degree Program of Study offers 90 credits, 

1760 clock hours of instruction, and is 72 weeks in length. 
Total tuition cost is $22,560 . 

'A ll of our courses are taught in English. 
All of our course materials are written and taught in English. 
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Clinical Medical Assistant 

21-Month Associate in Specialized Business Degree 

The Clinical Medical Assistant program 
combines clinical procedures with office 
skills. 

This specialized curriculum is designed to 

provide complete professional training in 
all facets of managing an administrative 
medical position in a physician's office, 
hospital, clinic, pharmacy, medical or 
surgical supply company, long-term care 
facility, insurance company or any other 
business in the healthcare field. 

Students in this major learn medical office 
administration, with emphasis on specific 
skill sets and knowledge necessary in 
today's medico-legal environment . 

These include the electronic health record, 
H IPAA mandated code sets (ICD-10, 
CPT-4, HCP CS,) electronic billing and 
reimbursement, information processing 
with Microsoft ., Office, accounting and 
finance, as well as oral and written 
communication. 

All students study anatomy and physiol­
ogy, insurance terminology and products, 
OSHA and HIPAA compliance, and other 
ethical and legal aspects of working in the 
allied healthcare field. 

In addition, clinical lab classes develop skills 
that allow graduates to perform in clinical 
areas of health care as either a clinical or an 
administrative assistant. 

The Clinical Medial Assistant student 
studies patient care, specialty examinations 
and procedures, minor office surgery, 
diagnostic testing, ph lebotomy, infection 
control, pharmacology and patient 
teaching. 

Demand for well-trained medical assistants 
has grown rapidly in recent years, and this 
trend is expected to continue. 
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COURSE# COURSE TITLE' CREDITS 

AC1101 Account ing I 3 

EN5101 English I 3 

EN5102 English II 3 

EN5103 English Ill 3 

EN5104 English IV 3 

EN5116 Speech 3 

GE6500 Profess ional Career Planning 1 

MA4106 Basic Mathematics 3 

MD2301 Medical Terminology I/Anatomy and Physiology 3 

MD2302 Medical Terminology II/Anatomy and Physiology 3 

MD2304 Med ica l Transcription 2 

MD2305 Medica l Billing and Coding I 3 

MD2306 Medica l Office Procedures 3 

MD2307 Medical Terminology Ill/Anatomy and Physiology 4 

MD2308 Pharmacology 4 

MD2309 Medica l Bill ing and Coding II 3 

MD23 10 Medica l Ethics 3 

MD23 11 Pat ient Care Lab I 3 

MD2312 Pat ient Care Lab II 3 

MD23 13 Clinical Lab I 3 

MD23 14 Clinical Lab II 3 

MD23 15 Clinical Pharmaco logy 3 

MD23 16 Medica l Insurance and Billing 3 

PS511 1 Psychology 4 

RE1000 Personal Finance 3 

SE21 13 Database and Presentation 3 

SE21 19 Records Management 3 

SE2204 Secretar ial Office Procedures 3 

TY2 110A Keyboarding 3 

TY2 111A Document Formatting 3 

TY2112A Document Process ing 3 

TY2 116 Computer Office App lications 3 

TY2 117 Spreadsheet App lications 3 

TY2 119 Adva nced Spreadsheet Applications 3 

TY3333 Computer Integra tion Techniques 3 

All classes are 60 clock hours, with the exception of Professional Career Pla1rning, 
which is 20 hours. This 21-monch Degree Program of Scudy offers I 05 credits, 

2060 clock hours of instruction, and is 84 weeks in length. 
Total tuition cost is $26,320. 

• All of our courses are caughr in Engl ish. 
All of our course marerials are writcen and caught in English. 



Computer Applications/Management 

18-Month Associate in Specialized Business Degree 

The Computer Applications/Management 
program offers a dual focus in business 
management and computer software 
applications. 

Graduates of this program qualify for a 
wide variety of positions such as entry-level 
manager s, word processors, fiscal assistants, 
supervisors, desktop publishing specialises, 
and printshop technicians. 

Students with this major pursue careers 
in many different fields, including retail, 
hotel-restaurant, business, manufacturing, 
construction industries, insurance, and 
education . 

1he Computer Applications portion of 
the program is designed co provide a 
working knowledge of popular computer 
software programs such as Microsoft "' 
Office to perform word processing, 
spreadsheet, database, graphics, accounting, 
and web page design tasks. 

In add it ion to extensive software skills, 
students receive instruction in manage-
ment , account ing, taxes, and marketing . 
The combination of computer and 
management studies makes 
this a versatile major 
that offers students 
a well rounded, 
high ly useful 
skill set. 

COURSE# COURSE TITLE* CREDITS 

AC1101 Accounting I 3 

AC1102 Accounting II 3 

AC1103 Accounting Ill 3 

AC1106 Payroll Taxes 3 

AC1228 Computer ized Accounting Procedures 3 

CM2630 Internet, Security and Web Build ing 3 

CM2670 Mainta ining Printers and Other Periphera ls 3 

EN5101 English I 3 

EN5102 English II 3 

EN5103 English 111 3 

EN5104 English IV 3 

EN5116 Speech 3 

GE6500 Professional Career Planning 

GR7002 Digital Photography 3 

IL9150 lnvent ionland~ Institute: Market ing" 3 

LA4111 Legal Concepts 4 

MA4106 Basic Mathematics 3 

MG6001 Princip les of Management 3 

MG61 12 Business Adm inistration Simulation 3 

MG6220 Market ing 3 

PS5111 Psychology 4 

RE1000 Persona l Finance 3 

SE2113 Database and Presentat ion 3 

TY2110A Keyboarding 3 

TY211 1A Document Formatting 3 

TY2112A Document Processing 3 

TY2116 Computer ized Off ice Applications 3 

TY2117 Spreadsheet Appl ications 3 

TY2119 Advanced Spreadsheet App lications 3 

TY3333 Computer Integrat ion Techniques 3 

All classes are 60 clock hours, with the exception of Professional Career Planning , 
which is 20 hours. lhis 18-month Degree Program of Study offers 90 credits, 

176 0 clock hours of instruction , and is 72 weeks in length. 
Total tuition cost is $22,560. 

• All of our coursc:s arc taught in English. 
All of our course materials arc written and taught in English. 

•• Classes with an aster isk indicate that there is an on -line option for this class. 
Studen ts will need to talk with the ir School Director or Acting Director 
to inform them of their decision to want to be considered for the on -line training 
op tion, and must receive approval before the class can be scheduled as on -line. 
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Entertainment Production Business 

2 1-Month Associate in Specialized Business D egree 

DuBois Business College was one of the 

first colleges co develop a comprehensive 

program chat integrates various specialices 

within the entertainment production 

industry. 

This program offers multiple skills and can 

lead to careers in indu str ies as diverse as 

web design, computer gaming, animation, 

advertising, exhibit design, theme park and 

museum design, and moviemaking. 

Graduates in chis major may pursue careers 

in entertainment production facilities or in 

businesses chat create movies and promotion-

al videos, or design amusement parks, zoos, 

science centers, toys, or computer games. 

In the Entertainment Production Business 

program, students learn to work with their 

hands by sketching concept drawings and 

ha nd building models, mock -ups , and proto -

types of their design ideas. 

In addition, using advanced computer soft -

ware, they learn how to create 2D computer 

graphics, 3D computer models, computer-

generated animations, specia l effects for 

movies, interactive videos, ads, package 

designs, exhibits, and advertising scenes. 

Also, from computer files chat the y create, 

students "print" parts for 

models, mock -ups, 

and prototypes on 

high tech 3D 

printers. 

COURSE# COURSE TITLE' CREDITS 

AC1101 Account ing I 3 

CM2630 Internet, Secur ity and Web Building 3 

EC1005 Introduction to Modeling .. 3 

EC2001 Computer 3D Animat ion I 3 

EC2002 Computer 3D Animation II 3 

EC2003 Computer Game Animation I 3 

EC2005 Computer Game Animation II 3 

EC2006 Computer Assisted Movie Making I 3 

EN5101 English I 3 

EN5102 English II 3 

EN5103 English Ill 3 

EN5116 Speech 3 

EP1100 3D Product ion Methods .. 3 

EP1201 Survey of Entertainment Production•• 3 

EP1400 2D Visual Literacy 3 

EP1500 Specia l Effects Production I 3 

EP1600 Video Making 3 

EP1800 3D Visual Literacy 3 

EP2401 Video Production 3 

EP2600 Multi-Media Production 3 

GR7001 Type and Layout*• 3 

GR7002 Digital Photography" 3 

GR7003 Graphic Design Princ iples 3 

GR7004 Digital Graphics I 3 

GR7005 Digital Graphics II 3 

GR7008 Movie Special Effects 3 

GR7009 Computer Ass isted Movie Making II 3 

IL9140 lnventionlancr Institute: Development** 3 

IL9150 lnventionland'" Inst itute: Marketing** 3 

MA4106 Basic Mathemat ics 3 

MG6001 Princ iples of Management 3 

MG6220 Marketing 3 

PS5111 Psychology 4 

TY2110A Keyboarding 3 

TY2121 Software Applica tions - Windows 3 

All classes are 60 clock hours. This 21-month Degree Program of Study offers 
I 06 credi ts, 2 100 clock hou rs of instruct ion, and is 84 weeks in length . 

Total tuition cost is $26,320. 
• All ofour courses arc taught in English. 

All of our course materials arc written and taught in English. 
'Students in this major arc required to audit Professional Career Planning Class 

as part of their Career Services and graduation requirement. 
" Classes with an asterisk indicate that there is an on-line option for this class. 

Students will need to talk with their School Direc tor or Acting Director 
to inform them of their decision to want to be considered for the on -line training 
option, and must receive approva l before the class can be scheduled as on -line. 



Executive Assistant 

18-Month Associate in Specialized Business Degree 

1he Executive Assistant program is an 
excellent career choice for students who 
aspire ro executive level assistant positions 
in private business, industry, government, 
or educational fields. 

Students who graduate with chis degree 
obtain positions as office managers, 
personnel manag ers, and administrative 
assistants. 

This curriculum provides advanced 
training to develop specialization in 
executive office procedures and computer 
applications, as well as business com­
munications, legal terminology, business 
management , accounting, payroll, and 
web -page design. 

Students are taught the importance of 
critical chinking, of working independently 
as well as in teams, and of managing a 
multitude of tasks while meeting key 
deadlines. 

This major offers concentrated training 
and certification potential in the latest 
Microsoft ~ Office 
software 
applications. 

COURSE# COURSE TITLE* CREDITS 

AC1101 Accounting I 3 

AC1106 Payrol l Taxes 3 

CM2630 Internet, Secur ity and Web Building 3 

EN5101 English I 3 

EN5102 English II 3 

EN5103 English Il l 3 

EN5104 English IV 3 

EN5116 Speech 3 

GE6500 Professiona l Career Planning 1 

LA4111 Lega l Concepts 4 

LE2406 Lega l Terminology 3 

LE2408 Applied Legal Terminology 3 

MA4106 Bas ic Mathematics 3 

MG6001 Princip les of Management 3 

PS51 11 Psychology 4 

RE1000 Personal Finance 3 

SE2101 Shorthand I 3 

SE2102 Shorthand II 3 

SE2113 Database and Presentat ion 3 

SE21 19 Records Management 3 

SE2204 Secretar ial Office Procedures 3 

SE2503 Executive Office Procedures 3 

SE2506 Executive Word Process ing 3 

TY2110A Keyboarding 3 

TY2111A Document Formatting 3 

TY2112A Document Process ing 3 

TY2 116 Computer ized Office Applicat ions 3 

TY2 117 Spreadsheet App lications 3 

TY2 119 Advanced Spreadsheet Appl icat ions 3 

TY3333 Computer Integration Techniques 3 

All classes are 60 clock hours, with the exception of Professional Career Planning , 
which is 20 hours. This I 8-monch Degree Program of Study offers 90 credits, 

1760 clock hours of instruction, and is 72 weeks in length. 
Tora! tui tion cost is $22,560 . 

'All of our courses are taught in English. 
All of our course materials are written and taught in Engl ish. 
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Information Systems Support Technician 

18-Month Associate in Specialized Business D egree 

The Information Systems Support 
Technician program is designed to train 
entry -level computer systems administrators . 
Emphasis is placed on network management 
and systems development . 

Graduates may obtain positions as network 
administrators, computer repair specialists, 
programmers , and computer technicians. 

1he program is designed to give graduates 
solid understanding and skills in the 
following areas: hardware installation and 
configuration , software development and 
configuration, computer programming, 
electricity and electronics, network 
topologies, network servers, system 
troubleshooting, peripheral equipment 
support, web application development, 
and end user support. 

Students also study management, develop­
ment and marketing, with emphasis on 
real-world computer applications. Mobile 
devices, tablets, and computers are vital to 
efficiency in business , so training is key. 
Internet security and website are import ant 
components to this 
program . 

Concentrated 
training, along 
with certification 
potential, is 
offered in this 
major. 
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COURSE# COURSE TITLE* CREDITS 

AC110 1 Accounting I 3 

CM2610 Personal Computer Repair 3 

CM261 1 Network ing 3 

CM2613 Protoco ls 3 

CM2615 Information Technology and Operating Systems 3 

CM2616 Network ing/C lients 3 

CM2617 Network ing/Servers 3 

CM2620 Troubleshoot ing and Diagnost ics 3 

CM2630 Internet , Secur ity and Web Build ing 3 

CM2650 Introduction to Programming 4 

CM265 1 Advanced Programming 3 

CM2655 Operat ing Systems 3 

CM2670 Mainta ining Printers and Other Periphera ls 3 

EL4200 Basic Electricity and Electron ics 3 

EN5101 English I 3 

EN5102 English II 3 

EN5103 English Ill 3 

EN5104 English IV 3 

EN5116 Speech 3 

GE6500 Professional Career Planning 

IL9140 lnvent ionland~ Institute: Developmenr• 3 

IL9150 lnventionland ~ Institute: Market ing.. 3 

LA4111 Legal Concepts 4 

MA4106 Basic Mathematics 3 

MG6001 Principles of Management 3 

PS5111 Psychology 4 

RE1000 Personal Finance 3 

TY2110A Keyboa rding 3 

TY2120 Software App licat ions - DOS 2 

TY212 1 Software App lications - Windows 3 

All classes are 60 clock hou rs, with th e exception of Professional Career Planning, 
which is 20 hour s. This I 8-monr h Degree Program of Stud y offers 90 credits, 

176 0 clock hour s of instructi on, and is 72 weeks in length. 
Tora! tuition cost is $22,560. 

' AU of our courses arc taught in English. 
All of our course mater ials are writt en and taugh t in Engljsh. 

•• Cl asses with an aster isk indi cate that there is an on-line opt ion for this class. 
Students will need to talk with their School Director or Act ing Directo r 
co info rm chem of their dec ision to want co be co nsidered for rhe on~line training 
opt ion , and must receive approval before the class can be schedu led as on-line. 

/ 



Legal Assistant 

18-Month Associate in Speciali zed Business Degree 

The Legal Assistant program is an 
excellent career choice for students who 
aspire to work in a legal environment. 

These might include law offices, district or 
commo n pleas court offices. in the legal 
department of a corporation, university, 
insurance agency, hospital, or bank, or for 
a municipal, state, or federal government 
agency. 

Many Legal Assistant graduates find 
positions in local prothonotary , probation, 
domestic relations, or other court -related 
offices; in perso nnel offices of public or 
private industry; in law firms; in real estate, 
insurance , or banking offices; and in the 
medical industry and other fields dealing 
with regulatory issues. 

Students are given an advanced level of 
training to develop administrative skills 
and proficiency in legal term inology, 
legal transcription, prepar ing legal corre­
spo nd ence and var ious court and non ­
court documents. They learn legal office 
procedures and legal research . 

Additionally , students take courses in 
business commun ications, accounting, 
payroll, and web -page design. 

Th is major offers 
concentrated 
training and 
certification 
potential in 
th e latest 
Microsoft "' 
Office 
software 
applications . 

COURSE# COURSE TITLE* CREDITS 

AC1101 Account ing I 3 

AC1106 Payroll Taxes 3 

CM2630 Internet, Security and Web Building 3 

EN5101 English I 3 

EN5102 English II 3 

EN5103 English Ill 3 

EN5104 English IV 3 

EN5116 Speech 3 

GE6500 Professiona l Career Planning 

LA4111 Legal Concepts 4 

LE2403 Legal Office Procedures 3 

LE2405 Legal Transcr iption 3 

LE2406 Legal Terminology 3 

LE2408 App lied Legal Terminology 3 

LE2409 Legal Research 3 

MA4106 Basic Mat hematics 3 

PS5111 Psychology 4 

RE1000 Personal Finance 3 

SE2101 Shorthand I 3 

SE2102 Shorthand II 3 

SE2113 Database and Presentat ion 3 

SE2119 Records Management 3 

SE2204 Secretar ial Office Procedu res 3 

TY2110A Keyboarding 3 

TY2111A Document Formatting 3 

TY2112A Document Process ing 3 

TY2116 Computer ized Office Applicat ions 3 

TY2117 Spreadsheet App lications 3 

TY2119 Advanced Spreadsheet Appl icat ions 3 

TY3333 Computer Integration Techniques 3 

All classes are 60 clock hours, with the exception of Professional Career Planning, 
which is 20 hours. This 18-monch Degree Program of Study offers 90 credits, 

1760 clock hours of instruction, and is 72 weeks in length. 
Total tuit ion cost is $22,560 . 

• All of our cour ses are raughr in English. 
All of our course materials are writte n and taught in English. 
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Accounting Assistant 

9-Month Diploma Program 

The Accounting Assistant curriculum 
offers general business training in 
keyboarding and business document 
form atting on computers. English , math, 
and accounting concepts are taught to 
prepar e the graduate for an administrative 
office po sition. 

This program offers excellent training 
for an entry -level position. With work 
experience , Accounting Assistant students 
may be able to advance to more responsible 
positions . 

Graduates from this 9-month program also 
have the option of transferring credits into 
I 8-monch and 2 I -month degree program s 
leading to the Associate in Specialized 
Business degree . 
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COURSE# COURSE TITLE* CREDITS 

AC1101 Accounting I 3 

AC1102 Accounting II 3 

AC1106 Payroll Taxes 3 

AC1228 Computer ized Account ing Procedures 3 

EN5101 English I 3 

EN5102 English II 3 

EN5103 English Ill 3 

EN5116 Speech 3 

MA4106 Basic Mathemat ics 3 

PS5111 Psycho logy 4 

RE1000 Personal Finance 3 

TY2110A Keyboarding 3 

TY2111A Document Formatt ing 3 

TY2117 Spreadsheet Appl ications 3 

TY3333 Computer Integrat ion Techniques 3 

All classes are 60 clock hour s. This 9-monch Diplom a Program of Study offers 
46 credit s, 900 clock hours of instru ction, and is 36 weeks in length . 

Total tu ition cost is $11,280. 
• All of our courses arc taught in English. 

All of our course materials arc written and taught in English. 
·Students in this major arc required to audit Professional Career Planning C lass 

as part of thei r Career Services and graduation requirement . 



Office Assistant 

9-Month Diploma Program 

The Office Assistant diploma curriculum 
prepares a graduate for an entry-level 
position in administrative office 
technology. Students receive training in 
business communications, document for­
matting and processing, math, and 
accounting . 

Graduates from th is program have the 
option of transferring credits into 
I 8-month and 21-month degree programs 
leading to the Associate in Specialized 
Business degree. 

Students gain valuable computer training 
in the Office Assistant major. 

COURSE# COURSE TITLE* CREDITS 

AC1101 Account ing I 3 

EN5101 English I 3 

EN5102 English II 3 

EN5103 English Ill 3 

EN5116 Speech 3 

MA41 06 Basic Mathematics 3 

PS5111 Psychology 4 

RE1000 Personal Finance 3 

SE21 19 Records Management 3 

TY2110A Keyboarding 3 

TY2111A Document Formatting 3 

TY2112A Document Process ing 3 

TY2116 Computer ized Office Applicat ions 3 

TY2117 Spreadsheet App lications 3 

TY3333 Computer Integration Techn iques 3 

All classes are 60 clock hours. This 9-month Diploma Program of Study offers 
46 credi ts, 900 clock hours of instruction, and is 36 weeks in length. 

Total tuition cost is $ 11,280. 
·All of our courses arc taught in English. 

All of our course materia ls arc written and taught in English. 
·Students in this major arc required to audit Professional Career Planning Class 

as part of th eir Career Services and graduation requirement. 
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Computer Systems Support Technician 

12-Month Diploma Program 

The Computer Systems Support 
Technician program is designed to train 
entry-level computer technicians with 
emphasis placed on computer system 
support and configuration. 

Students in this diploma program study 
computer concepts and have practical 
laboratory exercises in the following areas: 
hardware installation and configuration, 
software installation and configuration, 
networking cabling and topologies, 
system trouble-shooting, web page 
creation, and end user support. 

Graduates qualify for positions as 
computer technicians and help desk 
technicians. Graduates from this program 
also have the option of transferring credits 
into 18-month and 21-month degree 
programs leading to the Associate in 
Specialized Business degree. 
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COURSE# COURSE TITLE* CREDITS 

CM2610 Personal Computer Repair 3 

CM2611 Networking 3 

CM2613 Protocols 3 

CM2615 Information Technology and Operating Systems 3 

CM2620 Troubleshoot ing and Diagnosti cs 3 

CM2630 Internet, Secur ity and Web Building 3 

EL4200 Basic Electricity and Electronics 3 

EN5101 English I 3 

EN5102 English II 3 

EN5103 English Ill 3 

EN5116 Speech 3 

LA4111 Legal Concepts 4 

MA4106 Basic Mathematics 3 

MG6001 Princip les of Management 3 

PS5111 Psychology 4 

RE1000 Persona l Finance 3 

SE2113 Database and Presentation 3 

TY2110A Keyboarding 3 

TY2120 Software App lications - DOS 2 

TY2121 Software App lications - Windows 3 

All classes are 60 clock hours. ll1is 12-monr h Diploma Program ofScudy offers 
6 I credits, 1200 clock hours of instruction, and is 48 weeks in length. 

Total tui tion cost is $15,040. 
• All of our cour ses are taught in English. 

All of our cou rse mate rials are writt en and taught in English. 
"Students in this major are requ ired co audit Professional Caree r Planning Class 

as part of their Career Services and graduation requ irement . 
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Course Descriptions 

AC1101: Accounting I 
Hours: Three (3) credits/6 0 hours 
Prerequisites: None 
This course provides a basic understanding of accounting 
concepts. Students are taught the structure of accounts, 
how to create appropriate journal entries, how to make adjusting, 
correcti ng and closing entr ies, and how to complete worksheets. 
They also prepare financial documents for a sole proprietorship 
includ ing a Balance Sheer, Income Statement, and Statement 
of Owner's Equity. 

AC1102: Accounting II 
Hours: Three (3) crcdits/60 hours 
Prerequisites: Accounting I 
This course expands the student's knowledge of accounting 
procedures and practices. Students will receive training in 
how to hand le accounting transact ions for a merchand ising 
business. They should learn the correct way to account for 
purchases and sales, as well as for maintaining inventory records. 

AC1103: Accounting Ill 
Hours: Three (3) credits/60 hours 
Prereq uisi tes: Acco unting II 
This course introduces students to partnership and corporate 
accounting methods. Students are taught rhe character istics 
of partnerships and corporate organizat ions in addit ion to 
learning how to read and analyze financial statements. 

AC1106: Payroll Taxes 
Hours : Three (3) credits/60 hours 
Pre/Corequisites: Basic Mathematics , Acco unting I 
This course is designed to give students knowledge of the laws 
covering payroll deductions and employer taxes as well as 
practice calculating these taxes. The student is exposed to 
maintenance of employee payroll records and should 
become familiar with a computerized accounting program. 

AC1109: Managerial Accounting 
H ours: Thr ee (3) credits/60 hours 
Pre/Corequisites : Accounting III 
This course provides students with an understanding of basic 
managerial accounting theory and procedures. Students are 
di rected on how to handle cost account ing principles for both 
merchand ising and manufacturing enterpr ises. 

AC1112: Cost Accounting 
Hours: Three (3) credits/60 hours 
Prerequisites: Accounting III and Managerial Accounting 
TI1is course provides a continuation of the theory and application 
of cost account ing princip les, including budgeting, standard 
costing, and cost analysis. Stude nts also study manufactu ring 
accounting in dept h from a materials, labor, and overhead 
viewpoint. 

AC1215: Intermediate Accounting I 
H ours: Three (3) credit s/ 60 hour s 
Prerequisites: Accounting III 
This course provides students with a review of rhe double-entry 
process. Students review the accounting cycle in depth. 
Emphasis is placed on the revenue/ receivables/ cash cycle. 

AC1216: Intermediate Accounting II 
Hours: Three (3) cred its/60 hours 
Prerequisites: Intermediate Accounting I 
This course provides an in-depth study of inventory procedures, 
includ ing cost ing and contro l; debt and equity financing; 
acquisition, utilization and retirement of fixed assets; and fund 
accounting for nonprofit organizations and governmental entities. 

AC1225: Personal Taxation 
Hours: Three (3) credits /6 0 hours 
Pre/Corequisites : Accounting III 
This course introduces the fundamental concepts of federal 
taxation with special emphasis on individuals . TI1e course also 
creates an awareness and recognition of the tax consequences 
involved in personal financial decision making . Special emphas is 
is placed on using Federal Form I 040 and related schedules 
along with Incerner resources. 

AC1227: Corporate Taxation 
Hours: Three (3) credits/60 hours 
Prerequisites: Accounting III , Personal Taxation 
This course introduces the fundamental concepts of federal 
taxation of corporations and partnerships. It creates an awareness 
and recognit ion of the tax consequences involved in business 
decision making. Special emphasis is placed on using federal 
business tax forms and related schedules along with Internet 
resources. 

AC1228: Computerized Accounting Procedures 
Hours: Three (3) cred its/60 hour s 
Pre/Corequisites: Accou ntin g II 
This course incroduces students to using software to perform 
computerized accounting transact ions . Th is is a hands-on 
course with students entering information to make appropriate 
accounting entries. Students should be able to access financial 
statements and various other reports. 

CM2610: Personal Computer Repair 
Hours: Three (3) credics/6 0 hour s 
Prerequis ites: None 
This course uses a hands-on approach to introducing persona l 
computer repair, maintenance and upgrading. The course 
concentrates on the hardware and software that exist within 
various areas of personal computers, laptops, notebooks, and so 
on, as wdl as how each operates. It is designed to give studencs 
basic diagnost ic and troubleshooting skills to enable them to set 
up, mainta in, and upgrade personal computers. TI1e course is part 
of a student's preparation for becoming A+ certified. 
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Course Descriptions 

CM2611: Networking 
Hours: Three (3) credits / 60 hours 
Prerequi sit es: No ne 
Th is course is designed to provide students with a basic 
understan ding of computer networking . Elements of networki ng 
that are intro duced include: cabling, connec tions, interface 
adapters, hubs, connec t ing software, and management too ls. 
Students should use these elements to create networks with 
various configurations and evaluate the overall performance. 

CM2613: Protocols 
Hour s: Three (3) credits / 60 hours 
Prerequisit es: Information Technology and Operating 
Systems 
This course familiarizes students with the diverse security issues 
that surface in the technology sector and the resources available 
for deploying and mainta ining nerworks whi le ensuring system 
safet y and securit y. 

CM2615: Information Technology and 
Operating Systems 
Hours: Three (3) credits / 60 hours 
Prer equisit es: N one 
This course provides studencs with a practical overview of 
compute rs and electronic comm unicat ions. Ir develops an 
understan ding of the histo ry of compu ters and associated 
technologies and how these items have evolved over time 
to become essential elements for our businesses and modern 
lifestyles. 

CM2616: Networking /Clients 
H ours: Three (3) credi ts/ 60 hours 
Prerequi sites: Networki ng 
This course focuses on developing an undeman ding of the 
client computer system used in a networ ked environment. 
Students will receive train ing in the features and capabilities 
of various client-based operat ing systems. They should reinforce 
their unde rstanding by installing a client-based operating system 
on a comp uter. They are taught to install hardware drivers to 

make devices funct ion properly , to load addi tional software to 

add features and capabilit ies, co properly configure settings on 
the system co use it on a netwo rk , and to access resources provided 
by server compute rs. 

CM2617: Networking/Servers 
Hours: Three (3) credits/ 60 hours 
Prerequisites: Networking/C lients 
This course intro duces students co the server side of networking . 
Studems should learn how co install, configure services, and 
access them from a client system. Emp hasis is placed on using 
sound practices to minimize security vulnerabilities. Students 
should complete hands-o n activities to reinforce the concepts 
and info rmat ion presente d. 
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CM2620: Troubleshooting and Diagnostics 
Hours: Three (3) credits/ 60 hours 
Prerequisit es: Personal Co mputer Repair 
Th is course uses a hands-on approach to diagnosing, 
troubles hooting , and repairing persona l computers. 
A lab-based environment helps students develop efficient and 
cost -effective trou bleshooting skills. Students are caught how to 
test a system co identify, isolate, and correct various problems. 
This process leads co a more comp lete understanding of how 
hardware and software interac t. In thi s course students take 
the A+ certificat ion exams. 

CM2630 : Internet, Security, and Web Building 
Hours: Three (3) cred its/ 60 hours 
Prerequisit es: No ne 
Th is course is designed co familiarize and educate students on 
various aspects of the Internee. Students will receive traini ng in 
how co correcrly use Internet search engines. Each student should 
also learn co use HTML code to create web pages on the Internet . 

CM2650: Introduction to Programming 
Hours: Four (4) cred its/ 60 ho urs 
Prerequi sites: No ne 
This course provides an overview of the processes of 
application development. Srndents are di rected on how 
to plan, design, and build applications using Visual Basic.NET. 

CM2651 : Advanced Programming 
Hours: Three (3) cred its/ 60 hours 
Prerequisit es: Introduction to Programming 
This course is designed co prov ide students with an 
understan ding of how co develop and maintain £ -Co mmerce 
applications . £ -Commerce is rapidly becoming the preferred way 
to provide employees and customers with access to informa tion 
required co conduct business. 

CM2655: Operating Systems 
Hours: Three (3) cred its/ 60 hours 
Prerequisi tes: Information Technology and 
Operating Systems 
This course takes a hands-on approach co teach ing students 
the Unix-based operating system. Upon comp letion of the 
course students are able to use Red Hat 's Linux operating system. 
D uring the course the stude nts complete hands-on projeccs and 
exercises that reinforce the material chat is presented in the 
classroom and provided in the textbook . 

CM2670 : Maintaining Printers and 
Other Peripherals 
Ho im: Three (3) credits/ 60 hours 
Prerequi sites: N one 
Th is course int roduces students to various compute r peripherals 
that are common ly found in a business office environment. 
Students are taught how to set up and configure peripherals such 
as fax machines, telephones, printers , etc . and uti lize them from 
different applications. Students should also learn how to trouble ­
shoot and repair these devices so chat they can be maintained in 
an office environ ment . 



Course Descriptions 

EC1005: Introduction to Modeling 
Hours: Three (3) credits/60 hours 
Prerequisites: None 
This course introduces students ro 3D Studio Max software. 
The proper use of Max and its functions is taught along with 
modeling techniques to help students become familiar with 
the program. The course prepares students for actua l 
three-dimensional animation. 

EC2001: Computer 30 Animation I 
Hours: Three (3) credits/60 hours 
Prerequisites: Introduction to Modeling 
This course teaches students how to animate models in the 
computer environment. The primary emphasis is placed on 
using basic transfo rm s to move, scale and rotate objects at 
the appropriate time. The course helps students to manage 
the animation controllers and time contro ls. 

EC2002: Computer 3D Animation II 
Hours: Three (3) crcdits/60 hours 
Prerequisites: Computer 3D Animation I 
This course allows students to apply advanced animat ion 
techniques to compute r models that they create. Students 
shOLtld also learn co add comp lex secondary effects to scenes 
and create a comp lete animated sequence. 

EC2003: Computer Game Animation I 
Hours: Three (3) credits/60 hours 
Prerequisites: Introduction to Modeling 
This course covers the area of developi ng graphic images for 
compute r games and home video games. Students are taught 
compute r game interface design, user interactions, and game 
level production. 

EC2005: Computer Game Animation II 
Hou rs: Three (3) credits/60 hours 
Prerequisites: Computer Game Animat ion I 
and Computer 3D Animation II 
In this course students are introduced to computer level 
environments developed using custom textures and charac ters. 
Students should be able to develop a game plot, concept drawings, 
and build the actual game levels using a 3D game editor 
environment. 

EC2006: Computer Assisted Movie Making I 
Hours: Three (3) credits/60 hours 
Prerequisites: Compute r 3D Animation II 
This course reaches studenrs the pr inciples of special effects 
in film and video. Students shou ld be able to develop commercial 
and thematic scripts, storyboards and props. Students will receive 
training on how to composite 2D and 3D media into short 
videos. 

EL4200: Basic Electricity and Electronics 
Hours: Three (3) credits/ 60 hours 
Prerequisites: None 
This course provides students with instruction in basic electrica l 
concepts as they relate to compurers. Smdents study ropics 
associated with electrical components within different circuits. 
The cou rse provides hands-on labs to reinforce the concepts of 
electronics and co develop an understand ing of how components 
work in circuits. The labs also help students develop an under ­
standing of how logic gates work in differenr circuitry used 
in rhe computer industry. 

EN5101: English I 
Hours: Three (3) cred its/60 hour s 
Prerequisites: None 
This course helps students to achieve the firm foundation 
in language structure chat is necessary for communication 
competence. Concentration is on developing the skills that 
will have a direct, immediate bearing on the students' proficiency 
in writing, speaking, listening, and reading. Students are taught 
prope r research techniques and resources that are available at 
local libraries and in the College's Library/ Learning Resource 
Center. Such techn iques can be used in research and 
reporr writing throughout the students ' lives. 

EN5102: English II 
Hours: Three (3) crcdits/6 0 hours 
Prerequisi tes: English I 
This course is designed to cont inue to build students' knowledge 
and use of proper business English. Stressed are princip les of 
punctuation, mechanics , and report writing in preparation for 
clear, concise communication skills. Practical application of rhe 
principles learned will add to the foundation required for efficient 
business commu nication. Students write a research paper in 
this course to apply the English skills they have acquired. 

EN5103: English Ill 
Hours: Three (3) credics/6 0 hours 
Prerequisites: English I 
This course is designed to give the student the knowledg e and 
skill needed to create and proofread various types of business 
commun ications including memos, emai l, reports, meeting 
minutes, and press releases. Students are taught how to improve 
their spelling ability by learning and applying various spelling 
rules and techniques . Students are directed on how to write 
a resume, cover letter, and reference page that will be suitable 
for a job search. 

EN5104: English IV 
Hours: Three (3) cred ics/60 hour s 
Prerequisites: Keyboarding and Engli sh I 
This course acquaints students with the basic techniques of 
written correspondence. Students are taught how to proofread 
prepared material by correctly using proofreading symbols , to 
recognize letter styles, to plan and organize messages, and to 
write motivationally. The mechanics emphas ized in English I, II, 
and III are put into practice here in basic business letter writing . 

DuBois Business College Catalog 2016-2019 31 



Course Descriptions 

EN5116: Speech 
Hours: Three (3) credits/ 60 hours 
Prerequisites: No ne 
This course is a pract ical public speaking course that 
builds students' confidence in speaking before a group. 
Students are trained to meet various types of speaking situations . 
Topics covered include selecting a subject, organizing a speech , 
holding audience interest, and developing an effective delivery 
sryle. Students are also taught proper telephone techniques 
and etiquette. 

EP1100: 30 Production Methods 
Hours: Three (3) crcdits/60 hours 
Prerequisites: None 
In thi s course students will receive training on how 3D objects 
are manufactured from metal and plastic, cardboard and paper. 
The 3D production methods covered include both liquid casting 
and sheet material forming and joining. To develop a hands-on 
underscanding, students complete molds and castings, and 
construct mock-ups of typical patterns used in the packaging 
industry , in paper and paperboa rd. 

EP1201: Survey of Entertainment Production 
Hours: Three (3) credits/6 0 hours 
Prerequisites: No ne 
This course surveys the methods used by the entercainment 
industr y to produce motion pictures, television programs, and 
TV commercials, as well as electronic games and amusement 
park attractions . 

EP1400: 20 Visual Literacy 
Hours: Three (3) credi ts/6 0 hours 
Prerequisites: No ne 
This course covers the basics of perspective drawing, pencil 
shading, and color composition. Students are caught how to 
do perspective drawings of basic shapes, buildings, and room 
interior s. Color renderings and layouts are done for produces 
and advertisements. 

EP1500: Special Effects Production I 
Hours : Three (3) credits/60 hours 
Prerequisites: 3D Production Methods 
This course covers both point of purchase display and trade 
show exhibit design. Students complete research and analyti­
cal design stud ies, develop preliminar y design notebooks , and 
produce presentation models of design solutions . 

EP1600: Videomaking 
Hours: Three (3) credits/60 hours 
Prerequisites: None 
This course teaches pre-productio n, production, and 
pose-production principle s. Scudencs should be able ro script 
and storyboard a two -minute video and digitally record all 
scenes, either in stud io or on location. 
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EP1800: 30 Visual Literacy 
Hours: Three (3) credi ts/60 hours 
Prerequisites: None 
This course teaches paper sculpting techniques for both fine and 
applied arts. Students receive training on how to make bas-relief 
paper sculptures and construct "pop -up" designs for cards and 
books. 

EP2401: Video Production 
Hours: Three (3) credits/6 0 hours 
Prerequisites: Video making 
In this course students work with lighting, sound, and camera 
operation . 1n addition, fundamenta ls of treatments, storyboards, 
and basic editing as applied to video production are studied. 

EP2600: Multi-Media Production 
Hours: Three (3) cred its/ 60 hours 
Prerequisites: 3D Animation II 
This course reaches the design, developm ent , and production 
of multi-media presentations for educational, sales, and 
advertising purposes. 

GE6500: Professional Career Planning 
Hours: O ne (I) credit/ 20 hours 
Prerequisites: None 
This course gives student s the cools necessary to develop a 
successful career. Students are caught how to do a self-assessment, 
prepare a resume, cover letter and portfolio, develop an action 
plan for a job search, practice interview techniqu es, and consider 
method s of career development. 

GR7001: Type and Layout 
Hours: Three (3) cred its/60 hours 
Prerequisites: None 
This course covers rhe elements of page composition and the 
use and specification of type for print production. Seu dents 
will produce thwnbnails and layouts in pencil, pen, and felc tip 
marker, as well as solve a variety of design problem s. 

GR7002: Digital Photography 
H ours: Three (3) cred its/6 0 hours 
Prerequisites: None 
This course involves computer manipu lation of photographic 
images for graphic design. Students are taught how co cake 
digital photographs and import photo files into the computer. 
Using professional graphic software, scudencs digitally transform 
their photos into a desired end result. 

GR7003: Graphic Design Principles 
Hours: Three (3) credits/60 hours 
Prerequisites: Typ e and Layout 
This course is an overview of the graphic design process and 
prac tices. Students work with fundamentals of design concepts 
and print preparation. Typical design prob lems are also explored. 
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GR7004: Digital Graphics I 
Hou rs: Three (3) credits/ 60 hours 
Prerequisites: Graphic D esign Principles 
This course is an introduction to vecror graphics. Graph ic design 
problems are solved with final art produced with professional 
graphics sofi:ware. 

GR7005: Digital Graphics II 
Hours: Three (3) credits/6 0 hours 
P,·erequisites: Di gital Graphics I and Digital Photography 
This course develops advanced graph ic design projects employing 
editorial, packaging, advertising, and 3D design techniques. 
Students com plete marker layouts and client presentations 
as well as 3D mockups. 

GR7008: Movie Special Effects 
Hours: Thr ee (3) credits/60 hour s 
Prerequisites: Co mput er 3D Animation I 
This course is a study of 3D animation as ic app lies to special 
eftects. le explores special eftects makeup , creatures, environments, 
machinery, equipment, and vehicles. Students design special 
effects clements, whether it be makeup or creatures, and 
an imate these elements in different situations. 

GR7009: Computer Assisted Movie Making II 
Hours: Three (3) credits/60 hours 
Prerequisites: Computer Assisted Movie Making I 
TI1e production of a short movie using special efteccs prop s. 
min iature models, and special efteccs makeup forms the basis 
of chis course. Product ion and poscproducc ion procedures for 
compute r-gene rated special effects movies are covered. 

IL9140: lnventionland® Institute: Development 
Hours: Three (3) credits/60 hours 
Pre,·equisites: No ne 
This course covers che steps used by lnventionland ' Institute in 
the inventing, developing, and prototyping of new produces. 
Also, patent research and patenting procedures are covered. The 
goal of the course is to make students familiar with each step of 
the invention process through both understanding and describing 
each step, and also through implementing the steps from idea co 
patent application . 

IL9150: lnventionland® Institute: Marketing 
Hours: Thr ee (3) credits / 60 hours 
Prerequisites: None 
This course covers the development and marketing steps used by 
lnvention land" lnc. in the development, marketing, and licensing 
of new produces. In this course there is an emphasis on comm u­
nication and methods that can be used to promote an invention 
idea. Both graphic design and video production are utilized. Also, 
students are expected to develop verbal presentat ion skills in order 
co commun icate professionally at business presentations to clients. 

LA4111: Legal Concepts 
Hours: Four (4) credits/60 hours 
Prerequisites: No ne 
This course deals with sources oflaw, agencies and procedures 
for law enforcement, and contract law. Students are caught co 
apply principles oflaw to everyday life and co establish proper 
interests, ideals, and accicudes coward law. Scudencs are caught 
to recogn ize che requ irements for a cont ract and dete rmine 
whether an agreement constitutes a valid, void, or voidable 
contract. 

LE2403: Legal Office Procedures 
Hou,-s: Three (3) credits/60 hours 
P,·erequisites: Legal Terminology 
This course is a comprehensive simulation contain ing jobs chat 
recreate activities chat would take place in a small legal office. 
Scudents simulate working in the areas of litigation, general 
business, real estate, criminal defense, estate planning, and 
dissolution of marriage actions. This course addresses issues 
such as professionalism, confident iality, timekeeping, file 
management, docket control, client bill ing, and law office 
politics. 

LE2405: Legal Transcription 
Hours: Three (3) credits/6 0 hours 
Prerequisites: Legal Terminology 
TI1is course covers preparation oflegal correspondence, primed 
forms, court documents, and non-court documents as used in 
a law office or in various courts. Emphasis is placed on keying 
quick ly and accurately and proofreading extensivel)'. 

LE2406: Legal Terminology 
Hours: Three (3) credits/60 hours 
P,-erequisites: Docum ent Formatting 
(Can be taken conmrrently.) 
lhi s course gives the non-lawyer a general understanding of 
legal terminology (definitions, pronunciation, and spelling) . 
Students are taught how to prepare various legal documents 
and co follow proper legal procedures . Areas covered in this 
course include, but are not limited co: general legal terminology, 
courts and legal systems, litigation - pretrial and trial. civil and 
crimina l law, and probate law. 

LE2408: Applied Legal Terminology 
Hou,-s: Three (3) credits/6 0 hours 
Prerequisites: Docum ent Formatting 
(Can be taken concurrently.) 
This course gives the non-lawyer employee an nnderscanding 
oflegal terminology (definitions, pronunciation, and spelling). 
Students should learn co prepare var ious legal documents and to 
follow proper legal procedures. Areas covered in chis course 
include, but are not limited to: real estate, contracts and leases, 
domestic relations, commerc ial paper, agenc)', partnerships, 
corporations, etc. 
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LE2409: Legal Research 
Hours: Three (3) credits/60 hours 
Prerequisites: Legal Terminology 
This course is designed to introduce students to performing 
legal research using both online and library materials . Students 
completing this course should be able to assist attorneys in 
locating case materials and supporting materials. Students should 
also understand the importance of updating research materials in 
order to reflect changes in law and to incorporate new case law. 

MA4106: Basic Mathematics 
Hours: Three (3) credits/60 hours 
Prerequisites: No ne 
This course provides a review of mathematical concepts designed 
to bui ld confidence , increase motivation and encourage mastery 
of basic math skills. Students are encouraged co see and interpret 
the machemacics chat appears every day in che world around chem. 
Problem solving skills and relevant applications are emphasized. 

MD2301: Medical Terminology I / 
Anatomy and Physiology 
Hours: Three (3) crcdits/60 hours 
Prerequisites: No ne 
This course teaches scudencs co easily and correc tly use medical 
terms through an undemanding of word pans and common 
medical abbreviations. In chis course the following body systems 
are covered: integumentary, skeletal, muscular, and digestive. 

MD2302: Medical Terminology II / 
Anatomy and Physiology 
Hours: Three (3) credits/60 hours 
Prerequisites: Medical Terminolo gy I / 
Anatomy and Physiology 
This course teaches students to easily and correctly use med ical 
terms through an understanding of word parts and common 
medical abbreviations. In chis course che following body systems 
are covered: cardiovascular, blood and lymphatic, respiratory, 
urin ary, endoc rine, and che eye. 

MD2304: Medical Transcription 
Hou rs: Two (2) credits/6 0 hours 
Prerequisites: Document Formatting and Medical 
Terminolo gy I / Anatomy and Physiology 
This course is designed co train students co quickly and accurately 
edit or transcribe dictated material. It also trains students in che 
final preparation of medica l correspondence, medical record s, 
and reports to enable them to qualify for employment as a 
transcripcionisc in a hospital or medical office or as a medical 
secretary / clerk for a physician or ocher hospital depamnenc. 
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MD2305: Medical Billing and Coding I 
Hours: Three (3) credits /6 0 hour s 
Prerequisites: Medical Terminology II / 
Anatomy and Physiology 
This course prepares students co use the ICD -10-CM coding 
manuals correccly for effective coding and billing in any medica l 
facility. Students are introduced co third -party reimbursement 
issues such as diagnosis-rela ted groups, peer review organizations, 
and managed health -care concepts. The course uses up-to-date 
rexes and codin g books for instruction and exercises in cod ing 
and abstracting pertinent informat ion from medical documents. 

MD2306: Medical Office Procedures 
Hours: Three (3) credits/60 hours 
Prequisites: Medical Terminology II / 
Anatomy and Physio logy 
lhis course helps students expand their medical office skills. 
This includes the ir ability to establish and maintain medical 
records for patients, maintain doctors' appointment schedules, 
and handle various business and financial records. Students 
use Medisofi: software to enter, crack, and recreive patient 
inform ation. 

MD2307: Medical Terminology Ill / 
Anatomy and Physiology 
Hours: Four (4) credits/ 60 hours 
Prerequisites: Medical Terminolo gy I / 
Anatomy and Physiology 
This course teaches students co easily and correctly use medical 
terms through an understanding of word parts and common 
med ical abbreviations . In chis course che following materia l is 
covered: nervous system, reprod uctive systems, che ear, 
oncology, and radiology. 

MD2308: Pharmacology 
Hours: Four (4) credits/60 hours 
Prerequisites: Medical Terminology I / 
Anatomy and Physiology 
l h is course is designed for che medical assistant's study of drugs . 
Students are taught the correct spelling, usage, pronunciation, 
abbrevia tion, concraindicacions, etc. of modern drugs. This 
includes instruction on using the Physicians' Desk Reference 
(PDR). 

MD2309: Medical Billing and Coding II 
Hours: Three (3) credits/6 0 hours 
Prerequisites: Medical Terminol ogy II / 
Anatomy and Physiology 
This course is designed to reach CPT -4 and HCPCS procedural 
cod ing techniques . Students are taught when and how to 

correctly code using both levels. 
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MD2310: Medical Ethics 
Hours : Thr ee (3) credits/60 hours 
Prerequ isites: No ne 
This course provides students with an overview of medica l 
laws and ethics they shou ld know to help give competent, 
compassionate care to patients that is within acceptable legal 
and ethical boundaries. Students study HIPAA requirements 
and should be able to become certified through HI PAA 
Health software. 

MD2311: Patient Care Lab I 
Hours: Three (3) credits/ 60 hours 
Prerequisites: None 
TI1is course trains students to be able to successfully perform 
basic clinical procedures as might be required in a hospital 
setting, medical clinic, laborato.y, or physician's office. 
Students receive train ing on how to properly prepare a medical 
record, including health histo ry; to understand infect ion contro l 
and OSHA compliance; co take vi cal signs; and to assist with a 
variety of medical examinations. 

MD2312: Patient Care Lab II 
Hours : Three (3) credits/60 hours 
Prerequi sites: Patient Care Lab I 
This course prepares students to perfo rm both basic and 
advanced clinical procedures as required in any health care 
facility. They should be able to hand le assigned casks from 
preparing the initial medical record through caking a patient's 
vital signs, assisting with specialty examinations and procedure s, 
minor office surgery, adm inistration of medication, and 
diagnostic resting. 

MD2313: Clinical Lab I 
Hours : Three (3) credits /6 0 hours 
Prerequisites: Patient Care Lab I 
This course provides students with a complete introduction 
to the practice of phlebotomy in all its aspects. Students 
completing the course should have a highly skilled technique 
and be well prepared ro become a certified phleboromy 
techn ician. 

MD2314: Clinical Lab II 
Hou rs: Three (3) credits/60 hours 
Prerequisites : Clinic al Lab I and Patient Care Lab I 
This course provides students with an introduction co the 
clinical laborarory, specimen collect ion, a variety of tests, 
and safety and emergency medica l procedures. Students 
perform hands-on activities to help chem make the 
transition from concept to real-world activity. 

MD2315: Clinical Pharmacology 
Hours: Three (3) credits /6 0 hours 
Prereqieisites: Pharmacology 
This course is designed to help students achieve mastery 
of the pharmaceutica l knowledge and skills expected of a 
clinical medical assistant in a professiona l setting. The course 
provides a more advanced level of information and includes 
preparing oral and parenteral medicat ions, dosing conversions, 
maintaining medicat ion and immun ization records, 
medication disposal, and che prinicples of IV therapy. 
Different classes of medications are covered along with 
their generic and trade names, side effects, and the patho 
physiology of the diseases they are used to treat. 

MD2316: Medical Insurance and Billing 
Hours: Three (3) credits/60 hours 
Prerequisites: Medical Terminology III / 
Anatomy and Physiology 
This course prepares the student co seek employment as a medical 
biller in the outpatient sett ing. Students receive training chat 
should expand their knowledge of medical insurance and billing 
terminology, insurance produces, and the medical billing process. 
Student arc then expected to complete a billing tutoria l 
utilizing their conceptua l knowledge in an electronic billing 
program. Finally, students should be able to complete a capstone 
program which will demonstrate their knowledge of the course 
content and their preparation to work as a biller in the healthcare 
field. 

MG6001: Principles of Management 
Ho urs: Three (3) credits /6 0 hour s 
Prerequisites: None 
This course helps students to develop an understanding of 
the management process of working with and through others 
to achieve organizationa l objectives. Central co this process is 
the understanding of the effective and efficient use oflim ited 
resources. Students study the management funct ions of plann ing, 
organizing, leading, and controlling. 

MG6112: Business Administration Simulation 
Hour s: Three (3) credits/60 hours 
Prer equisites: Accow1ting III 
lhis is a capstone course in which students apply their compute r, 
accounting, research, and team skills to complete realistic 
business activit ies through a business simulat ion. Students also 
develop a realistic business plan for a small business chat could 
be started in this area. 

MG6220: Marketing 
Hours: Three (3) cred its/60 hour s 
Prerequisites: No ne 
This course is designed to provide students with an understand ing 
of the importance of marketing in today's society. Students 
evaluate consumer behavior and target marketing to make ap­
propriate marketing decisions. In addition students are taught 
the variables in the marketing mix: Price, Product, Place, and 
Promot ion. 
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PS5111: Psychology 
Hours: Four (4) credits/60 hou rs 
Prerequisites: N one 
This course prepares students co successfully meet the many 
challenges they will face in their personal and working lives. 
The course emphasizes the need for developing positive 
self-esteem through self-talk, goal setting and affirmations. 
The course is based in part on social learning theory and 
social cognitive theory. 

RE1000: Personal Finance 
Hou rs: Thr ee (3) credits / 60 hours 
Prerequisit es: Basic Mathematics 
This course provides a hands -on approach to persona l finance. 
Students acquire the tools and knowledge they need to 
efteccively manage their own personal finances. Stud ents 
participate in problem -solving activities involving banking, 
payroll, sales, and borrowing. 

SE2101: Shorthand I 
Hour s: Thr ee (3) credits / 60 hour s 
Prerequisites: No ne 
This course offers instruct ion in Speedwriting shorthand 
which is based on the use oflonghand letters and symbols. 
Upon completion of chis course they shou ld be able to quickly 
and accurately write notes and / or cake messages, minutes, etc. 

SE2102: Shorthand II 
Hours: Thr ee (3) cred its/ 60 hours 
Prerequisites: Shorthand I 
This course provides addi tional instruction in the theory 
and practice ofSpeedwriting shorthand. Students continue 
to develop their ability co construc t new outl ines from dictation; 
co cake new matter dictation at speeds of 50 words a minute and 
above; to read back their shorthand notes rapidly; and co 
correctly spell and puncmace transcribed material. 

SE2113: Database and Presentation 
Hours: Three (3) credits/60 hours 
Prerequisites : Keyboarding 
This course covers Microsoft " Access and Microsoft"' Power Point . 
Students should learn how to create and man ip ulate the four basic 
components of a database : cables, quer ies, reports, and forms. 
ln addit ion, smdents learn how to create slide presentations 
involving transitions, animation, grouping and ungrouping 
objects. Students have the opportunity co beco me certified by 
Microsoft"' in these areas. 

SE2119: Records Management 
Hours: Three (3) credits/ 60 hours 
Prerequisites: N one 
This course is designed to acquaint students with current 
methods and procedures for properly maintaining business 
records of various types. A practice set provides simulated 
activities for the student to file materials according to alphabet ic, 
geographic, numeric, and subject ru les and practices . 
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SE2204: Secretarial Office Procedures 
Hoim: lhre e (3) credits/60 hours 
Prerequisites: Computer Integration Techniques 
Th is course is designed co prepare prospective office professionals 
to enter today's rapidly changing wo rkplace- a workplace 
demand ing proficiency in rechnology, comm unicat ions, 
human relations, time and organizationa l managemenr, 
decision-making, creative think ing, and lifelong learn ing. 

SE2503: Executive Office Procedures 
Hours: Three (3) credits/60 hours 
Prerequisites : Computerized Office Applications 
and Secreta rial Office Procedures 
This is a capstone course in which students apply their 
keyboarding, computer, transcr iption, records management, 
and ocher office skills. Smdenrs apply and strengt hen these 
skills in a realistic office simulation. 

SE2506: Executive Word Processing 
Hours: Three (3) credit s/60 hour s 
Prerequisites: Compute rized Office Appl ications 
This course provides students with an opport unit y to use 
Microsoft " Word to prepare advanced level documents 
including international documents and chose in specialized fields 
such as medical, legal, insurance, hospitali t y, retail. government, 
and manufactur ing. In addi t ion, students shou ld learn co use 
templates , design standa rd office forms, and mail merge. Students 
should continue to do skill bu ildin g exercises to achieve increased 
levels of speed and accuracy. 

TY2110A: Keyboarding 
Hours: l hree (3) credits/6 0 hours 
Prerequisites : None 
Th is course provides students with instruction in typi ng 
lette rs, symbols, and figures quickly and accurately using the 
rouch system. le inrroduces students to word processing 
software, basic document serup, and rhe correct format for a 
business letter in the block style. 

TY2111A: Document Formatting 
Hours: Three (3) credits /6 0 hour s 
Prerequisites: Keyboardin g 
This course provides students with an opport unit y co expand 
their knowledge and ability to format a wide variety of business 
documents using Microsoft ® Word software. Skill bu ilding 
activities are also provided to allow students to cont inue to 
impr ove keyboard ing speed and accuracy. 

TY2112A: Document Processing 
Hours: Three (3) credics/ 60 hour s 
Prerequisit es: Document Formatting 
This course provides students with an opportunity to learn ro 
use Microsoft ® Word to set up and produce a wide variety of 
documents . Students also continue co do skill building exercises 
to achieve employable levels of speed and accuracy. 
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TY2116: Computerized Office Applications 
Hours : Three (3) credits/60 hours 
Prerequisites : Co mputer Integration Techniques 
The course teaches advanced procedures in Microsofi:" Word as 
well as core procedures in Microsofi:" Outlook. It is designed to 
prepare students to pass a Microsofi:" Word certification exam. 

TY2117: Spreadsheet Applications 
Hours : Three (3) credits/60 hours 
Prerequisites : No ne 
This course gives students an introd uct ion to computer ized 
spreadsheets lL~ing Microsofi:" Excel. Functions covered include: 
keying information into a worksheet, applying various formu las 
and commands to accomplish specific objectives, using different 
subcommands to augment the work, and graphing the final 
product. In addit ion students should learn co use a I 0•key 
number pad to quick ly and accurately enter numeric information . 

TY2119: Advanced Spreadsheet Applications 
Hours: Three (3) credits/60 hours 
Prerequisites: Spreadsheet Applications 
This course provides instruction in the more advanced 
functions of Microsoft " Excel Students are caught how to 

use multip le worksheets, ranges, templates , macros, etc., to 

accomplish a wide variety of casks. The course also prepares 
students to pass a Microsofi:® certification exam. 

TY2120: Software Applications - DOS 
Hours: Two (2) credits/6 0 hours 
Prerequisit es: Keyboarding 
(Can be taken concurrently.) 
This course is designed for both novice and exper ienced 
computer users. The Windows command line interface is used 
to develop skills with various internal and external commands. 
Students are trained co develop compu ter compete ncy using che 
command line inte rface in difterent DOS·bascd applications . 
They sho uld acquire an unde rstanding of how to effectively 
manage and operate a computer system from the DOS prompt . 

TY2121: Software Applications - Windows 
Hours: Three (3) credits /6 0 hour s 
P,·erequisites: Keyboarding 
(Can be taken concun·ently.) 
This course is designed to give students a basic working 
knowledge of Microsoft " Windows, Word, Excel, Access, 
PowerPoint, and Ouclook, as well as several Internee skills 
chat are necessary in the workplace. 

TY3333: Computer Integration Techniques 
Hours: Three (3) credits/6 0 hours 
Prerequisites: Doc ument Formatting 
(Can be taken concun·ently.) 
This course familiarizes students with the basics of Microsofi:" 
Word and word processing activit ies. Students should also learn 
to successfully manage files and folders in a M icrosoft ., \V indows 
environment . 
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Entrance and Admission 

DuBois Business College admits , trains, and refers students without regard to race, 
relig ion, age, sex, handicap , color, sexual orientation, veteran status , or nati onal origin. 

Admission 

Academ ic qualificat ions are impo rtant; but equa lly 
important are motivation, character, attitude, ini tiative, 
willingness to work, and a desire co succeed. 

Each candidate for admission is considered individually 
on merit and potent ial. High schoo l grad uation or its 
equivalent or GED is the basic requirement for admission . 
Other faccors, such as high school transcripts, rank in class, 
attendance, and personal evaluations, are carefully 
considered. Through career counseli ng, most app licants 
can be directed into programs where they will achieve 
employable skills. 

Students are encouraged to visit and cour the college, 
as well as observe classes, so that they may bette r understa nd 
what the classwork is like, and what will be is expected 
of them . Students may observe classes free of charge. 

All students are requi red co pass an entrance assessment . 
ln addit ion, students wishing ro enter rhe Cli ni cal Med ical 
Assistant program must successfully comp lete a physical 
examinatio n, have adequate immunizations , and pass a 
criminal record backg round check. 

Students who come to DBC and have prior post -secondary 
training mus t submi t their official transcripts co the college. 
DBC's pol icy is to review all course descriptions, and DBC 
reserves the right not to accept cred its chat are more than 
ten years old; however, determinat ion is made on an 
individu al basis. 
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Admission Application Procedure 

Prospec tive students are encouraged to call the DBC 
Admissions Office to schedule a personal meet ing and tour . 
At tha t time the DBC Ad missions Representative will fully 
discuss particu lar career goals, programs of study, Associate in 
Specialized Business degree and dip loma op tions, financial aid 
available, and so on. 

To schedule an appoinnnent , p lease call to ll free : 1-800-692 -6213 
or contact th e Admissions Office via the college web site: 
www.dbco llege.edu . You will find a variety of informat ion about 
the college posted on-line. 

DBC offers several Open Ho use events th roughout the year. 
Students are encouraged to arrend and bring family membe rs 
with them, as persona l visits are the best way co get co know 
the college. 

Applicants must complete an appl icat ion for admission . 
An application fee of $25 must accompany each application. 
This fee is refundab le within ten calenda r days if che 
student requests cancellation . A current personal photograph 
(a head shoe) sho uld be subm itted following acceptance. 

Applications for admi ssion are accepted well in advance of 
beginning dates and are considered in the order of their filing. 
It is advisable to apply early in order to secure admission into 
rhe program of cho ice. 



Certification Exams and Advanced Placement 

Microsoft ® Test Center 

DuBois Business College is an authorized testing center for 
the M icrosoft ., Office tests that allow ind ividuals to become 
certified as a "MOS" - Microsoft @ Office Specialist. All students 
who cake DBC classes specializing in Microsoft " Office programs 
are required to take these tests. 

Tests are administe red each term at each branch campus. 
DB C's Library / Learning Resource Centers are designed 
to accommodate Cert ification Exams. 

National Center 
for Competency Testing 

DuBois Business College is an autho rized 
testing center for the NCCT- National 
Center for Compe tency Testing 
certification tests. Students in the 
med ical prog ram may earn several 
certifications through NCCT. 

Advanced Class Placement 

DuBois Business College recognizes that time, talent, and 
resources may be wasted if students are not placed in classes 
appropria te to their unde rstanding and comprehension . 

Advanced placement will be considered in certain programs 
for students who have completed specialized high school or 
college courses or who have relevant prior work experience. 
Advanced placement exams are ofrcred to evaluate student's 
level of expert ise and eligibility for advanced placement. 

Advanced placement tests are offered on a designated date 
each quarter . Stude nts may schedule advanced placement 
tests on alternate dares, bur a lace exam fee will be charged. 

DBC has several art iculation agreements with local h igh 
schools and vocationa l technica l schools. For more 
informa tion, students may speak with their guidance 
counselor or contact the college. 
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Tuition and Fees 

Application Fee 
A fee of$25 must accompany all applications for admission. lhis 
fee defrays on ly a fraction of che cost in processing an application. 
The fee is refundable within ten calendar days of enrolling if the 
student requests cancellation . Students who interrupt train ing 
and re-enter at a lacer date will be charged a $25 re-admission fee. 

Tuition Deposit 
A $75 tuition deposit must be made within 30 days of the 
official date of acceptance by the college. This deposit is 
applied to the first quarte r tui tion. Shou ld the student 
decide not to attend. this deposit will be refunded . 

Tuition 
Cost co the student is kept at the lowest possib le level consistent 
with financially respons ible operation . All tu ition is payable on 
designated registration daces each academic quarter. 

Tuit ion for full-rime students is $3,760 per academic quarter. 
Tuit ion for pare-time students is $260 per credit . Charge s for 
room and board are separate from tu ition . 

A full-time student is defined as one who has 12+ credits 
per quarrer . A pare-rime student is defined as one who has 
fewer th an 12 cred its per quarter and/ or is not enrolled 
in an Associate in Specialized Business degree or diploma 
program of study. 

Parking 
Amp le parki ng is available on the college grounds at no charge 
to enrolled students. The college assumes no liability for property 
damage, loss of articles, or bodi ly injury resulting from the use of 
college parking facilities. 
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Textbooks, Uniforms, 
Special Supplies or Equipment, 

Certification Exams 
Student textbook costs will be approximately $650 per academic 
quarte r. Cost of books varies with courses taken each quarter. 
Students will be charged for these items. 

Some programs require uniforms. special equipment, certification 
exams, and/ or supplies. Students will be charged for these items. 
Itemized lists and prices can be reviewed in the administrative 
office. 

Laboratory Fee 
A laboratory fee of$200 is charged co all full-time students each 
academic quarte r. The fee covers cost of materials and equipment; 
use of specializ-ed program capes, cassette and videotapes, CDs 
and DVDs, TVs, recorders, players and projectors; use of all 
computers including software, internet access, DBC e-mail, 
DBC on-line course management system, on -line resting, etc. 

The laboracory fee for part -rime students is$ I 00 per academic 
quarter . Students may use equipment before and after regularly 
scheduled classes provided permission has been granted by rhe 
instructor. 

Late Advanced Placement Exam Fee 
Any stud ent who fails to cake advanced placement exams on the 
designated date will be charged a fee of $150 for each late exam. 
Please contact the college prior to the advanced placement test 
date and make other ar rangements for tests to avoid this late fee. 
lhe fee is due in advance of sitt ing for tests and is non -refundable. 



Tuition and Fees 

Graduation Fee 

An $80 fee covers all charges relating co graduation including the 
Associate in Specialized Business degree, diploma or certificate , 
final aud it of student's account, and close·ouc of all academ ic 
records. The fee is charged to the student's account in the last 
academ ic quarte r. 

Transcripts 

Upon graduation, the student is ent itled to one certified cran• 
script of academic record. A fee of$S app lies for each add itional 
cert ified transcript . The fee muse accompany the request. 

Notice to Students 
The college reserves the right to change tuition and any fees 
whenever condit ions may warrant. A 60-day notice will be 
given before such change. 

The college also reserves the right to change a po licy or 
proced ure wheneve r conditio ns may require such a change. 
Notice will be given . 

The college is also relieved of all claims by a student that may 
arise as a result of the college being affected by an Act of God 
or any matter beyond its contro l. DBC complies with all 
local, state, and federal regulations. 

DuBo is Business Co llege offers a monthly payment plan 
co students to help pay for educational costs. This is through 
the MPP/HES Plan. Please see our financial aid department 
for more information . 

Refund Policy 

The DuBo is Business College refund po licy is in accordance 
with the Pennsylvania Departmen t of Education, State Board of 
Private Licensed Schools, and the Accrediting Council for 
lndependenc Colleges and Schools, Washington, DC. 

Tuition charges are refunded as follows: 

• The app lication fee is refundable with in ten calendar days 
of enrolling if the student requests cancellation. 

• If the student fails to enter the course, rhe college will refund 
I 00 percent of the institut iona l charges. 

• If the student withdraws before 60 percent of the term is 
completed, an institutional refund will be calculated according co 
the number of days in attendance divided by the amount of days 
in the term. 

• If the student withdraws afi:er the 60 percent period 
( the seventh week), no refund will be made. 

Refunds apply co all students, not just chose students who are 
eligible for financia l aid. Written examples of refunds will be 
provided upon request. 

In the event the student withdraws from all courses , the schoo l 
requests that notification be made in wri ting. Refunds are based 
on the dace of the lase recorded attendance , and all refunds due 
will be made within 30 days. Lab fees and graduation fees are 
refunded in accordance with chis refund policy. 
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Financial Aid: Scholarships, Grants, and Loans 

College education is an investment in your future. W hat you learn can help you qualify 
for specific careers and profe ssions . A college educa tion requires personal effort and 
financial commitment. 

At DuBois Business College, we make every effort to assist our stude nts in findin g ways 
to make their education affordable. The information on th e next few pages gives you an 
overview of some of the options you may want to consider. 

Understanding Pay Back: Grants vs. Loans 

A Grant is defined as financial aid in the form of a gift, which is not repaid. 
Grants are used to help defray the cost of a post-secondar y education. 

A Loan is financial aid that is borrowed and must be repaid. 
According to federal regulations, students must apply for grants 

before applying for a student loan . 

DuBois Business College participates in the following financial aid programs: 

D Federal Pell Grant 
□ PHEAA State Grant 
D New Economy Technology Scholarship State Program (NETS) 
D Federal Dir ect Subsidized Loan 
D Federal Dir ect Unsubsidized Loan 
D Federal Dir ect PLUS Loan 

DBC Scholarships 

DuBois Business College, a Pennsylvania Association of 
Private Schoo l Admin istrato rs (PAPSA) membe r school, 
offers one -quarter tuition scholarships. 

All entering freshmen may apply. Initially the student must 
submit a letter requesting considerat ion for the scholarship . 
A DBC scholarship application will then be mailed to the 
student . 

Scholarship crit eria are that the student must have been 
accepted for adm ission, shows outstanding academic 
achievement, returns the scholarship application with 
two letters of recommendation, and submits other 
financial data as requested. 

Each DBC campus offers four scholarships. Deadline date 
to apply is April 15. 

42 DuBois Business College Catalog 2016-2019 

Grant Opportunities 

Pell Grant: 
The Federal Pell Grant program is a federally administered grant 
program which awards assistance based on financial need. 
Only those who have not earned a bachelor's or professional 
degree can receive a Pell Grant. 

PHEAA State Grant: 
Students are encou raged co apply for the Pennsylvania Higher 
Education Assistance Agency (PHEAA) state grant which is 
awarded on the basis of financial need. To be eligible, stude nts 
must meet PA residency requirements, be degree-seeking; and 
cann ot have a previously earned bachelMs or professional degree. 

New Economy Technology Scholarship (NETS): 
This program makes financial aid available co underg rad students 
studying in approved technology or science fields. Recipients of 
these scholarships muse agree co work full-time in Pennsylvania 
following graduatio n, one year for each year that a scholarsh ip 
award is received. 



Financial Aid 

Financial Aid Policy 
DuBois Business College is comm itted co implementing 
a financial aid program that will enable every student 
who is accepted for admission co have che opportu nity 
to pursue an educat ion without regard co his/her 
financial resources. 

DuBois Business College will award aid on a fair and 
equal basis ( without regard co age, race, creed, sex, color, 
national origin, handicap, or ocher legally protected 
classification) co all qualified students who are able to 
demonst rate need through an analysis system relevant 
to administration of federal and state programs 
(by completing the FA FSA). 

DB C's Financial Aid Department encou rages all students 
to meet individually with the financia l aid staff prior to 
starting classes. The Financia l Aid Department also meets 
with students ac orientation and throughout enro llment . 

Financial Aid Procedures & Options 
Financial aid is evaluated on each student's individua l 
circumstances. Some students feel they won't be eligible for 
grants; but accord ing co federal regulations, students muse app ly 
for grants before applying for a student loan. 

A FAFSA, Free Application for Federal Student Aid, can be 
completed and subm itt ed onl ine at www.fafsa.ed.gov. 

Upon comp letion of the FAFSA, students may also apply for 
a student loan. In the case of a student loan, the student is 
responsible for repayment. The loan is co be used for 
"education -related expenses" only. 

Parents of dependent students may apply for a PLUS Loan, which 
the parents are respons ible to repay. Details are available from 
DB C's Financial Aid Department. 

Please consult our Financial Aid Department if 
you need help paying.for your coLLege education. 
We may be able to help you. 

There are many different Financial Aid programs 
and the details can be confusing. Penny Pifer (left) 
and Lindsay (Snyder) Levy (right), are familiar 
with the changing regulations, application 
deadlines, and much more. They can put 
their kowledge to work for you. just ask. 
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Financial Aid: Loans 

Federal Direct Loan Program 
The Federal Direct Loan is a low interest loan made available 
to students. There are subsidized and unsubsid ized Federal 
Direct Loans. 

A subsidized loan is interest -free to students during periods of 
half-time enrollment and approved deferment per iods. 

An unsubs idized loan begins accruing interest as soon as 
the funds are disbursed. Payment of interest can be deferred 
unti l graduation. 

Repayment of the Federal Direct Loan begins six months 
after a student graduates, withdraws, or enrolls for less than 
half-time status. 

To be considered for the Federal Direct Loan, students must 
first submit the FAFSA, Free Application for Federal Student Aid, 
followed by the appropr iate loan application, which is available 
online at www.studencloans.gov. 
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Other Loan Options 
Federal Parent Loan for Undergraduate Students (PLUS ): 

Parents can borrow a PLUS Loan to help 
pay the education expenses of dependent 
undergraduate students enrolled at least half 
time. Parents must have an acceptable credit 
history to qualify for this loan. PLUS Loans 
are available through the William D. Ford 
Federal Di rect Loan (D irect Loan) Program. 

Alternative Loans 
Students may apply for alternative loans 
to assist with paying for their educationa l 
costs. Please consult DB C's Financial Aid 
Department for addit iona l information. 



Financial Aid: Loans 

Verification Policy 

When there is an asterisk (' ) placed by the EFC on a student 's 
Student Aid Report (SAR), that means the stud ent has been 
cho sen for verification. DBC will nor disburse Federal Pell Grant 
or Federal Direct Loan until the verification procedures are 
completed. 

The following forms are required: 

• Dependent or Independent Verification form comp leted 
and signed by the student and / or parent. 
• A signed copy of the stud ent 's federal income tax form ( I 040 ). 
• For dependent students, a signed copy of his/ her parent's federal 
income tax form (I 040) will also be needed. 

Please note that DB C requires these items for stud ents who 
are selected for verification. Failure to subm it these documents 
within a timely manner may result in all or part of the selected 
student 's financial aid being cancelled. 

If a student 's award changes due to verification , a revised award 
letter will be created and given to the student and his/ her 
account will be updated according ly. Please note that any 
student whose financial aid results in overpayment will be 
referred on a case by case basis to the Dep artment of Educat ion. 
Add itional verification information is available to all stud ents 
upon request from the DBC Financia l Aid Office. 

Return of Title IV Federal Aid 

In the event a student withd raws from DBC, the unused portion 
of any Titl e IV Federal Aid received must be returned to the 
Federal Government. There are strict rules governing this. 

W hen a student withdraws from school, the financial aid earned 
is proportionate to the number of days between the first day of 
attendance and the last day of atten dance compared to the 
number of days in the term. The amount the student earned 
is subtrac ted from the amount disbursed, and the difference is 
returned to the Federal Government in the following order: 

Federal Direct Loan programs 
(unsubsidized, subsidized, PLUS Loan) ; 

Federal Pell Grant program. 

Funds returned to the Federal Government could cause a 
student's debt to cl1e schoo l to be increased. 

Academic Year(s) for Federal 
Family Educational Loans 

For 18- and 21 -month programs, the first Academic Year equa ls 
36 weeks during which a full-time student must comp lete 
36 quarter credits. The second Academic Year equa ls 36 weeks 
during which a full-time student must comp lete 36+ quarter credits. 

For 12-month programs, the first Academic Year equals 36 weeks 
during which a full-time student must complete 36 quarter credits 
and 12 weeks to complete 12+ quarter cred its. 

For 9-month programs, the first Academic Year equals 36 weeks 
during which a full-time student must complete 46 quarter credits. 

Dependent Undergraduates : 

Level I { J. 35 credits earned) (Subsidized and Un.mbsidized) 

Subsidized + Unsubsidized = Total 
$3.500 + $2,000 = $5.500 

Level 2 (36+ credits earned) 
Subsidized + Unsubsidized = Total 

$4,500 + $2,000 = $6.500 

Independent Undergraduates: 

Level I {1-35 credits earned) 
Subsidized + Unsubsidized= Total 

$3,500 + $6000 = $9,500 

Level 2 (36+ credits earned) 
Subsid ized+ Unsubsidized= Total 

$4,500 + $6,000 = $10,500 
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Financial Aid: Funding Agencies 

The following are some of th e man y agencies and organ izat ions that may have fundin g to help pay for 
educati onal costs . Because each follows their own individual regulation s, stud ents sho uld contact each 
d irectly for current details on eligibilit y. 

OVR - The PA Office 
of Vocational Rehabilitation 

Clearfield County• 8 14-37 1-7340 
Hu nting don Count y - 1-800-442-6343 
Venango Co unt y• 1-800-54 1-072 1 

l he Pennsylvania Office of Vocational Rehabi litation is a state 
agency that helps peop le with disabilities help themselves to 

prepare for, start, and maintai n a career. 

Students eligible for vocational rehabilitation services may qualify 
for financial assistance depen dent upon need . All OV R appl icants 
mus e com piece the "Free Application for Federal Student Aid" 
form and sign che OV R "Request for Financial Aid Information" 
form . Students should apply for OVR services 60 days prior co 
enter ing a train ing program. 

AmeriCorps 

AmeriCorps members have an oppo rtunity co gain new skills 
and experiences whi le helping ochers. Full-rime members who 
complete their service eam a Segal AmeriCorps Edu cation Award 
of $4,725 to pay for college, graduate schoo l, or to pay back qua li­
fied stud ent loans; membe rs who serve part -t ime receive a partia l 
award. Some AmeriCorps members may also receive a modest 
living allowance dur ing thei r term of service. 
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New Choices 

Clea rfield County· 8 14-765- 1131 
Huntingdon County• 814-937 -2796 
Venango Cou nt y· 8 J 4-677-3097 

New Choices projects provide career developme nt services for 
single parents, disp laced homemakers, single pregnant women, 
and individua ls interested in nontrad itional vocationa l-techn ical 
educat ion . 

These projects offer services to assist ind ividua ls prepare for 
high -skill/hig h-wage jobs or occupational training programs 
chat will enable rhem co suppor t themselves and thei r families. 

All projects offer vocational counseling and supp ort services co 
help partic ipants prepare for rhe job marker. All services are of­
fered free of charge. 

Department of Public Assistance 

If you are on cash assistance or food scamps. you may qualify for 
financia l assistance for the following: 

• Books, suppli es, and fees 
• Gas mileage , transportation money 
• Babysitting / chi ld care money 

Check with your couns elor for derai ls. 



Financial Aid: Funding Agencies 

WIOA - Workforce Innovation and Opportunity Act 

www.pacareerlink.state.pa.us 
DuBois CareerL ink: 8 14-37 1-5658 
Huntingdon County CareerLink: 814-641-6408 
Oil City CareerLink: 814-678-5050 
Jefferson County Career Link: 814-938-1076 
Ind iana County Career Track: 888-479 -9494 
Elk County Career Link: 814-834-2851 
Clearfield County Ca reerLink: 814-765 -8118 

Please call 1-866-WIB -WORK to ll free to reach a Career Link 
Center near you for more information to access programs and 
services. 

Area Workforce Investment Boards offer several programs 
through the Pennsylvania Career Link® Centers for economically 
disadvantaged peop le, adult learners, dislocated workers, and 
youth. 

Tuit ion and other supportive services may be available for eligible 
individ uals while attending training or after job placement whi le 
they maintain their employment. 

TAA: 
Trade Adjustment Assistance 

www.pacareerlink .state.pa.us 
DuBois CareerLink: 814-371-5658 
Huntingdon Co unt y CareerL ink: 8 14-64 1-6408 
Oil City CareerLink: 814-678-5050 
Elk County Career Link: 814-834-2851 
Clearfield County CareerLink: 814-765-8118 
or contact your local Career Link office. 

If you have been permanently laid off or termi nated from your job 
due to downsizing, TAA may be able to help you with funding. 
Trade Adjustment Assistance (TAA) is a federal program that 
provides assistance to workers who lost their jobs or whose hours 
of work and wages are reduced as a result of increased imports. 

TI1e North American Free Trade Agreement Implementation Act 
established a similar prog ram called the Transitional Adjustment 
Assistance (NAFTA -TAA) Program. 

The NAFTA-TAA Program provides assisrance for workers 
whose jobs have been affected by, or are threatened to be affected 
by, imports from Mexico or Cana da specifically, or by shifts in 
production to those countries . Both programs are adminis tered 
by the U.S. Department of Labor's Emp loyment and Training 
Adminis tratio n th rough the Pennsylvania Depa rtm ent of Labor 
and Industry, under the provisions of the Trade Act of 1974, 
as amended. 

TI1e PA Workforce Investment system partners with the Career ­
Link Centers to provide career counseling and planning activities, 
employment workshops, testing, assessment, labor market 
informa tion, and access to ind ividual train ing accounts for 
tuition assistance for eligible dislocated workers, youth, and 
adults. 

North Centra l Regiona l Planning and Development Comm ission 
1-800-242 -5872 
Cameron, Clearfield, Elk, Jefferson, McKean, Potter Count ies 

Northwest PA Workforce Investment Area 
814-333 -1286 
Clarion, Crawford, Erie, Forest, Venango, Warren Count ies 

South ern Alleghenies Planning and Development Comm ission 
814-949-6530 
Bedford, Blair, Cambria , Fulton, Hunt ingdon, Somerset Counties 

The Veterans Administration 

DuBois Business College is approved for veterans training. 
Veterans and veterans' dependents are eligible to apply for VA 
funds. For dera iled informat ion, students shou ld contact the 
nearest VA office, or call 1-888 GI BILL" ( l-888-442-4551). 
G I Bill® is a registered tradema rk of the U.S. Department of 
Veterans Affairs (VA). More information about education 
benefits offered by VA is available at the official U.S. government 
website at www.benefits.va.gov/ gibill. 

The following regulation s are for veterans att ending DuBoi s 
Busin ess Co llege in accorda nce with govern ment regulations . 

Unsatisfactory Progress: 
Please refer to the Standards of Satisfacto ry Academic Progress in 
this catalog. The attendance policy is given to each student at 
orientation of classes. 

Class Cuts: 
These are not permitted and shall be recorded as unexcused 
absences. 

Makeup Work: 
Makeup work is not permitted for the purpose of receiving 
Veterans Adm inistrarion training allowances . 

Credit fi>r Previous Edu cation and Training: 
Appropriate credit is given for comparable previous education and 
training, and the training period will be shortened according ly. 
Credits earned at DBC are defined as follows: 

I clock hour = 60 minute s of instruction 
IS clock hours of th eory = l quart er credit 
30 clo ck hours oflabora tory tim e = 1 quarte r credit 
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Class Schedules, Attendance Policy, Course Numbering 

Class Schedules 

TI1e college operates on the quarter system. Students attend classes 
throughouc the year to accelerate the ir education to obta in a 

diploma or an Associate in Specialized Business degree sooner. 

Students may attend DBC on a pare-time or full-t ime basis. 

Students may also attend DBC for one class. 

The college is in session a tota l of 48 weeks each year. This time 

is d ivided into academic quarters with 12 weeks in each quarter. 
C lass hours are normally Monday through Thursday, 8 a.m. to 

4: 15 p.m. Some classes may be held Fridays. Evening classes may 
be scheduled. 

There are six class periods held each day. Block schedu ling is 
necessary for some of the technical classes, which means the hours 
can vary from the above-ment ioned times; when chis happe ns, 

students are given notice. 

Students may be in the bu ilding as early as 7 :30 a.m . and leave the 

building as late as 5 p.m. Permission to come to school earlier or 
to stay later may be granted by the School Director, Acting Direc ­

tor, or Academic Dean. 

Students may report to D BC on Fridays in order to catch up on 

work or use t he computers. Before doing so, perm ission must be 
given by the instructor of the specific class involved, due to rules 

applying co graded material. ll 1ere is no charge for make-up work . 

Due to holidays and weather delays or ocher emergencies, classes 
may be held on Fridays. Please follow the calendar at the end of 

chis catalog. 

Guest speakers are invited to the college, and field tr ips are 

scheduled as often as feasible in order to bring students imo actual 
contact with business activities and with future employers. 
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Attendance Policy 

Student negligence in the matter of attendance will be reflected 

in grades and can be grou nds for dismissal. DBC students are 
training for a position in the business wo rld, and their future 

emp loyers are expecting them on time every day. 

Class attendance is recorded at t he beg inning of each class. 
Since the attendance record becomes a pare of a student's 

permanent record, it is important that absence and 
cardiness be kept to a minimum. 

Students receive detailed guidelines concerning attendance. 

The attenda nce policy is also posted on college bulletin boa rds 
for students' reference. 

Course Numbering System 

Courses are given a Course Number; for examp le, 
"Keyboard ing" is TY2 l l OA. The letters represent the course 

name or department. 

The numbers do not indicate term or year they are offered, 
but they were devised for the Compute rized School 

Administration System. DBC's general education classes are 
ENS IOI, ENS 102, ENS! 16, LA41 11, MA4106, and PSS! I I. 



Grading, Grading Scale, Definition of Credit 

Grading 

Transfer credits as well as outside cred it and Advanced Placement 
Exams are reflected on the student's transcript as OC. 

A student must withdraw by midterm to receive a"\'(/" grade 
in an individua l class. The student must comp lete a "Student 
Academic Change Form;• with the Academic Dean, Director, 
or Acting Director. 

If the student wants to withdraw from a class ali:er the midterm 
date, the student receives an "E" grade. Midterm date is always 
posted on the bullet in board for the student's knowledge. 

A student may audit a class at any time, but permission must be 
given by the President, Director, or Academic Dean of the college. 

~ality points are computed by multiplying the credits allotted 
to the course by the quality po ints assigned to each grade. 
The quality point average is computed by dividing the total 
quality points earned by the number of cred its. The quality-point 
average is used as the standard for determining honors, scholastic 
class rank, and academic standing. 

Oil City Camp,u 

Grading Scale 

Grade Grade Meaning 
fl.!jality 
Points 

93-100% A Excellent 4 points 

85-92% B Good 3 points 

77-84% C Average 2 points 

70-76% D 
Below average, 

I point 
hue not failing 

69%-bdow E Failure 0 points 

w Voluntary 
0 points 

Wit hdrawal 

Gmdes andf2!!.ality Points should include OC= Outside Credit Awarded. 

Definition of Credit 

1 Clock Hour = 60 Minutes oflnstruction 

15 Clock Hours of'TI1eory = 1 ~aner Cred it 

30 Clock Hours of Laboratory Time= 1 ~ner Credit 
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Standards of Academic Progress 

DuBois Business College faculty and staff are committed 
to helping students succeed. D BC measures each student's 
progress each term in order to determine whether he/she is 
considered to be making satisfactory academic progress 
toward an Associate in Specialized Business degree or diploma. 

Standards of Satisfactory Academic Progress apply to all 
students, not just chose receiving financial aid. A student must 
both maintain a specified quality po int average and proceed 
through the program at a specific minimum pace. 

To be eligible for an Associate in Specialized Business degree 
or diploma, a student must pass all subjects; and the student 
must attain a 2.0 QPA . The maximum time frame in wh ich 
the student muse comp lete his/he r educational objective, 
degree, or dip loma cannot be more than 1.5 times the standard 
pwgram length for normally prog ressing students of t he same 
enrollment status (e.g., full-time, parMime ). 

The Satisfacto ry Progress Table indicates the evaluation points 
for measurement and the minimum quantitative and 
qualitative requirements . 

~anticacive measure of a student's academic progress will be 
measured as a minimum percentage of credits successfully 
completed compared co credits attempted. For purposes 
of this standard , credit hours or clock hou rs attempted 
shall mean any such hours for which a student has incurred 
a financial obligation. 

Midterm deficiency not ices are given to student s who have 
grades of D or E. Students are chen required to meet with 
the instructor for ind ividual counsel ing. Students who are 
in danger of not successfully completing a course will be 
notified at mid term. Not ices may be given upon request 
of an instructor to a student at any rime chat such 
notificat ion is appropriate. 

Final grades are given at che end of each academic quarter. 
Grades earned by transfer students ac schools previously 
attended are not included in che qualicy-poinc average. 

Proper withdrawal may give che student a grade of"\'<!," 
which does not carry any penalty of grade points. 
However, the class will be calculated as attempted for 
satisfactory progress determination. The same is done 
with transfer credit/ outside cred it and advanced placement 
exam credit. 

A student who received grades that are above the evaluation 
points at the minimum time frames as described above 
(See Satisfactory Progress Table.) but are below a 2.0 cumulat ive 
QPA is automa tically on PROBATION for the following term. 

For students who change programs , or seek addi tional Associate 
in Specialized Business degrees, the cred its attempted and grades 
earned chat count coward the student's new program of study 
will be included in the determ ination of satisfactory academ ic 
progress. 
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Satisfactory Progress Table 
Minimum 

Required Evaluation 
MinimumQPA 

Successful 
Point Cou rse 

Completion % 

25% of Maximum 
1.25 55% 

Prog ram Length 

50% ofMaximwn 
1.75 60% 

Program Length 

75% of Maximum 
1.75 65% 

Program Length 

100% of Maximum 
2.00 100% 

Program 

A student 111ho is not making satisfactory progress 111ill be dismissed. 



Tutoring, Probation, Appeals, Leave of Absence 

Tutoring 
DuBois Business College's tutoring program is designed to give 
assistance to those students who need to show academic 
improvement. It is our goal to assist student s in any way we can. 
We wane co see our students succeed. 

DBC offers tutoring for students with a grade point average of 
2.0 or lower. Student s may be required to stay for scheduled tutor 
time, which is different from the regularly schedu led class hours. 

Probation 

A student who receives unsatisfactory grades (See Satisfactory 
Progress Table.) that are above the evaluation points at the 
minimum time frames as described under Standar ds of Academic 
Progress, but are below a 2.0 QPA is automat ically on 
PROBATION for the following term. 

The student will be notified of his/he r probation status by the 
adm inistra tive office. The student is then referred to "manda tory 
tutoring." The student on probation may be asked to interrupt 
his/ her train ing. 

• Students who are on academic probation are not eligible to 
hold office in any organizat ion or to represent the college in any 
intercolleg iate activity. 

• A student who does not make satisfactory academic progress 
(See Satisfactory Progress Table.) is terminated (dismissed) 
from school and is ineligible to receive federal student aid funds. 

• A student who is terminated from DEC's programs of study 
must sit out a minimum of one term. 

• A student who requests re-entrance is given an oppor tunity to 
discuss requirements with the President, Director, or Academic 
Dean. 

A student could be reinstated as a regular student and become 
re-eligible for federal student aid if he/she meet s the following 
criteria: 

(a) one term must elapse before the student can be reinstated; 

(b) DBC will determ ine that the student has the desire and the 
academic ability to progress satisfactorily in the program ; 

(c) the student is required to meet with the President, Director, 
and/o r Academic Dean to review his/ her grades and evaluate his/ 
her future classes, so he/s he can be successful, and 

(d) to be reinsta ted for federa l student aid, the student must meet 
the standards or have an appeal approved . 

Appeals 
Should a student disagree with the application of these 
satisfactory progress standards, he/she must first discuss the 
problem with the appropriate instructor(s). 

If still dissatisfied, the student may then appeal (within 10 days) 
to the President, Director , or Academic Dean, whose decision 
is final and may not be further appealed. 

Mitigating Circumstances 
and Leaves of Absence 

The college may grant leaves of absence and/ or waive interim 
satisfactory standards for circumstances of poor health, family 
crisis, or other significant occurr ences outside the contro l of 
the student, and that had an adverse impact on the student's 
satisfactory progress in the academic program; however, 
when the student returns, he/she will remain on probation. 

No waivers will be provided for grad uation requirements . 
The student will be allowed one leave of absence in a 12-month 
period, which cannot exceed 180 days. The student must request 
the leave of absence in writi ng; however, because we are a credit 
hour term-based institution, a leave of absence may not be 
permirced without meeting further Department of Education 
criteria. 

TI1e leave of absence must be approved by the President or 
Director. There will be no additional cha rge to the student . 
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Academic Integrity, Discipline, Termination, Honors 

Academic Integrity 

DuBois Business College assumes chat all scudents enroll for 
a serious purpose and expects chem co be responsible students 
who demand of themselves high standards of honesty and 
personal conduct; therefore, it is college policy to have as 
few rules and regulations as are consistent with efficient 
adm inistration and genera l welfare. 

Fundamenta l to the princip le of learning professiona l growth 
is the requirement of honesty and integrity in the performance 
of academic assignments, both inside and outside the classroom . 

Accordingly, DBC holds its scudencs ro the highest standards 
of intellectual integrity; thus , the attempt of any student co 
present as his/ her own work that wh ich he/she has not 
performed or co pass any examinations by improper means 
is regarded by the college as a most serious offense. In any case 
of academic dishonesty, the decision on the appropriate 
sanction is made individually. 

Depending on the seriousness of the offense, possible sanctio ns 
are failure for the assignment , failure for the course, suspension, 
or expulsion . Notation of the action is made on the student's 
permanent record. 

Discipline 
DuBois Business College maintains che same discipline in its 
classrooms as found in any well-ordered professional office. 
Good caste in grooming and dress are basic requ iremencs for 
success in the world of business. 

Bizarre clothing, obscene language, and unruly behavior are 
not in harmony with the values and objectives ofDBC and 
are, therefore , expressly forbidden. 

Students are required to dress professionally in the Professional 
Career Planning class. Students may also be required co dress 
professionally for class presentat ions, field trips, guest speaker 
lectures, and on-the-job experiences. 

The college does not allow che use or presence of alcoho lic 
beverages, illegal drugs, firearms, or weapons in the college 
bui ldings, on college property, or at college-sponso red func­
tions. 

Students whose academic performance, exhibited att itudes, 
conduce, appeara nce, or dress at any time after their enrollment 
are detrimental to the reputation or established aims of the 
college may be subject co probation, suspension, or dismissal 
from the college. 

Students are expecte d ro be courteous co staff, facuk y, 
and fellow students, and co conduce themselves in a 
manner appropriate for a profess ional college setting. 
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Termination From School 
A student may be terminated from DuBois Business 
College for the following reasons : excessive absences, 
failure to maintain satisfactory academic progress, failure to 
pay tu ition when due, disruption of classes or schoo l activities, 
cheating, possession of alcoholic beverages or drugs on school 
premises, violation of drug laws, violation of school or building 
regulations, or failure to comp ly with staff directives. 

Students who are terminated during a school term may not 
receive cred it for work attempte d du ring the term . 

President's Honor List 
The President's Honor List is achieved by students who earn 
a 3.4 QPA or above for che quarter. Grades are earned at DBC 
in the same way positions and promotions are earned in 
business, chat is, through application, abi lity, att itude, and 
work habits. 

All students who attain the President's Honor List receive a 
certificate at che end of each quarte r for thei r outstanding 
academics. 



Commencement, Graduation Honors, Transfer of Credits 

Commencement Exercises 

Each DuBois Business College campus holds a separate, formal 
commencement exercise once a year for graduates. One feature 
of the commencement ceremonies is the presenta tion of the 
"Outstand ing Graduate Awards." 

To receive an "Outstanding Graduate Award," one must achieve 
excellence in academics, attendance, and service co ochers and 
the community. The "Student Service Award" and the "DuBo is 
Business College Board of Di rector's Award" are also presented 
at the commencement ceremonies. 

Graduation Honors 
The Associate in Specialized Business degrees with honors are 
granted with dist inctio n co stude nts receiving the required 
cumulative quality-point average. 

Graduation Honor Cumulative QF A 

Slllnma cum laude 3.80-4.00 

Magna cum laude 3.60-3 .79 

Cumla ude 3.40-3.59 

Transfer of Credits 

The question of transfer of grades to other schools and colleges 
is difficult to evaluate in advance. Every college reserves the right 
to evaluate che transcript of grades from another institution on 
an individual basis. 

The amount of credit granted will usually depen d upon the 
number of credits from comparable courses with satisfactory 
grades, which are part of the student's new program. 

A credi t hour is a unit of measure, not necessarily an indicator 
that credits will be transferable. The receiving institution , rather 
than the training institution , decides whether to accept cred its 
for transfer. 

If you are considering furthering your education beyond DuBois 
Business College, please inquire with the Main Campus 
{DuBois) Administrative Office for more details. 

The College has articulation agreements (transfer policies) 
sec up with ocher colleges; and if it is not one that you were 
planning to atten d, we can still assist you. 

Student Counseling 

You will find chat both teachers and administra tors at DuBois 
Business College want to help you as much as possible. 
The college cakes pride in your progress and achievements 
while you are a student and afcer you graduate. 

We are genuinely concerne d about every member of our 
student body; we attempt co be sure individua l assistance 
is available when needed; and each student has the assurance 
that an experienced, helping hand is available for gu idance 
in every phase of college life. 

Responsibility for advisement and counseling is shared by 
members of the staff and faculty. Selection of capable faculty 
counselors is based not only on academic qualifications but 
also on business experience and demonstrated concern for 
students. 

Counseling services are available by appointment at all times 
co any student desiring help in solving persona l or academic 
problems. 

Professional counseling services are offered to all students, 
faculty, and staff. Counseling services can be arranged for 
individua ls at the DuBois Campus, as well as our Philipburg 
Location, by contacting the main campus Admin istrative Office. 

Counsel ing services for individua ls at the Oil City Campus are 
provided through Family Services and Children's Aid Society, 
716 Ease 2nd Street, Oil City, PA 16301. Co unseling services 
at the Huntingdon County Campus are provided by Kristina 
Krohneman n, MSW, LSW, and students will be given informa­
tion at orientation. 

DuBois Business College will pay for short-term therapeut ic care. 
All information is kept in strict confidence. Students may arrange 
for an appointment by seeing the President, Direcror, or 
Academ ic Dean in the adminis tration office. 

All students and employees may speak with the President or 
Director of the college regarding concerns or questions 
regarding the school's procedu res. If the ques tions or concerns 
are not satisfactori ly resolved by the President or Director , 
they may be di rected to: 

Scace Board of Private Licensed Schools 
Pennsylvania Department of Ed ucation, 
333 Markee Street, Harrisburg, PA 17126-0333 
Phone 717 -783-8228 

and/ or to: 
Accrediting Counc il for Independent Colleges and Schools 
750 First Street NE, Suite 980, Washington, DC 20002-4241 
Phone 202-336-6780 
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Student Activities 

Extracurricular student activities are an integral part of the educational experience offered at DuBois Business College. 
The college encourages part icipation in special focus groups, and is willing to cooperate with students who wish to 

organize additional social groups or athletic functions. Several DBC social functions are held each year, including 
award days, student appreciation part ies, and annua l picnics. 

Athletics are encouraged through the DBC intramural basketball team, softball team, volleyball team, bowling team, 
and so on . Please consult Student Bulletin Boards for athletic practices and games. All students are welcome to participate. 

Sorority - Delta Beta Chi 
The Delta Bera Chi Soro rity was organ ized to promote cultural 
activities, to extend members' knowledge in their chosen fields, 
to encourage upr ight character, and to advance the general welfare 
ofDBC. Membership is open to all female students of the college. 

The Sorority has sponsored various charitab le functions such as 
ra ising funds for Children's Miracle Network, Chi ldren's Hospita l 
in Pittsburgh, the DuBois Regional Medica l Center Hospice, 
and United Cerebral Palsy. Ocher Sorority activities are organ ized 
to support other charitiable projects. 

Sorority members also enjoy picnics, field trips. and a luncheon 
or dinner held at the end of each quarter honoring graduates. 
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Fraternity - Sigma Delta Phi 
The Sigma Delta Phi Fraternity encourages personal development 
of mind and body. Membership is open to all male scudents of 
the college. 

The Fraternity commies itself to many worthwhile soc ial, civic, 
community, and school projects. Fraternity members enjoy social 
and educationa l field trips to the Pennsylvania Renaissance Fair, 
Picrsburgh Pirates Baseball games, Pittsburgh Ducky Tours, 
Cedar Point Amusement Park, canoe trips to Cook Forest 
State Park, and much more . 

Executive Newsletter 
The college newsletter, THE EXECUTIVE, provides information 
about currenc events and campus news. Scudencs are encouraged 
co consult D BC oflice scaff regarding articles chey may want co 
have published or to join the newsletter staff. 

The publication is available for students , alumn i, and prospective 
students. The editor encourages students to subm it articles and 
to type, edit, or help with layour. 



Student Activities 

DBC Student Council 

DuBois Business College Scudent Cou ncil encourages 
fellowship among students, promotes student activities, 
encourages participat ion in D BC affairs, helps resolve scudent 
problems, stimulates academ ic ach ievements, and fosters a 
closer relationship among students, faculty, and administra ­
tion. 

The Student Cou ncil schedule s picn ics, and ocher activities 
with the cooperacio n of the faculty and administrat ion. 
A student ident ification card is issued co each student. ll1e 
card entides scudents to a variety of discount privileges with 
DuBois, Phi lipsburg, Oi l City, and Huntingdon merchants 
during the time the studenr is attending D BC. Student 
Counci l also holds welcome luncheons for new students. 

DBC Student Counci l has fund raisers and supporcs many 
charitable organ izations wirh rhe money char is raised . 
Chi ldren's Miracle Network, Penez Run Youth Services, 
Make-A-Wish, the Red Cross, and Salvation Army are 
among the charit ies chat have received gifi:s from the 
DBC Student Counci l. 

The Scudent Council also sponsors fun, recreat ional field 
tr ips co places like Hershey Park, Kennywood Park, and so on. 
All scudents are encouraged to parcicipate in schoo l activities 
and events. 

DBC Christian Fellowship 

DuBois Business College holds an informal Bible scudy each 
week . It is interdenom inationa l, and all scudents are welcome 
to attend. This group studies the Bible, prays about their needs, 
listens to rapes, watches videos/DVDs on various topics, and 
basically shares their common love for Jesus Christ . 

'Again I say to you, that if two of you ag,·ee on earth about anything 
that they may ask, it shall be done for them by My Father who is in 

heaven. For wha ·e two or thr·ee have gathered togetha in J.\lly name, 
there I am in their midst.» • Matthew 18: 19-20 

DBC SST Club 

TI1e Systems Support Technician Club is open to alJ students who 
have a desi re to help fellow students with rheir persona l compu ter 
repairs and troubleshooting. 

DBC Community & Career Club 
(Huntingdon Campus) 

TI1e Commun ity and Career Club provides community service 
in areas chat have been voted upon by its members. ll1is includes 
providing supplies and Christmas gifrs for Huntingdon House 
and the Salvation Army and participating in Walks for March 
of Dimes and Big Brothers/Big Sisters. Members are given the 
opportun ity co strengt hen t heir professiona l skills and maintain 
the Professional Dress Closet. 
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DuBois Business College Academic Calendar 2016 

Lighter shading indicates days when classes will be in session. 

Darker shading indicates days when DBC offices will be closed for holidays. 
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Winter Quarter Begin: January 5 End: March 24 
DuBois Business College will be closedjanua111, New Yea,·'.s Holiday and Ma1·ch 25 and 28, Eastn· Holiday. 

Spring Quarter Begin: April 4 End: June 23 
DuBois Business College will be closed May 30, Memorial Day . 

Summer Quarter Begin: July 5 End: September 22 
DuBois Business College will be closed July 4, Independence Day; September 5, Labor Day. 

Fall Quarter Begin: October 3 End: December 22 
DuBois BttSiness College will be closed Novembe,· 11, Veterans Day; November 24 and 25, Thanksgiving; 
Novembe,· 28, Buck Season; Decembe1· 26, Ch,·istmas Holiday. 
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DuBois Business College Academic Calendar 2017 

Lighter shading indicates days when classes will be in session. 
Darker shad ing indicat es days when DBC offices will be closed for holidays. 
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DuBoi s Business College will be closedjanua,y 2, New Years Holiday. 

Spring Quarter Begin: April 3 End: June 22 
DuBoi s Business College will be closed April 14 and 17, Easte,· Holiday; May 29, Memorial Day. 

Summer Quarter Begin: July 5 End: September 21 
DuBois Busin ess College will be closed July 3 and 4, Ind ependence Day; September 4, Labor Day. 

Fall Quarter Begin: October 2 End: December 21 
DuBois Business College will be closed November 10, Vetemns Day; Novembe,· 23 an d 24, Thanksgiving ; 

November 27, Buck Season; Decembe,· 25 and 26, Christmas Holida y. 
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Lighter shading indicate s days when classes will be in session. 

Darker shad ing indicates days when DBC offices will be closed for holiday s. 
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Winter Quarter Begin: January 3 End: March 22 
DuBois Business College 111ill be closedjanua1-y 1, New Yea,·'.s Holiday; Ma1·ch 30, Easter Holiday. 

Spring Quarter Begin: April 3 End: June 21 
DuBois Business College 111ill be closed April 2, Easte,· Holiday; May 28, Memorial Day. 

Summer Quarter Begin: July 2 End: September 20 
DuBois Business College 111ill be closed July 4, Independence Day; September 3, Labor Day. 

Fall Quarter Begin: October 1 End: December 20 
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DuBois BttSiness College 111ill be closed Novembe,· 12, Veterans Day; November 22 and 23, Thanksgiving; 
Novembe,· 26, Buck Season; Decembe1· 24, 25 and 26, Christmas Holiday; Decembe,· 31, Ne111 Yem·'.s Holiday. 
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Light er shading ind icates days wh en classes will be in session. 
Dark er indi cates days when DB C offices will be closed for ho lidays. 
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8 9 

15 16 

22 23 

29 30 
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28 29 
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Main DuBois Campus 
One Beaver Drive 
DuBois, PA 15801 
P: (814) 371-6920 
F: (814) 371-3974 
mainc@dbcollege.edu 

DuBois Business College 

Huntingdon Co. Campus 
1 001 Moore Street 
Huntingdon, PA 16652 
P: (814) 641-0440 
F: (814) 641-0205 
hcc@dbcollege.edu 

Oil City Campus 
701 East Third Street 
Oil City, PA 16301 
P: (814) 677-1322 
F: (814) 677-8237 
occ@dbcollege.edu 

Toll Free: 1 .800.692.6213 

www.dbcollege.edu 

Philipsburg Location 
200 Shady Lane Suite 100 
Philipsburg, PA 16866 
P: (814) 343-6222 
F: (814) 343-6169 
mainc @dbcollege .edu 



April 14, 2016 

VIA E-MAIL ONLY 

Ms. Jackie Syktich 
President/CEO 
DuBois Business College 
One Beaver Drive 
Dubois, PA 15801 

Dear Ms. Syktich: 

DUBOIS BUSINESS COLLEGE, DUBOIS, PA 
DUBOIS BUSINESS COLLEGE, OIL CITY, PA 
DUBOIS BUSINESS COLLEGE, PHILLIPSBURG , PA 

Subject: Renewal of Accreditation Visits Confirmation Letter 

ID Code 00011225(MC) 

mainc@dbcollege.com 

ID CODE 00011225(MC) 
ID CODE 00012819(BC) 
ID CODE 00250238(LS) 

An on-site evaluation of your institution has been scheduled for the following locations and 
dates: 

Dubois Business College, Dubois, PA 
Dubois Business College, Phillipsburg, PA 
Dubois Business College, Oil City, PA 

June 13-14, 2016 
(same as DuBois, PA) 
June 15-16, 2016 

The on-site administrator at each camp us will subseq uently receive further details about the visit, 
including the names and addresses of the team members. When this information is received, one 
copy of the Self-Study Application should be forwarded directly to the team members, the 
manner in which will be explained in the visit memorandum. 

As a reminder, the Self-Study Application materials include: 

SELF-STUDY APPLICATION 
1. Explanation 
2. Future Plans 
3. Campus Effectiveness Plan 
4. Academic Credit Analysis 
5. Self-study Narrative 
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Additionally, the following update documents must be uploaded to the campuses' online 
applications: 

1. Faculty and Staff Summary 
2. Inventory of Equipment 
3. Catalog 
4. Class schedule 
5. Program Update Form 

The above documents must be received, along with the appropriate application materials , by 
each team member by May 31, 2016. 

On our Web site is the aforementioned update document s as well as the list of material s that must 
be placed in the team 's meeting room prior to the team' s an-ival. This information for both the 
update document s and the visit room material s can be found on the "Eva luation Site Visit" page 
at the following link: http ://www.acics.org/accreditation/content.aspx?id =2022 . Click on the 
listing that relate s to the type of visit to be conducted. Please ensure that all requested materials 
are labeled for easy identification and provided in an orderly manner. 

Each camp us will be invoiced a fee for all site visit expenditures . Please be advised that pursuant 
to Section 2-3-401 of the Accreditation Criteria the Council will be made aware of any 
outstanding fees (30 days or older) during its review of your application. 

Thank you for your cooperation. If you have any questions, please call me at (202) 336-6777. 

Sincerely, 

LaToya Boyd 
Accreditatio n Coordinator 

c: Ms. Terry Khoury , Oil City branch campus, (occ@dbcollege.com ) 
Mr. Patricia Landi s, Penn sylvania Divi sion of Private Licensed School s, 
(plandis@pa.gov ) 



April 18, 2016 

VIA EMAIL ONLY 

Ms. Jackie Syktich 
President 
DuBois Business College 
One Beaver Drive , 
DuBois , PA 15801 

Dear Ms. Syktich: 

DuBois Business College, Huntingdon, PA 

Subject: Renewal of Accreditation Visit Confirmation 

ID Code 00011225(MC) 

mainc@dbcollege .com 

ID CODE 00012824 (BC) 

An on-site evaluation of your institution has been scheduled for May 9th 
- 101

\ 2016. You 
subsequently will receive further details about the visit, including the names and addresses of the 
team members. When you receive this information one copy of the Self-Study Application 
should be forwarded directly to each team member, the manner in which will be explained in the 
subsequent visit memorandum. 

As a reminder, the Self-Study Application materials include: 

SELF-STUDY APPLICATION 
1. Explanation 
2. Future Plans 
3. Campus Effectiveness Plan 
4. Academic Credit Analysis 
5. Self-study Narrat ive 

Additiona lly, the followin g update documents must be uploaded to the campuses' online 
applications: 

1. Faculty and Staff Summary 
2. Inventory of Equipment 
3. Catalog 
4. Class schedule 
5. Program Update Form 



Ms. Jackie Syktich 
April 18, 2016 
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The documents above must be received, along with the appropriate application materials by each 
team member no later than April 25, 2016. 

On our Web site is the aforementioned update documents as well as the list of materials that must 
be placed in the team's meeting room prior to the team's arrival. This information for both the 
update documents and the visit room materials can be found on the "Evaluation Site Visit" page 
at the following link: http://www.acics.org/accreditation/content.aspx?id =2022. Click on the 
listing that relates to the type of visit to be conducted. Please ensure that all requested materials 
are labeled for easy identification and provided in an orderly manner. 

The institution will be invoiced a fixed fee for all site visits. Please be advised that pursuant to 
Section 2-3-401 of the Accreditation Criteria the Council will be made aware of any outstanding 
fees (30 days or older) during its review of your application(s). 

Thank you for your cooperation. If you have any questions, please call me at (202) 336-6788. 

Sincerely, 

Ms. Niana Moore 
Accreditation Coordinator 

c: Mrs. Susan Ramey, Huntingdon branch campus (hcc@dbcollege.com) 
Ms. Patricia Landis, Pennsylvania Division of Private Licensed Schools 
(plandis@pa.gov) 



To: 

From: 

Date: 

Subject: 

Ms. Jackie Syktich 
President/CEO 
DuBois Business College 
One Beaver Drive 
DuBois, PA 15801 
ID Code 00011225 

Mrs. LaToya Boyd, Accreditat ion Coordinator 

April 21, 2016 

Renewal of Accreditation Visit- June 13-14, 2016 

Listed below are the details for your upcoming evaluation visit. Please send each team member 
listed below, including myself, an electronic copy (flash drive or e-mail) of the Self-Study 
Application. 

As a reminder, the Self-Study Application materials include: 

SELF-STUDY APPLICATION 
1. Explanation 
2. Future Plans 
3. Campus Effectiveness Plan 
4. Academic Credit Analysis 
5. Self-study Narrat ive 

Additionally, the following update report documents must be sent to the team as well as uploaded 
to the campuses' online applications: 

1. Faculty and Staff Summary 
2. Inventory of Equipment 
3. Catalog 
4. Class schedule 
5. Program Update Form 
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The update report documents are available on the ACICS Web site 
at http ://www.ac ics.org/accreditation/content.aspx?id=2022 . Go to the "Accreditatio n Proces s" 
page and then click the "Evaluation Site Visit" page. The documents above must be received, 
along with the appropriate application material s by each team member no later than May 31, 
2016. It is unnece ssary and often inconvenient to require a signed receipt upon delivery of these 
items to the team memb ers. 

We will need a private work area for the team's use during the visit. The materials identified on 
the enclosed list should be placed in the work area prior to the team's arrival. Addi tional 
material s may be requested during the visit. Details of the visit are outlined below. 

The institution will be invoiced a fixed fee for all site visits. Please be advised that pursuant to 
Section 2-3-401 of the Accreditation Criteria the Council will be made aware of any outstanding 
fees (30 days or older) during its review of your application. 

Please contact me immediately if you have any concerns regarding any team member appointed 
to serve on the evaluation team or if you have any questions about the visit. Thank you. 

VISIT ITINERARY 

Institution to Be Visited 

ACICS ID Code 00011225 (MC) 
DuBoi s Business College 
One Beaver Drive 
DuBoi s, PA 1580 1 
(814) 37 1-6920 

Visit Dates 

Monday, June 13, 20 16- Tuesday, June 14, 2016 (MC/LS) 

Visit Type 

Renewal of Accreditation 

Current Level of Accreditation 

Occupational Associa te's degree 

Itinerary (approximate) 

AlTive on Monday, June 13, 2016, at 9:00 a.m. 
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Depart on Tuesday, June 14, 2016, at 5:00 p.m. 

Evaluation Team 

CHAIR 
b)(6) 

EDUCATIONAL ACTIVITIES & INFORMATION SYSTEMS SUPPORT TECHNICIAN 
PROGRAM SPECIALIST & COMPUTER APPLICATIONS/MANAGEMENT PROGRAM 
SPECIALIST 
b)(6) 

DATA INTEGRITY REVIEWER & LEGAL ASSISTANT PROGRAM SPECIALIST 
b)(6) 

ADMINISTRATIVE MEDICA L ASSISTANT PROGRAM SPECIALIST & CLINICAL 
MEDICALASSISTANT SPECIALIST &ACCOUNTING /BUSINESS ADMINISTRATION 
PROGRAM SPECIALIST & EXECU TIVE ASSISTANT PROGRAM SPECIALIST l)~) I 



Ms. Jackie Syktich 
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ENTERTAINMENT PRODUCTION BUSINESS PROGRAM SPECIALIST 
b)(6) 

ACICS STAFF REPRESENTATIVE 
Mr. Ian Harazduk 
Senior Manager, Policy and Compliance 
(202) 336-6795 (office) 
IHarazduk@ac ics.org 

ACICS STAFF REPRESENTATIVE (Observer) 
Mrs. LaToya Boyd 
Accreditation Coordinator 
(202) 336-6777 
(202) 421-5183 
LBoyd@ac ics.org 

Fairfield Inn & Suites 
2219 Bee Line Hwy 
DuBoi s, PA 15801 
(814) 371-226 0 

c: Evaluation Team 
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EVALUATION VISIT MEETING ROOM MATERIALS 
Initial, Renewal of Accreditation, and Branch Inclusion Visit 

Institutions are to place the following materials in the room provided to the evaluation team. 
Additional materials may be requested when the team is at the institution. 

1. Current Information 

a. Class schedule includin g course names, numb ers, titles, room numb ers, clas s times, names 
of instructors, and student enroll ment by class period for the entire 
term/quarter/semes ter/module 

b. Stud ent enrollm ent on day( s) of visit by program and by day and eveni ng divisions 
c. Floor plan of fac ility 
d . Staff roster and organ ization chart 
e . Course syllabi for currentl y offered co urses (For courses not offered in the current term, 

the sylla bi must be provided with the excep tion of the following items: instructional 
mater ials and references, out -of-class activities and assignments, assessment criteria, and 
method of evaluating students) 

f. All admiss ions tests and test cut-off scores for each program 
g. If ability-to-benefit students are admitted, complete documentation evidencing the 

relat ionship be tween admiss ions test cut-off scores and successful academic or 
employment outcomes, as well as the contrac t for the independen t test administrator 

h. Two copies of the most recently complete d , and the prior year 's ACICS Campus 
Acco untability Repor ts along with the comp lete back-up doc umentatio n. Thi s must 
include informa tion to support enrollment, grad uate, and withdrawal number s and 
plac ement information such as stude nt name, program of study , graduation date, j ob title, 
emp loyer name, and employe r telephone number s 

1. A copy of the curren t Campus Effec tiveness Plan along with the progress reports and/or 
prior year's campu s effec tiveness plan 

j. Board of directors and admfo istrative staff meet ing mfoutes 
k. Faculty meet ing minutes 
l. Document ation of in-serv ice training sess ions held and the sched ule for upcoming sess ion 
m. Schedule and doc umentation of com munit y reso urces utili zed for each program 

( organize d by program) 
n. A copy of the Certificate of Attendance at an ACICS Accreditation Work shop for the 

chief on- site admini strator or self-study coordi nator 
o . Copies of corresponde nce with ACICS for any approva ls or notifications for 

modific ations since the last Renewal of Accreditation Visit (learning sites, new programs, 
distance educati on activ ity , substantive /non-substantive changes to an existing prog ram, 
change of location , change of name, etc.) 

p. A copy of the approved and mos t current Academic Analy sis for each program. If 
applicable, this includes approved Clock to Credit Profile s with corresponding letters of 
approval. 



Ms. Jackie Syktich 
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2. Official Documents 

3. 

a. Corporate Charter 
b. Articl es of Incorporation , and Certificat e of Incorporation or other appropriate 

C. 

d. 
e. 
f. 

g. 

h. 

I. 

J· 

Files 

documentation of legal structure and ownership of the institution and a chart outlining the 
ownership structure 
Certificate of good standing; relative to an institution 's corporate statute and/or legal 
identity 
State license and authorization to award degrees (if applicable) 
Most recent state and VA compliance report s 
Documentation that the facilities are in compliance with local , state, and federal laws 
governing fire, safety, and sanitation 
Documentation that the institution is in compliance with copyright laws for 
instructional material s utilized 
U.S. Department of Education Program Participation Agreement and Eligibility 
and Certification Approval Report (if applicable) 
Report s from most recent reviews by agencies such as the U.S. Department of Educati on, 
Inspector Genera l, and guarantee agency, as well as the institution 's student financial aid 
compliance audit 
Third-party contracts with other educational institutions or contracts such as JTPA 

a. Admini strativ e staff personne l files that include updated ACICS data sheets 
b. Faculty personnel files that include updated ACICS data sheets, copies of administrative 

and student evaluations, and faculty development plans with documentation of 
their implem entation 

NOTE: Student files will be selected randomly for review by team members. 

4. Inventorie s 

a. Library resource and reference materials including online materials (if appl icable) 
b. Instruct ional equipment for all program s 

5. Publications 

a. Most recent ACICS self -study or branch application 
b. All current advertising and promotional literature, includin g scrip ts, copies of 

newspapers, magazines, brochures, and tapes of radio and television ads 
c. All current internal recruitment materials including admissions orientation packets, YTD admissions 

meeting minutes, copy of standard interview and phone scripts, and communication with external 
recruiters (if applicab le) 

d. Student, faculty, and staff handbooks (if applicable ) 

e. Current catalog with all addenda (if applicable) 

f. Previous two years catalogs and addenda (if applicable) 



To: 

From: 

Date: 

Subject: 

Terry Khoury 
Campus Director 
DuBois Business College 
701 East Third Street 
Oil City, PA 16301 
ID Code 00012819 

Mrs. LaToya Boyd, Accreditatio n Coordinator 

April 21, 2016 

Renewal of Accreditation Visit- June 15-16, 2016 

Listed below are the details for your upcoming evaluation visit. Please send each team member 
listed below, including myself, an electronic copy (flash drive or e-mail) of the Self-Study 
Application. 

As a reminder, the Self-Study Application materials include: 

SELF-STUDY APPLICATION 
1. Explanation 
2. Future Plans 
3. Campus Effectiveness Plan 
4. Academic Credit Analysis 
5. Self-study Narrat ive 

Additionally, the following update report documents must be sent to the team as well as uploaded 
to the campuses' online applications: 

1. Faculty and Staff Summary 
2. Inventory of Equipment 
3. Catalog 
4. Class schedule 
5. Program Update Form 
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The update report documents are available on the ACICS Web site 
at http://www.acics.org/accreditation/content.aspx? id=2022 . Go to the "Accreditation Process" 
page and then click the "Evaluation Site Visit" page. The documents above must be received, 
along with the appropriate application materials by each team member no later than May 31, 
2016. It is unnecessary and often inconvenient to require a signed receipt upon delivery of these 
items to the team members. 

We will need a private work area for the team 's use during the visit. The materials identified on 
the enclosed list should be placed in the work area prior to the team 's arrival. Additional 
materials may be requested during the visit. Details of the visit are outlined below. 

The institution will be invoiced a fixed fee for all site visits. Please be advised that pursuant to 
Section 2-3-401 of the Accreditation Criteria the Council will be made aware of any outstanding 
fees (30 days or older) during its review of your application. 

Please contact me immediately if you have any concerns regarding any team member appointed 
to serve on the evaluation team or if you have any questions about the visit. Thank you. 

VISIT ITINERARY 

Institution to Be Visited 

ACICS ID Code 00012819 
DuBoi s Business College 
701 East Third Street 
Oil City, PA 16301 
(814) 677-8237 

Visit Dates 

Wednesday, June 15, 2016-Thursday, June 16, 2016 

Visit Type 

Renewal of Accreditation 

Current Level of Accreditation 

Occupational Associate's degree 

Itinerary (approximate) 

AlTive on Wednesday, June 15, 2016, at 9:00 a.m. 
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Depart on Thur sday , June 16, 2016 , at 5:00 p.m. 

Evaluation Team 

CHAIR 
b)(6) 

RELATIONS WITH STUDENTS 
b)(6) 

EDUCATIONAL ACTIVITIES & INFORMATION SYSTEMS SUPPORT TECHNICIAN 
PROGRAM SPECIALIST & COMPUTER APPLICATIONS/MANAGEMENT PROGRAM 
SPECIALIST 
b)(6) 

DATA INTEGRITY REVIEWER & LEGAL ASSISTANT PROGRAM SPECIALIST 
b)(6) 

ADMINISTR ATIVE MEDICAL ASSISTANT PROGRAM SPECIALIST & CLINICAL 
MEDICALASSISTANT SPECIALIST &ACCOUNTING /BUSINESS ADMINISTRATION 
PROGRAM SPECIALIST & EXECUTIVE ASSISTANT PROGRAM SPECIALIST 

r··, 
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, ACICS STAFF REPRESENTATIVE 
LaToya Boyd 
Accred itation Coordinator 
(202) 336-6777 (office) 
(202) 421-5183 (cell) 
LBoyd@ac ics.org 

ACICS STAFF REPRESENTATIVE (Observer) 
Ian Harazduk 
Senior Manager, Policy and Compliance 
(202)336 -6795 (office) 
IHarazduk@acics. org 

Holiday Inn Expre ss & Suites Franklin 
225 Singh Dr. Seneca, PA 16346 
(814) 677-2640 

c: Evaluation Team 
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EVALUATION VISIT MEETING ROOM MATERIALS 
Initial, Renewal of Accreditation, and Branch Inclusion Visit 

Institutions are to place the following materials in the room provided to the evaluation team. 
Additional materials may be requested when the team is at the institution. 

1. Current Information 

a. Class schedule includin g course names, numb ers, titles, room numb ers, clas s times, names 
of instructors, and student enrollment by class period for the entire 
term/quarter/semes ter/module 

b. Stud ent enrollm ent on day( s) of visit by program and by day and eveni ng divisions 
c. Floor plan of fac ility 
d. Staff roster and organ ization chart 
e . Course syllabi for currentl y offered co urses (For courses not offered in the current term, 

the sylla bi must be provided with the excep tion of the following items: instructional 
mater ials and references, out -of-class activities and assignments, assessment criteria, and 
method of evaluating students) 

f. All admiss ions tests and test cut-off scores for each program 
g. If ability-to-benefit students are admitted, complete documentation evidencing the 

relation ship be tween admiss ions test cut-off scores and successful academic or 
employment outcomes, as well as the contrac t for the independen t test administrator 

h. Two copies of the most recently completed, and the prior year 's ACICS Campus 
Acco untability Repor ts along with the comp lete back-up docume ntation. Thi s must 
include information to support enrollment, graduate, and withdrawal number s and 
plac ement information such as stude nt name, program of study , graduation date, j ob title , 
emp loyer name, and employe r telephone number s 

1. A copy of the curren t Campus Effec tiveness Plan along with the progress reports and/or 
prior year's campu s effec tiveness plan 

j. Board of directors and admfo istrative staff meet ing mfoutes 
k. Faculty meet ing minutes 
l. Document ation of in-serv ice training sess ions held and the sched ule for upcoming sess ion 
m. Schedule and doc umentation of com munit y reso urces utili zed for each program 

( organize d by program) 
n. A copy of the Certificate of Attendance at an ACICS Accred itation Work shop for the 

chief on- site admini strator or self-study coordinat or 
o. Cop ies of correspondence with ACICS for any approva ls or notifications for 

mod ificatio ns since the last Renewal of Accred itation Visit (learning sites, new programs, 
distance educati on activ ity , substantive /non-substantive changes to an existing prog ram, 
change of location , change of name, etc.) 

p. A copy of the approved and mos t curren t Academic Analy sis for each program. If 
applicable, this includ es approved Clock to Credit Profile s with corresponding letter s of 
approval. 
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2. Official Documents 

3. 

a. Corporate Charter 
b. Articl es of Incorporation , and Certificat e of Incorporation or other appropriate 

C. 

d. 
e. 
f. 

g. 

h. 

I. 

J· 

Files 

documentation of legal structure and ownership of the institution and a chart outlining the 
ownership structure 
Certificate of good standing; relative to an institution 's corporate statute and/or legal 
identity 
State license and authorization to award degrees (if applicable) 
Most recent state and VA compliance report s 
Documentation that the facilities are in compliance with local , state, and federal laws 
governing fire, safety, and sanitation 
Documentation that the institution is in compliance with copyright laws for 
instructional material s utilized 
U.S. Department of Education Program Participation Agreement and Eligibility 
and Certification Approval Report (if applicable) 
Report s from most recent reviews by agencies such as the U.S. Department of Educati on, 
Inspector Genera l, and guarantee agency, as well as the institution 's student financial aid 
compliance audit 
Third-party contracts with other educational institutions or contracts such as JTPA 

a. Admini strativ e staff personne l files that include updated ACICS data sheets 
b. Faculty personnel files that include updated ACICS data sheets, copies of administrative 

and student evaluations, and faculty development plans with documentation of 
their implem entation 

NOTE: Student files will be selected randomly for review by team members. 

4. Inventorie s 

a. Library resource and reference materials including online materials (if appl icable) 
b. Instruct ional equipment for all program s 

5. Publications 

a. Most recent ACICS self -study or branch application 
b. All current advertising and promotional literature, includin g scrip ts, copies of 

newspapers, magazines, brochures, and tapes of radio and television ads 
c. All current internal recruitment materials including admissions orientation packets, YTD admissions 

meeting minutes, copy of standard interview and phone scripts, and communication with external 
recruiters (if applicab le) 

d. Student, faculty, and staff handbooks (if applicable ) 

e. Current catalog with all addenda (if applicable) 

f. Previous two years catalogs and addenda (if applicable) 



To: 

From: 

Date: 

Subject: 

Mrs. Susan Ramey 
DuBois Business College 
1001 Moore Street 
Huntingdon, PA 16652 
ID Code 00012824 

Ms. Niana Moore, Accreditation Coordinator 

April 28, 2016 

Renewal of Accreditation Visit - May 9-10, 2016 

Listed below are the details for your upcoming evaluation visit. Please send each team member 
listed below, including myself, an electronic copy (flash drive or e-mai l) of the Self-Study 
Application. 

As a reminder, the Self-Study Application materials include: 

SELF-STUDY APPLICATION 

1. Explanation 
2. Future Plans 
3. Campus Effectiveness Plan 
4. Academic Credit Analysis 
5. Self-study Nmrntive 

Additionally, the following update report documents must be sent to the team as well as uploaded 
to the campuses' online applications: 

1. Faculty and Staff Summary 
2. Inventory of Equipment 
3. Catalog 
4. Class schedule 
5. Program Update Form 

The update report documents are available on the ACICS Web site at 
http://www.acics.org/accreditation/content.aspx?id =2022 . Go to the "Accreditation Process" 
page and then click the "Evaluation Site Visit" page. The documents above must be received, 
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along with the appropriate application materials by each team member no later than April 27 , 
2016. It is unnecessary and often inconvenient to require a signed receipt upon delivery of these 
items to the team members. 

We will need a private work area for the team's use during the visit. The materials identified on 
the enclosed list should be placed in the work area prior to the team's arrival. Additional 
materials may be requested during the visit. Details of the visit are outlined below. 

The institution will be invoiced a fixed fee for all site visits. Please be advised that pursuant to 
Section 2-3-401 of the Accreditation Criteria the Council will be made aware of any outstanding 
fees (30 days or older) during its review of your application(s). 

Please contact me immediately {f you have any concerns regarding any team member appointed 
to serve on the evaluation team or if you have any questions about the visit. Thank you . 

VISIT ITINERARY 

Institution to Be Visited 

ID CODE 00012824 
DuBois Business College 
1001 Moore Street 
Huntingdon, PA 16652 
(814) 641-0440 

Visit Dates 

Monday , May 9, 2016-Tuesday , May 10, 2016 

Visit Type 

New Grant Visit 

Current Level of Accreditation 

Occupational Assoc iate's Degree 

Itinerary (approximate) 

Arrive on Day, Monday, May 9, 2016, at 9:00 a.m. 
Depart on Day, Tuesday, May 10, at 5:00 p.m. 
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Evaluation Team 

■ ~ ·~ b)(6) 

RELATIONS WITH STUDENTS 
b)(6) 

LEGAL ASSISTANT/ EDUCATIONAL ACTIVITIES SPECIALIST 
b)(6) 

ADMINSTRATIVE MEDICAL ASSISTANT / CLINICAL MEDICAL ASSISTANT 
SPECIALIST 
b)(6) 

BUSINESS ADMINISTRATION I MANAGEMENT I EXECUTIVE ASSISTANT 
SPECIALIST 
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ACICS STAFF REPRESENTATIVE 
Ms. Niana Moore 
Accreditation Coordinator 
(202) 336-6788 

~b)(6) !Cell 
nmoore@acics.org 

c: Evaluat ion Team 
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EVALUATION VISIT MEETING ROOM MATERIALS 
Initial, Reevaluation, and Additional Location Inclusion Visit 

Institutions are to place the following materials in the room provided to the evaluation team. 
Additi onal materials may be requested when the team is at the institution. 

1. Current Information 

a. Class schedule including course names, numbers, titles, room numbers, class 
times, names of instructors, and student enrollment by class period for the entire 
term/quarter/semester/module 

b. Student enrollment on day(s) of visit by program and by day and evening divisions 
c. Floor plan of facility 
d. Staff roster and organization chart 
e. Course syllabi for currently offered courses (For courses not offered in the current 

term, the syllabi must be provided with the exception of the following items: 
instructional materials and references, out-of-class activities and assignments, 
assessment criteria, and method of evaluating students) 

f. All admissions tests and test cut-off scores for each program 
g. If ability-to-benefit students are admitted, complete documentation evidencing the 

relationship between admissions test cut-off scores and successful academic or 
employment outcomes, as well as the contract for the independent test 
administrator 

h. Two copies of the most recently completed, and the prior year's ACICS Campus 
Accountability Reports along with the complete back-up documentation. This 
must include information to support enrollment, graduate, and withdrawa l 
numbers and placement information such as student name, program of study, 
graduation date, job title, employer name, and employer telephone numbers 

1. A copy of the current Campus Effectiveness Plan along with the progress reports 
and/or prior year's campus effectiveness plan 

J. Board of directors and administrative staff meeting minutes 
k. Faculty meeting minutes 
1. Documentation of in-service training sessions held and the schedule for upcoming 

session 
m. Schedule and documentation of community resources utilized for each program 

(organized by program) 
n. A copy of the Certificate of Attendance at an ACICS Accreditation Workshop for 

the chief on- site administrator or self-study coordinator 
o. Copies of correspondence with ACICS for any approvals or notifications for 

modifications since the last New Grant Visit (campus additions, new programs, 
distance education activity, substantive/non-substantive changes to an existing 
program, change of location, change of name, etc.) 

p. A copy of the approved and most current Academic Analysis for each program. If 
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applicable, this includes approved Clock to Credit Profiles with corresponding 
letters of approval. 

2. Official Documents 

a. Corporate Charter 
b. Articles of Incorporation , and Certifica te of Incorporation or other appropriate 

documentation of legal structure and ownership of the institution and a chart 
outlining the ownership structure 

c. Certificate of good standing; relative to an institution' s corporate statute and/or 
legal identity 

d. State license and authorization to award degrees (if applicable) 
e. Most recent state and VA compliance reports 
f. Documentation that the facilities are in compliance with local , state, and federa l 

laws governing fire, safety, and sanitation 
g. Documentation that the institution is in compliance with copyright laws for 

instructional materials utilized 
h. U.S. Department of Education Program Participation Agreement and 

Eligibility and Certification Approval Report (if applicable) 
1. Reports from most recent reviews by agencies such as the U.S. Department of 

Education, Inspector General , and guarantee agency, as well as the institution 's 
student financial aid compliance audit 

J. Third-party contracts with other educational institutions or contracts such as JTPA 

3. Files 

a. Administrative staff personnel files that include updated ACICS data sheets 
b. Faculty personnel files that include updated ACICS data sheets, copies of 

administrative and student evaluations, and faculty development plans with 
documentation of their implementation 

NOTE: Student files will be selected randomly for review by team members. 

4. Inventories 

a. Library resource and reference materials including online materials (if applicable) 
b. Instructional equipment for all programs 

5. Publications 

a. Most recent ACICS self-study or additional location application 
b. All current advertising and promotional literature, including scripts, copies of 

newspapers, magazines, brochures, and tapes of radio and television ads 
c. Student , faculty, and staff handbooks (if applicable) 
d. Current catalog with all addenda (if applicable) 
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Pre-Visit Meeting Outline 

This outline is provided as guidance to the AC/CS staff during the joint facilitation of the pre­
visit meeting . The meeting is led by the team chair but the staff is responsible for providing 
information on any applicable Criteria changes and Council directive that affects the 
evaluation process. 

There were no Criteria changes that directly affect the evaluation 
process this cycle. 

PROCEDURAL CHANGES 

Data Integrity Reviewer (DIR) 
To strengthen the current placement verification process, a new role has been created to allow 

for 100% verification in all programs, to include the review of graduates classified as not 
available for placement (waivers) . Because waivers positively affect the rate (it is subtracted 
from the denominator), it is important that this classification is also included in the integrity 
review. 

This role may be combined with another on the team or be an additional team member whose 
sole responsibility is making placement calls and reviewing waiver documentation. The 
assignment will be based on a number of factors, including number of graduates classified as 
placed, number of waivers, current enrollments, etc. 

The reviewer will make all the placement calls for all programs but provide the results to the 
specialist for reporting in the educational activities and program evaluation sections of the 
report. The following will be reported: 

Number of placements reported: 
Number of calls made: 
Number of calls that were successful: 
Number of successful calls that confirmed employment as reported: 

The goal is 100% so it is important that this task be started early in the day. 

REMINDERS 
1. The Student Relations specialist is expected to conduct a staff meeting for the Admissions 

and Financial Aid representatives. This is expected to be a joint meeting that will only 
include those individuals that do not have supervisory responsibility (similar to the faculty 
meeting). The preferred method is for the Chair to communicate this new procedure to the 
institution and have the institution set up a time for the meeting to occur. There are no 
particular report questions that have been added as a result of this meeting; however, the 
interviews will assist in answering other questions throughout the report. 
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2. As a result of the additional requirement to the Student Relations specialist, a number of 
questions have moved from Section 4 to Section 5 - Educational Activities. These questions 
-are at the end of that report and are in relation to career service activities. 

REPORT TEMPLATES REVISION 
Report Report Template Chanees Comments 
JG/RA MOA 1-2 . /Contact Hours added to Clock Hours We will capture all metrics for 

column and line added for campus retention and programs the campus offers. 
plac emen t on pag e 2. Chairs will check with specialists 

to be sure the ACA presented for 
each program agrees with 
Personify information or check 
for ACICS approval for changes. 
We will include all programs, 
including those under 300 clock 
hours, but not review them if 
there is no enrollment. 

JG/RA MOA Report. Added in Introduction explanation : The team chair should include in 
[Also include a description and explanation of any the Introduction any information 
extenuating circu ms tances, any adverse information that was collected and 
and/or complaints, and/or any distinctive or investigat ed concerning 
unusual features of the camp us or evaluation vis it. If complaints or adverse. The 
the campus has learning site s, de scribe how those introduction should be completed 
locations are used for administrative and after the visit so that the team can 
instru ctional purposes.) provide a substantive 

introduction based on the team's 
Added "If No" statement after 3.0 1. evaluation. 

IG/RA Moved 4.58, 4.59 to Sect ion 5 (regarding follow-up These questions will be part of the 
studies on graduate and employer satisfact ion and Ed Activities specialist's report. 
using placement percentages or salary projections 
as part of recruiting activities). 

JG/RA Moved 5.14, 5.15 under All Campuses We will make placement calls for 
programs on the most recent CAR 
submitted by initials, even if they 
are not being reviewed by the 
team (i.e. no enrollment, 
discontinued, etc.). This will be 
done by the Data Integrity 
Reviewer and the results 
provided to the Educational 
Activities speci alist. 

IG/RA 5.22 Does the campus award aca demic credi t to We will check for methods used to 
students who demonstrate subject evaluate subject competency in 
competency based on aca demic, awarding academic credit based 
occupational, or perso nal exper iences? 
0Yes D No (If No, skip to Question 

on prior academic, occupation, or 
personal experiences; whether 

5.23.) the campus has an established 
policy for awarding such credit; 

If Yes, summarize the methods used for and if so, whether the campus 
evaluating subject competency and consistently follows that policy. 
awarding such credi t. 

Does the campus have an es tablished 
systematic method for evaluat ing and 
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JG/RA 

JG/RA 

JG/RA 

5.24 

awarding suc h academic credit to which the 
campus adheres? 
0Yes 0No 

If Yes, is there app ropriate documentation of 
the assessments of knowledge, skills, or 
competencies required? 
0Yes D No D Not 
Applicable ( no student has made such a 
request) 

If No (there is not appropriate 
documentation of the assessments), insert 
the sect ion number in parentheses and 
explain: 

Are the following appropriate to adequately 
support the numb er and nature of the 
general education courses? (If only nondegree 
programs are offered with no general 
education courses, or if all general education 
courses must be transferred in, skip to 5.25) 
(a) Facilities. 
0Yes 0No 
(b) Instructional equipment. 
0Yes 0No 
( c) Resources. 
0Yes 0No 
(d) Personnel. 
□ Yes 0No 

If No for any item, insert the section number 
in parentheses and explain: 

5.47 Are follow-up studies on graduate and 
employer satisfaction conducted at specific 
measuring points following the placement of 
the campus's graduates? 
0Yes 0No 0Not 
Applicable (there have been no graduates) 

If Not Applicable, expla in: 

If No, insert the section number in 
~ rentheses and explain : 

5.48 Does the campus use placement percentages 
or salary projections as part of its recruiting 
activities? 

9.18 

0Yes 0No 

What was the total number of graduates in 
all programs reported dur ing the most 
recent Campus Accountability Report 
submitted to the Council? 

Quality Enhancement & Training @ AID 

We have included programs for 
which the campus requires that 
all general education courses be 
transferred. 

The Ed Activities speciali st will 
now be responsible for these 
questions. 

We will now enter the total 
number of graduates reports in 
the most rece nt CAR so the Data 
Integrity specialist knows how 
many total calls to expect to make. 
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JG/RA 9.19 Was the team ab le to verify the backup The Data Integrity specialist will 
documentation to support the placement advis e the program specialist(s) 
rate for the program(s) as reported on the of the number of calls made as 
last Campus Accountability Report well as the number that was 
submitted to the Council? successful. 
□ Yes □ No □ Not The specialist may now include a 
Applicable (there have been no graduates) finding if there were no successful 

contacts (that is, 20 calls made 
If No, insert the section number in and none were successful to 
parentheses and explain : graduates and employers). 

How many calls to graduates or employers 
were attempted? 
[Total number of calls attempted is not to 
exceed numb er of graduates. For a single 
program, use a full sentence . For two o~ 
more programs, please list in the manner 
below. Delete non-a0Jlicable credential 
levels] 
The following numbers of calls were made to 
employers or graduates for the following 
programs: 
Diploma in XX: 
Occupational Associate 's degree in XX: 
Academic Associate's degree XX: 
Bachelor's Degree XX: 

How many calls to graduates or employers 
were successful? 
The following numbers of calls, by program, 
were successful: 
Diploma in XX: 
Occupational Associate's degree in XX: 
Academic Associate's degree in XX: 
Bachelor 's Degree in XX: 

How many of the successful contacts 
confirmed the employment of the graduate 
as reported on the CAR? Please explain any 
discrepancy between the number of 
successful contacts and confirmations. 

If there were no or few successful contacts, 
or if any graduate employments cou ld not be 
confirmed as reported on the CAR, insert 
"Section 3-1-303(a)" in parentheses and 
explain: 

Non traditional These reports are now separated: H-A Distance Teams will use the appropriate 
Education Education and Hybrid/B lended Courses, H-B Self- report(s) for each campus. 

pace Instruction, H-C Consortium Agreements, and 
H-D Direct Assessment Competency-based 
Programs. 
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English as a F.21 Does the admissio ns policy for the ESL The options in admiss ion policy 
Second program meet ACICS and Department of allowed by the Depa rtment have 
Language Education standards by requiring that been clarified in the question. 

admitted participants be undergraduate 
students who either: 
(a) have previous know ledge, training and 

skills in a vocational field? 

OR 
(b) are sole ly enrolled to obtain ESL 

competency unr elat ed to a vocation? 
OYes ONo 

If No, insert the sect ion number in 
parentheses and explain : 

Out of Scope N.31 Is credit appropriate ly converted in relation The Not Applicable option for 
to total student contact/clock hours in each clock hour programs has been 
class? added. 
□ Yes ONo D Not Applicable 
(clock hour programs only) 

If No, insert the section number in 
parentheses, identify the courses , and 
explain: 

Change of Contact Hours added to Clock Hours column. We will capture all program 
Ownership metrics in these reports and 

check for consistency with 
Personify data. We will ask for 
ACICS approva l for any changes. 
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3720 

No Title 

Open Menu 

00011225 Staff 

As an Alumnus of DuBois Business College, I cannot say enough about my very wonde rful educational 

experience. "Way back when" I was a student, the teachers were caring and took time with us when we 

needed help with our courses, as they still are today. I have seen them grow leaps and bounds over the 

past 33 years. They have a bright outlook on everyone's educational future . I have been on the 

administrative side of education for 18 years. The work environment is as special as the student 

environment that I experience d as a student. The education that the students receive at DBC should 

prepare them for a great future. Thank you. 

DuBois Business College - DuBois, PA (00011225) 

3761 

No Title 

Open Menu 

00011225 Student 

209.73.183.19 

This is in reference to the Dubois Business College location in Phi lipsburg. As a student at the Philipsburg 

location I feel that my time here has been great and I have not found any problems with any of the 

teacher that I have had and I have learned a lot in t he three terms that I have been here . 

DuBois Business College - DuBois, PA (00011225) 209.73.183.17 

3765 

No Title 

Open Menu 

00011225 Student 

In regards to the Dubois Business College survey, I am very happy with my decision to enroll at Dubois 

Business College. I enjoy the classes and the instructors are very good at what they do. 

DuBois Business College - DuBois, PA (00011225) 

3767 

No Title 

209.73.183.17 



Open Menu 

00011225 Student 

This is in reference to the DBC Philipsburg Location. I am deeply concerned with the instruction that I am 

receiving from one instructor at my location. I have tried for two terms to have changes. I have had 

numerous meetings with faculty and have documented the many problems that I have encountered . I 

have been made to feel very uncomfortable with my choice to attend this school. While voicing my 

concerns I have been told that I could leave and they would provide my walking papers if I chose tha~ 

option. There is many more thi ngs I would like to speak about but am told that I am only to speak 

Rositive. Please fee l free to ask for me when you visit our location . 

DuBois Business College - DuBois, PA (00011225) 

3768 

No Title 

Open Menu 

00011225 Student 

209.73.183.19 

This is regarding the Philipsburg location. I want to express the experience so far at th is campus. I have 

been disappo inted w ith the educational experience here. I wanted to see why there are only o~ 

Instructor and why some of the Instructors are not qualified to teach a certa in subject. There have been 

issues regarding an on-going academic issue here and it has not been solved. A lot of students are not 

happy here and are seeking resolutions . We want honest answers and to see why we actually picked 

this college. 

DuBois Business College - DuBois, PA (00011225) 

3769 

No Title 

Open Menu 

00011225 Faculty 

209.73.183.16 

The experience I have gained from employment through DuBois Business College has been very 

rewarding. I love the support that I have received from Administration . 

DuBois Business College - DuBois, PA (00011225) 209.73.183.16 

3770 

No Title 



Open Menu 

00011225 Student 

In regards to the DuBois Business College survey. As a older aged student, I have unfortunately had 

tom plaints as to the teaching methods that have been offered with some classes. When I brought my 

complaints to the attention of the director in charge (not the acting director) I was basically accused of 

being told I am a liar and was told that she would help me withdraw from this school because I probably 

was not meant for college. There are other things I would like to mention but my class time is short. I 

wi ll say that I have had great instructors with other classes also. 

DuBois Business College - DuBois, PA (00011225) 

3771 

No Titl e 

Open Menu 

00011225 Faculty 

209.73.183.19 

I am an inst ructor at th e Philipsburg locat ion. I like having DBC in thi s small community. I especially like 

that th e Philipsburg students go to DuBois fo r so many days per ter m .. I t hink it helps t he st udents and 

faculty fee l a part of t he larger campus. I would like to see even more recruit ment being done to bring 

mor e students to the Philipsburg locat ion. 

DuBois Business College - DuBois, PA (00011225) 

Shadylane Dr, Phil ipsburg, PA 16866, USA 

3778 

No Titl e 

Open Men u 

00011225 Student 

209.73.183.17 40.909423, -78 .208857 200 

This is in reference to DuBois Business College, Philipsburg location. I honest ly feel that only having one 

"professor" teaching multiple classes is not fair to us as students. The professor that I am talking about is 

teaching computer classes and she has no clue what she is doing. And I am getting quite upset when we 

ask questions and she doesn't know the answer at all or she asks another student for help. I am not 

paying for an independent taught class wh ile I am here, I am paying for someone to actually teach me, 

llnd I am not getting it at all. There is also a huge difference between lecturing and just reading out o 

the book. And this professor just reads out of the book. If I wanted to do that I could have bought the 

book and done that myself. As a young student, I just fee l very unprepared . Like I said before, I don't feel 

as if she is teaching well enough to prepare me for the world even if these classes have nothing to do 

with my major. 



Thank you. 

DuBois Business College - DuBois, PA (00011225) 

3803 

No Title 

Open Menu 

00011225 Student 

209.73.183.16 

This is in reference to the DBC Philipsburg location. Honestly, I am very disappointed wi t h the education 

I am currently receiving from Dubois Business College. I in no way feel that I am receiving the educat ion I 

am paying for. They began my medical class as a WebEx which was bad quality from the beginning and 

then 3 weeks in the finally listened to the other students and myself that we were unhappy with the 

results of the Web Ex. They then had chose to bring us in on our Friday's off and let us have class for 5 

hours to make up during the week, which is in my experience is very hard to retain 5 hours worth of 

information. We are still required to be in this class Monday through Wednesday every week, which 

does give us extra hours for the class, but by the end of the week I do believe we are all exhausted and 

end up over studying and not retaining much information from that week at all. In my opinion we would 

be better off with a teacher here Monday through Thursday. Gran it I do have an IEP that I had to fight 

with the school repeatedly to get in effect . This is my 3rd term here at DBC and they just put it in effect 

th is term even though I had given them the paperwork before I even started my first term. I did have 

one faculty member tell me that "my IEP really does not matter since I am not deaf nor blind." I ha~ 

had this same faculty member argue with me over the smallest little things, and then resulting with her 

not giving me my assignments for the week that she is required to give our medical class every Monday. 

I feel that it is a fight for the smallest things with the school, I honestly would not recommend this 

rc-hool to anyone. It 's convenient because of the location but that seems to be the only positive thing . 

The had a great teacher my first two terms, Lisa Ogden, she was wonderfu l and motivated students 

beyond what they thought they were capable of and DBC chose to let her go to bring in a teacher who is 

not qualified to teach the classes she does. If any quest ions from this arise please feel free to contact ~ 
on either my school emaij(b)(6) ~dbcservice.org or my personal email Fb)(6) l§>gmail.com. 

frhank you for your time f b>(6) I 
DuBois Business College - DuBois, PA (00011225) 209.73.183.16 

3812 

No Title 

Open Menu 

00011225 Faculty 



Dubois Business College provides a wonderful atmosphere for both learning and instructing. As a newer 

instructor, the faculty, staff and administration here are extremely supportive and welcoming. The 

academic program sets the students up for the opportunity to be successful in the professional world in 

several different areas of study. 

DuBois Business College - DuBois, PA (00011225) 209.73.183.17 

3814 

No Title 

Open Menu 

00011225 Faculty 

I feel that our students get a truly great educational experience while they attend college here. Our 

employer satisfaction feedback as well as the fact that our students get jobs above other facilities such 

as ours speaks for itself . We have a great student/teacher ratio which makes the experience more 

personalized . 

DuBois Business College - DuBois, PA (00011225) 

3845 

No Title 

Open Menu 

00011225 Staff 

209.73.183.17 

I am a staff member at the Philipsburg location. I believe that the DuBois Business College prov ides 

rt°udents in a rura l community the opportunity to meet their educational goals. 

We do need more instructors that specialize in their fie ld of study, rather than one instructor teach ing 

numerous classes. Our reputation can become darkened in a small community if we do not provide the 

students with the education that they are expecting to get. 

DuBois Business College - DuBois, PA (00011225) 209.73.183.19 

3852 

No Title 

Open Menu 

00011225 Faculty 



DuBois Business College is an important institution in western Pennsylvania, having continuously served 

this area for over 130 years. Times have changed; learning has changed; community/employer needs 

have changed; students, administration, and faculty have changed; and DuBois Business College has 

always stepped up to meet and/or exceed these challenges. Our association with our accrediting bodies 

is vitally important not only to keep DBC aware of legality and compliance issues; but also having ACICS 

seal of approval provides those outside of our institution with confidence and assurance in their dealings 

with DBC as well. I very strongly believe in DBC. I chose to attend here many, many years ago when I 

started by post-secondary educational journey, and I have worked here for over three decades. 

DuBois Business College - DuBois, PA (00011225) 

Beaver Dr, DuBois, PA 15801, USA 

3856 

No Title 

Open Menu 

00011225 Staff 

209.73.183.17 41.124077, -78.754623 45-49 

This comment is regarding DuBois Business College at the Philipsburg Location. My perspective on the 

education experience is below average. We need more instructors that specialize in the field of study 

that they are teaching; rather than one insturctor that teaches multiple classes without the sufficien 

knowledge, degree, or background. In my opinion, DBC Philipsburg would most defin itely improve its 

educational reputation if they would hire additional educators with credentials and experience in the 

field of study that that are teaching. Honestly, our students are not getting the business education that 

they most definitely deserve. If faculty at DBC Philipsburg was strenghtened, this location would 

flourish. As of now, it is floundering . 

DuBois Business College - DuBois, PA (00011225) 209.73.183.18 

3868 

No Title 

Open Menu 

00011225 Faculty 

Each term I see students grow and mature. The classes taught play a significant role in students' gaining 

and keeping employment . Many students form life -long bonds and appreciate the attention received by 

faculty and staff. 

Students feel empowered to ask questions and to add to a class' discussion. They appreciate knowing 

that their thoughts will not be disregarded. Comments are invited, not ignored. 



Students feel "at home" here and can learn in a welcoming environment. 

DuBois Business College - DuBois, PA (00011225) 

3899 

No Title 

Open Menu 

00011225 Student 

209.73.183.19 

Lack of knowledge of certain topics being taught and teacher not having t he experience to teach it. 

Lack of help within the classes with computers. Issues within the lesson that the teacher doesn't know 

how to help or contacts another teacher for help and doesn't give a helpful answer. 

DuBois Business College - DuBois, PA (00011225) 

3951 

No Title 

Open Menu 

00011225 Student 

209.73.183.18 

Enrolling at DBC has changed my life. I have become a more secure and confindent person. While at DBC 

earning my Computer Applications Management Degree, I found that I had a love for law, thanks to Mrs. 

Steiner, my Legal Concepts instructor . M rs. Steiner made learning the law exiting and left me wanting to 

learn more so I decided to earn my Legal Assistant Degree also. Thank you DBC staff for making my 

learning experiences ones that will stay with me for many, many years. 

DuBois Business College - DuBois, PA (00011225) 

3973 

No Title 

Open Menu 

00011225 Staff 

209.73.183 .16 

I love my job and enjoy working with the students. It is very rewarding to see students start school and 

the transformation that happens while they are at DBC. I am always so proud. 



DuBois Business College - DuBois, PA (00011225) 209.73.183.18 

3978 

No Title 

Open Menu 

00011225 Staff 

As a DuBois Business College graduate from 1987, I know for a fact that the faculty and staff truly care 

about their students. I received a good, quality education here, and although many of the teachers I had 

whi le in school have moved on, I can say that the ones that are still here value each and every student. I 

was very blessed to be hired by DBC upon my graduation and have worked here ever since. I know t hat 

DBC has changed the lives of many people for the better because I have seen it from both sides of the 

fence as a student and an employee. 

DuBois Business College - DuBois, PA (00011225) 

Beaver Dr, DuBois, PA 15801, USA 

4000 

No Title 

Open Menu 

00011225 Student 

209.73.183.18 41.124595, -78.753906 5 

DuBois Business College is a wonderful educational institution that gets you ready for the career path 

you choose. The instructors here will go above and beyond to help you absorb the information t hey 

give. Everyone in this school takes the work serious, but are also very laid back and enjoyable to be 

around . 

DuBois Business College - DuBois, PA (00011225) 

4003 

No Title 

Open Menu 

00011225 Faculty 

209.73.183.16 

Hmmm, we have great programs, an excellent faculty, and the school focuses on the success of the 

student. I look forward to seeing you during the visit. 

DuBois Business College - DuBois, PA (00011225) 209.73.183.19 



4006 

No Title 

Open Menu 

00011225 Student 

I am a legal student here at the DuBois Main Campus, I am currently in my second term. I am very much 

pleased with my experience so far here at the school. The academics are not at all what I expected, they 

are a lot more in depth than what I thought they wou ld be. The teachers are very sincere and want 

every student to obtain the material and learn as much as possible. I am enrolled in a 18 month 

program, I have only been here for 6 months and I feel so much more knowledgeable. I am excited that I 

took the step to attend this school and have no regrets whatsoever . 

DuBois Business College - DuBois, PA (00011225) 

4008 

No Title 

Open Menu 

00011225 Faculty 

209.73.183.18 

I feel we attempt to give our students a firm founda t ion to send them out into the business world with 

the skills that will make them good employable individuals. 

DuBois Business College - DuBois, PA (00011225) 209.73.183.17 

4009 

No Title 

Open Menu 

00011225 Student 

DuBois Business College is a great place to come as a student, the staff and faculty are great and give 

this college character . 

DuBois Business College - DuBois, PA (00011225) 

4010 

No Title 

Open Menu 

209.73.183.17 



00011225 Faculty 

I think we fill an important need for education in the community. The administration and faculty try to 

treat each student as an important individual to us. We do our best to prepare them to become well 

trained professional employees. 

DuBois Business College - DuBois, PA (00011225) 

4012 

No Title 

Open Menu 

00011225 Student 

209.73.183.19 

In this college, they keep you engaged and learning the important things you need to know for the 

career you are about to embark on. You can tell that the instructors really care for each student and 

their future. 

DuBois Business College - DuBois, PA (00011225) 

4018 

No Titl e 

Open Menu 

00011225 Staff 

209.73.183.19 

DBC offers a quality education to its students and truly does change their lives. Many of them come 

back to be guest speakers to share with current students how they have benefited from their 

education. 

DuBois Business College - DuBois, PA (00011225) 

Beaver Dr, DuBois, PA 15801, USA 

4024 

No Title 

Open Menu 

00011225 Faculty 

209.73.183.16 41.124421, -78.753959 5 

I have nothing at this time that I feel would be valuable to the evaluation review process. 

DuBois Business College - DuBois, PA (00011225) 

Randall Ct, DuBois, PA 15801, USA 

209.73.183.18 41.13126, -78.74613 417 
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No Title 

Open Menu 

00011225 Faculty 

As a fairly new faculty member at DBC, I am particularly impressed wi t h how the program cont inues to 

evolve and improve. Likewise, it is very exciting to see students come back as guest speakers and 

demonstrate how beautifully they have blossomed from students I was concerned about into confident, 

happy health care professionals. 

DuBois Business College - DuBois, PA (00011225) 

1 - 30 Next 

209.73.183.18 



June 30, 2016 
Evaluation Team Report - RENEW AL OF ACCREDITATION VISIT REPORT 

ID for Campus Visited: 00011225 
Main Campus ID: 00011225 

Staff Contact: Mr. Ian Harazduk - Phone: (202) 336-6795 
Application ID: 66337 

Ms. Jackie Syktich 
President/CE O 
DuBois Business College 
One Beaver Drive, 
DuBoi s, PA 15801 
Email Address: mainc@ dbcollege.com 

Dear Ms. Syktich: 

A copy of the report prepared by the Council's evaluation team that recently visited your institution is attached. 
The Council invites you to respond to this report in two ways before it takes formal action on your insti tution 's 
application for accreditation. First, please e-mail Mr. Ian Harazduk at iharazduk @acics.org to 
acknowledge that you have received and read the report and include any comments about the report or 
the visit. Second, please submit your response to the findings in the report via your online application. The 
Council offers the institution ten days to formally respond to the report; therefore, your response should be 
uploaded by the date indicated above. 

We look forward to receiving your response. You will be notified in writing of the Council's decision 
following its next meeting. 

Visit Response 
Your response should pertain to the findings notated in the report or letter. The following information 
provides suggest ions for deve loping your response. Please include information on any significant changes 
that have taken place at the institution since the site visit. 

Web-Based Submission of Campus Response 
ACICS has implemented a web-based submission process for all visit responses. The response to each 
finding must be uploaded under the application ID number associate d with the visit (this is noted on the 
cover page of the team report) . Each finding must include a narrative and supporting documentation (if 
applicable) . IT supporting documentation covers more than one finding, the camp us is required to duplicate 

the documentation and upload it in each finding. Submission of a current catalog need only be uploaded 
once and only if referenced in the response. If you have any questions, please send your inquiry to Ian 
Harazduk at iharaz duk@acics.org . 

7S0 First Street, NE. Suite 980 e wash ington, DC 20002 - 4223 • I - 202.336 .6780 • f - 202 .842 .2S93 ewww .acics .org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



Process: 
Once the campu s logs on to the ACICS membership website, go to the "In Process Applications" heading, 
select the application name and ID. The campus will then click either "Citation Docum ents" and upload each 
response document as described below. (Please see the attached "Preparing the Institutional Response" for step­
by-step visual instruction s on how to upload your respon se into your institution 's Member Center Account.) 

IMPORTANT: Document Labels 
The institution may name the document any appropriate file name. Howev er, each document 
must be labeled with the corresponding 'Docum ent Type.' 

Example: the document type submit ted to satisfy response: 
Finding 1 Narrative task must be labeled Narrative 1. 

If a campus needs to submit mult iple pieces of information to support one citation response, this inform ation 
should be combined into one docum ent prior to uploading. Note: The capacity size for each upload task is 
100MB, if this combined docum ent excee ds this limit , then the campus may separate the document and upload 
each of these document s separately with diff erent file names, as long they are labeled with the correct 
"Document Type." 

Response Tasks 
Below is the format for how the listing of "Document Type" will appear once the document is uploaded. Each 
visit type will have a standard amount of visit Response tasks. Uplo ad your response docum ent and label each 
one accordin gly. Ignor e tasks that exceed your response requirem ent. 

Narrative 1 
Supporting Document 1 
Narrative 2 
Supporting Document 2 
Narrative 3 
Supporting Document 3 
Narrativ e 4 
Supporting Document 4 

Responses should be profe ssional in appearance . The responses should be paginated and well-organized to 
ensure a complete and sufficient review. 

Sincerely 

Ian R. Harazduk 
Senior Manager, Policy and Compli ance 
Accreditation and Institutional Development 

Enclos ures 
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PROGRAMS OFFERED BY 
DuBois Business College 

DuBois, PA, and Philipsburg Learning Site 

CAR 
Reten tion and 
Placement ( % ) 

Enroll: 
2015 2014 CREDENTIAL Full-

EARNED (As Clock/ time/ 
defined by the ACICS APPROVED PROGRAM Contact Qtr. Part -
institution) CREDENTIAL TITLE Hrs. Hrs. time Ret . Pia. Ret. 
Associate in Occupational AccountinglB usines s 1760 90 1010 79 83 71 
Specialized Business Associate Administration 
Degree 
Associate in Occupational Admini su·ative Medical 1760 90 610 69 NIA 72 
Specialized Busine ss Associate Assistant 
Degree 
Associate in Occupational Clinical Medical Assistant 2060 105 3210 97 93 76 
Specialized Busines s Associate 
Degree 
Associate in Occupational Computer 1760 90 410 71 83 88 
Specialized Busines s Associate Applications/Management 
Degree 
Assoc iate in Occupational Entertainment Production 2100 l06 810 79 100 100 
Specialized Busines s Associate Busines s 
Degree 
Associate in Occupational Executive Assistant 1760 90 710 LOO 100 57 
Specialized Busines s Associate 
De_gree 
Associate in Occupational Information Systems 1760 90 12/l 94 75 67 
Specialized Busines s Associate Suppo11 Technician 
Degree 
Associate in Occupational Legal Assistant 1760 90 910 83 LOO 82 
Specializ ed Business Assoc iate 
Degree 
Dip loma Diploma Accounting Assistant 900 46 1/0 00 NIA 100 

Diploma Diploma Office Assistant* 900 46 010 71 100 67 

Diploma Diploma Computer Systems Suppo rt 1200 61 010 NIA NIA 71 
Technician * 
TOTAL ENROLLMENT 90 DuBoi s/Philipsburg 

Combined 
CAMPUS RETENTION(%) 82 CAMPUS PLACEMENT(% ) 91 

* Program s with no enrollment. The campus plans to enroll students in these two programs within 
the coming two semesters. The ACICS team did not evaluate these programs. 

Pia. 
67 

100 

91 

100 

100 

100 

75 

LOO 

LOO 

100 

100 
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INTRODUCTION 

DuBoi s Business College in DuBoi s, Pennsylvania , was founded in 1885 and offers eight occupational 
associate degree programs and three diploma programs . The campus has high retention rates (82 percent) and 
high placem ent rates (9 1 percent). 

Enrollment has dropped from a high of 333 student s in 2006 to 90 student s today. The campus attributes this 
drop to a loss of employers in the area and a drop in high school enrollm ents, with drops ranging up to 35 
percent. Clinical medical assistant is the largest program of study. Most students are female, Caucasian, and 
come from middle-class families. Students typically were very positive about their experience at the campus 
and would recommend it to families and friend s ( except for those student s at the Philipsburg locat ion, as 
explained later in the report ). 

The city of DuBoi s has a population of 7,800 and is about 100 miles northeast of Pittsburgh . Penn Highlands 
Healthc are is the town 's largest employer. 

Although the campus has a highly experienced staff, with many being employed at the campus for more than 
twenty years, as documented in this report, the team found that the administration of the campus was 
somewhat spotty , with numerous catalog addendums being necessa ry, required policies not in place, and a 
large number of findin gs, even though the school received an eight-year grant following its last accreditation 
visit. 
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DATA INTEGRITY REVIEW 

Program # of Graduat es # of Completers Calls Made Connects Made % Connects Placement s Confirmed 
ABA 7 0 7 5 71% 5/5: 100% 
AMA 4 0 3 3 100% 3/3: 100% 
CAM 7 1 7 4 57% 3/4: 75% 

CMA 13 0 12 8 62% 7/8: 88% 
ISST 4 0 4 3 75% 2/3: 67% 

EA 3 0 3 3 100% 3/3 : 100% 
LA 2 0 2 2 100% 2/2: 100% 
MM 1 0 1 1 100% 0/1: 0% 
OA 2 0 2 2 100% 2/2: 100% 
EPB 5 0 5 4 80% 2/4: 50% 

TOTAL 48 1 46 35 77% 

Waiver s 
Program Continuing Ed Health Confirmed 

ABA X YES 
AMA X YES 
CMA X YES 

The team made 46 attempted calls and was able to contact the employer and/or students on 35 of those 
attempts. The team was able to confirm 29 of those successful contacts. Therefore, as explained in the report, 
the team was not able to verify all of the placements as reported on the 2015 Campus Accountability Report 
(CAR ). 

CALL FOR COMMENT 

Prior to the visit, the team collected a call for comments from students, faculty, and admini strators at the 
DuBois main campus and Philipsburg learning site. The team rece ived 51 comments from these parties. Many 
of the comments were positive, especially when referring to the DuBois main campus location . There were, 
though, numerous comments from students at the Philipsburg location that were not satisfied with their 
faculty and admini strators at their location. The concerns expressed related to faculty qualifications and 
profess ionalism, admini strative oversight, and courses being delivered via teleconferencing. The team 
investigated these concerns and agrees with these issues as noted throughout this report. 
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1. MISSION 

1.01 Give the page number in the campus catalog on which the mission statement can be found. 
The mission is found on page 7 of the institution's 2016-2019 Catalog, Volume 39. 

1.02 Does the campus have an appropriate mission statement with a set of supporting objectives? 
~Yes 0No 

1.03 Are the objectives devoted substantially to career-related education? 
~Yes 0No 

1.04 Are the objectives reasonable for the following: 
(a) The programs of instruction? 
~Yes 0No 
(b) The modes of delivery? 
~Yes 0No 
(c) The facilities of the campus? 
~Yes 0No 

Page 5 of 65 

1.05 Are the mission statement and supporting objectives appropriately disclosed in the campus catalog and 
in other publications that are readily available and understandable to the public? 
~Yes 0No 

1.06 Is the campus committed to successful implementation of its mission? 
~Yes 0No 

CAMPUS EFFECTIVENESS 

1.07 Does the campus have a current Campus Effectiveness Plan (CEP)? 
~Yes 0No 

1.08 If the campus is a branch, does the branch have its own CEP, separate from the main campus IEP? 
D Yes D No ~ Not Applicable 

1.09 Does the CEP describe the following: 
(a) The characteristics of the program s offered? 
~Yes 0No 
(b) The characteristics of the student population? 
~ Yes 0No 
(c) The types of data that will be used for assessment? 
~Yes 0No 
(d) Specific goals to improve the educational processes? 
~Yes 0No 
(e) Expected outcomes of the plans? 
~Yes 0No 
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1. 10 Are the following five required elements evaluated in the CEP? 
(a) Student retention. 
[8'.!Yes D No 
(b) Student placement. 
[8'.!Yes D No D Not Applicable (new branch only) 
(c) Level of graduate satisfact ion. 
DY es [8J No D Not Applicable (new branch only) 
(d) Level of employer satisfaction. 
DY es [8J No D Not Applicable (new branch only) 
(e) Student learning outcomes. 
D Yes [8J No 

If No, insert the section number in parentheses and explain: 

Page 6 of 65 

(Section 3-1-111): The CEP does not contain all of the required elements. It does not evaluate the level 
of graduate satisfaction, the level of employer satisfaction, or student learning outcomes. 

1.11 Define the measurable student learning outcomes used by the campus and how these outcomes are being 
assessed. 
As noted in question 1.10, the CEP does not define any measurable student learning outcomes or how 
they are being assessed. 

1.12 Are the following identified and described in the CEP? 
(a) The baseline data for each outcome. 
[8J Yes D No D Not Applicable 
(b) The data used by the campus to assess each outcome . 
[8J Yes D No D Not Applicable 
(c) How the data was collected. 
D Yes [8J No D Not Applicable 
(d) An analysis and summary of the data collected and an explanation of how the data will be used to 

improve the educat ional processes. 
[8J Yes [8J No D Not Applicable 

If No, insert the section number in parentheses and explain: 
(Section 3-1-111 ): The CEP does not contain all of the required elements. For graduate and employer 
satisfaction and for student learning outcomes, the CEP does not explain how the data was collected or 
provide an analysis and summary of the data collected or an explanation of how the data will be used to 
improve the educational processes. 

1.13 Has the campus published annual placement and retention goals in its CEP that demonstrate its ability to 
maintain or improve retention and placement outcomes? 
[8J Yes D No 

1.14 Has the campus published specific activities that will be undertaken to meet placement and retention 
goals? 
[8J Yes D No 
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1. 15 Describe the specific activities that the campus will undertake to meet these goals. 
The institution has recently added three staff members whose primary job involves placement-related 
activities. They have also recently sponsored Dr. David Stanford, a former Bowling Green State 
University faculty member, to present workshops to the faculty and staff on retention issues and on 
teaching adult learners. 

1.16 Does the campus have documentation to show the following: 
(a) That the CEP has been implemented? 
C2J Yes D No 
(b) That specific activities listed in the plan have been completed? 
C2J Yes D No 
(c) That periodic progress reports have been completed? 
C2J Yes D No 

1.17 Who is responsible for implementing and monitoring the CEP? Describe this individual's qualifications. 
If a committee is utilized , please describe the committee. 
Ms. Jackie Syktich, the institution' s president/CEO, is ultimately responsible for implementing and 
monitoring the CEP. She holds an associate's degree in medical assistant from the DuBois Business 
College (DBC) and has accumulated numerous credits for a bachelor' s degree in business management 
from Liberty University. She has been employed by DBC continuously since 1981, starting as a 
secretary, and was named president/CEO in 2001. 

1.18 Does the campus have documentation to show that the CEP is evaluated at least annually? 
C2J Yes D No D Not Applicable (new branch or initial applicant only) 

2. ORGANIZATION 

2.01 Is the following information regarding the campus appropriately stated in the catalog? 
(a) Governance, control, and corporate organization. 
C2J Yes D No 
(b) Names of the trustees, directors, and/or officers. 
C2J Yes D No 
(c) Names of the administrators. 
C2J Yes D No 

2.02 Does the campus: 
(a) Adequately train its employees? 
C2J Yes D No 
(b) Provide them with constant and proper supervision? 
C2J Yes D No 
(c) Evaluate their work? 
D Yes C2J No 

If No, insert the section number in parentheses and explain: 
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(Section 3-1-202(b)): The campus does not adequately evaluate the work performed by the staff. Each 
ear, every staff member completes a self-evaluation, but there is no documentation of any 

administrative evaluation. The campus also does not formally evaluate faculty performance. Mr.­
- periodically conducts course observations of the faculty and passes these observations over to the 
academic dean , Ms. -- verbally informs the faculty member of these observations 
and offers improvements; however , there is no documentation of these observations and discussion s and 
the faculty do not sign off that they have received this evaluation. 

2.03 Is the administration of the campus efficient and effec tive? 
0Yes l:g]No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-202(a)): The administration of the campus could not be documented as efficient and 
effective, given that the campus: 
a. Is offering an unapproved mode of delivery 
b. Has no faculty governance policy 
c. Doe s not administratively evaluate the staff and faculty 
d. Documents no student learning outcomes, employer satisfaction, and graduate satisfaction 
e. Allows students to take the same course twice, even when the student receives a sati~ 

on the first course and receive s double credit hour s for the course; thu s, one student -
received six hour s of credit for basic mathematics while all other student s received three hour s 013 
credit for the same course. 

f. The 2015 CAR could not be verified. 
Furthermore , there are numerous concern s regarding the oversight of the Philip sburg location. The 
students expressed concerns about the qualification s and professionalism of the faculty to the 
administration. The student co ncerns had not been resolved . Further explanation and co ncerns at the 
Phili sburg location can be found in Learning Site section of this re ort. 

2.04 Doe s the campus maintain written documentation to show that faculty and staff members: 
(a) Clearly understand their dutie s and responsibilities? 
l:gJ Yes D No 
(b) Know the person to whom they report? 
l:gj Yes D No 
(c) Understand the standards by which the success of their work is measured? 
l:gJ Yes D No 

Originally, the job description s were not signed , so there was no documentation that the staff and faculty 
had rece ived a copy of their job descriptions, but this was corrected while the team was on-site. 

2.05 Doe s the admini stration maintain docu menta tion of the evaluation of the faculty and staff? 
D Yes l:gJ No 

If No, insert the section numb er in parentheses and explain: 
See the finding in 2.02. 

2.06 Has the campu s adopted a policy on academic freedom that has been com municated to the faculty? 
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IZ!Yes □No 

2.07 Does the camp us have an appropriate grievance policy for faculty and staff? 
IZ! Yes D No 

2.08 Does the camp us catalog or the student handbook contain an appropriate grievance policy for students 
that includes the name and address of ACICS? 
IZ! Yes D No D Not Applicable (initial applicants only) 

2.09 Who is responsib le for the financial oversight of the campus, and what are this person's qualifications? 
Ms. Jackie Syktich, the institution 's president/CEO, is ultimately responsible for the financial oversight 
of the campus. As stated earlier, she holds an associate's degree in medical assistant and has served as 
campus president since 2001. 

3. ADMINISTRATION 

3.01 Is there evide nce that the chief on-site admin ist::rator(s) or the self-study coordinator for the campus 
attended an accreditation workshop within 18 months prior to the final submission of the self-study? 
IZ! Yes D No 

3.02 Are all staff well trained to carry out administrative functions? 
IZ! Yes D No 

3.03 Who is the on-site administrator, and what are this pe rson's qualifications? 
Ms. Jackie Syktich, the institution's president/CEO, is the on-site administrator. As stated earlier , she 
holds an associate's degree in medical assistant and has served as campus president since 2001. 

3.04 Does the camp us list degrees of staff members in the catalog? 
D Yes IZ! No 

3.05 Is there evidence that the campus keeps adequate records to support the following administrative 
operations? 
(a) Financial aid activities. 
IZ! Yes D No D Not Applicable (campus does not participate in financia l aid) 
(b) Admissions. 
IZ! Yes D No 
(c) Curriculum. 
IZ! Yes D No 
(d) Accreditation and licensure. 
IZ! Yes D No 
(e) Guidance. 
IZ! Yes D No 
(f) Instructional resources. 
IZ! Yes D No 
(g) Supplies and equipment. 
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IZ! Yes D No 
(h) The school plant. 
IZ! Yes D No 
(i) Faculty and staff. 
IZ! Yes D No 
G) Student activities. 
IZ! Yes D No 
(k) Student personnel. 
IZ! Yes D No 

3.11 Do student files contain evidence of graduation from high school or the equivalent? 
IZ! Yes D No 

3 .12 Are appropriate transcripts maintained for all students? 
IZ! Yes D No 

3 .13 Is the grading system fully explained on the transcript, and is it consistent with the grading system that 
appears in the campus catalog? 
IZ! Yes D No 

Originally, the grading system on the transcript was not consistent with that in the catalog, but the 
campus correc ted this discrepancy while the team was on-site. 

3 .14 Are student records protected from theft, fire, water damage, or other possible loss? 
IZ! Yes D No 

3.15 Does the campus maintain transcripts for all students indefinite ly? 
IZ! Yes D No 

3.16 Does the campus maintain admissions data and other records for at least five years from the last date of 
attendance for all students? 
IZ! Yes D No 

4. RELATIONS WITH STUDENTS 

FOR ALL PROGRAMS 

4.01 How many student files were reviewed during the evaluation? 
A total of 43 files were reviewed by the team, which included 22 active students, 9 graduates, 4 stude~ 
currently on sat isfactory academic progress reporting , 8 students who were withdrawn, including 3 
return to title four (R2T4) calculations. 

4.02 Does the campus ensure that its student relations reflect high ethical standards? 
IZ! Yes D No 
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4.03 Does the campus have appropriate admissions criteria? 
~Yes 0No 

4.04 Does the campus contract with third parties for admissions and recruiting purposes? 
0Yes ~No 

4.05 Is there evidence to document that admissions criteria are applied consistent ly to all students admitted 
under the same version of the admissions criteria ( e.g., that students admitted into specific programs for the 
same start date are admitted under the same admissions criteria)? 
~Yes 0No 

4.06 Does the admissions policy conform to the campus's mission? 
~Yes 0No 

4.07 Is the admissions policy publicly stated? 
~Yes 0No 

4.08 Is the admissio ns po licy administered as written? 
~Yes 0No 

4.09 Does the campus use an enrollment agreement for each enrolled student that: 
(a) Clearly outlines the financial obligations of both the institution and the student? 
0Yes ~No 
(b) Outlines all program-related tuition and fees? 
0Yes ~No 
(c) Has a signature of the student and the appropriate school representative? 
0Yes ~No 

If No for any item, insert the section number in l?.arentheses and explain: 
(Section 3-1-414) : The campu s does not use an enrollment agreement for any of the students it enrolls. 
The team found in interview s and in reviewing files that the campus does not require the students to 
comp lete an enrollment agreement, and therefore the student s did not sign any document. The team 
found in reviewing the student files that the only record of tuition and fees was the estimated cost sheet 
completed; however, this sheet did not contain the signatur e of the student. 

Is there evidence that a copy of the agreement has been provided to the student? 
0Yes ~No 

If No, insert the sect ion number in parentheses and explain: 
(Section 3-1-414): As stated previously, the campus does not use an enro llm ent agreement as part of the 
enro llment process. 

4.10 Who is responsi ble for the overs ight of student recruitment at the campus and what are this person's 
qualifications? 
Mr. Brad Moore is responsible for the oversight of student recruitment at the institution. Mr. Moore has 
a bachelor's degree in ed ucat ion from Juniata College and an associate's degree in mass comm unicati on 
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from Penn College. Mr. Moore has been employed by the institution since 2012 and is currently the 
corporate director of admissions for the institution. 

4.11 Describe the recruiting process for new students. 
The campus uses a variety of methods in recruiting students, which include visiting area high schools, 
attending career fairs and college fairs, working with various workforce agencies that assist students with 
the education process, billboards, news a ers, internet , social media, and radio and television 
advertisement s. 

When students express an interest in the campus through any of these venues, they are invited to visit the 
campus and discuss the educational opportunities that are available to them. At the time of the visit to the 
campus, the prospective students are given a tour of the campus and meet with an admissions 
representative to discuss the program they are interested in. They also have the opportunity to meet with 
current students, faculty, and staff at the campus. The admissions representative then reviews the 
institutional catalog with the student and encourage the student to discuss their o tions with famil 
members. 

A second appointment is made with the student to bring in the required documents, meet with financial 
aid to discuss the costs of the program and the availability of financial aid. Students are also required to 
complete an entrance assessment and meet with career services to discuss the placement opportunities 
that are available in the interested field of study. 

Based on interviews, observations , and a review of recruitment materials, is the process compatible with 
the educational objectives for the campus? 
[8J Yes D No 

4.12 Are individuals engaged in admissions or recruitment activities communicating current and accurate 
information regarding the following? 
(a) Courses and programs. 
[8J Yes D No 
(b) Services. 
[8J Yes D No 
( c) Tuition . 
[8J Yes D No 
(d) Terms. 
[8J Yes D No 
(e) Operating policies. 
[g] Yes D No 

4.13 Does the campus use prospective student names obtained as a result of a survey, canvass, or promise of 
future employment or income while a student , or as a result of other marketing activity? 
D Yes [8J No 

4.14 Does the state in which the campus operates require representatives to be licensed or registered? 
D Yes [8J No 
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4.15 Are the titles of recruitment and enrollment personnel appropriate? 
~Yes 0No 

4.16 Does someone other than recruitm ent and enrollment personnel make final deci sions regarding financial 
aid eligibility , packaging , awarding, and disbursement ? 
~ Yes D No D Not Applicable (campus does not participate in financi al aid) 

If Yes, who hold s this resp~msibility and what are this p_erson's qualific ations? 
The institution uses Student Aid Administrator s, a third-party entity, for the determination of eligibility, 
packaging , awarding, and disbursement of funds for the student. Ms. Penny Pifer is the financial aid 
advisor on-site and is responsible for assisting students during the financial aid proces s. Ms. Pifer has 
been with the institution since 2014. Prior to this , she had over 10 years of experience as a loan officer 
for a federal credit union. 

4.17 Are all recruiters supervised by the campus to ensure that their activities are in compliance with all 
applicable standard s? 
~Yes 0No 

4.18 Does the campus have written policies and procedures for evaluating and accepting transfer of credit? 
0Yes ~No 

If No, insert the section number in parenthe ses and explain: 
(Section 3-1-413): The campus did not have a written policy or prodecure for evaluating and accepting 
tran sfer of credits. The team found no evidence in the catalog of a systematic method for evaluating and 
awarding academic credit for courses that satisfy current program course requirements. While on site, 
the campus did provide some explanation regarding transfer of credit (and advanced placement exams) 
to the team . However, the catalog still did not have the olicy, and the document Q_rovided did not agree 
with the evidence found in student files 

4.19 Is there evidence that the camp us properly awards transfer of credit? 
D Yes ~ No D Not Applicable 

If No, insert the section number in p~ rentheses and explain: 
(Section 3-1-413): In reviewing student files, the team found several files where the transcript indicat ed 
awarding credit; however , there was no evidence in the file of why the institution awarded credit. The 
following student files did not provide sufficient evidence of properly awarding transfer of credit: 
• Ms. accounting business administration, did not provide documentation for 

outs ed for Engli sh III. 
• Ms. office assistant, did not have evidence to support the transfer of credit for 

mputer 2-D Animation I. 
• information systems su ort technician, did not have evidence to su ort transfer 

of credit for a marketing course. 

4.20 Does the campus publicize its transfer credit policies, including policies related to accepting transfer credit 
from another campus? 
0Yes ~No 
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If No, insert the section number in parentheses and explain: 
(Section 3-1-413): The capus doe s not have a publicized policy regarding the transfer of credits (or the 
issuance of credit for advanced lacement tests) that the institution offers to incoming students. 

4.21 Has the campus established articulation agreements with other institution s? 
~ Yes D No (Skip to question 4.23.for Master's Degree Programs or 4.24 for all programs) 

If Yes, has the campus publi shed a list of institutions with which it has established the agreements? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-413): The team did not find any evidence in the catalog that showed a listing of the 
institutions with which the campus has established articulation agreements. The campus noted in thei~ 
Self-Study that they have articulation a reement s with Indiana Universit y of Pennsylvania, Universit y of 
Pittsburgh, and St. Francis University. 

4.22 Does the campus provide documented notification to students of the articulation agreements and the 
transferability of credits in the programs that are offered? 
0Yes ~No 

If No, insert the section number in parenthe ses and explain: 
(Section 3-1-413): During the visit, the team did note a bulletin board in the student hallway that listed 
various colleges and universities for students to consider for furthering their education. However, only 
St. Franci s University provided documented notification of an articulation agreement with the institution. 

FOR ALL PROGRAMS 

4.24 Is the standard s of satisfactory academic progress policy published in the catalog? 
~Yes 0No 

If Yes, state the P.!,l_ge number(s) where the standard s of satisfactory academic rogress olicy is e!-!blished. 
The standards of satisfactory academic progres s policy is publi shed in the current 2016-2019 Catalog , 
Volume 39, on pages 50-51. 

4.25 Does the standard s of satisfactory academic progress (SAP) policy published in the catalog contain the 
following? 
(a) A definition of the maximum time frame allowed for students to complete a program as 1.5 time s the 

normal program length. 
~Yes 0No 
(b) A schedule that designates the minimum percentage of work that a student must success fully 

complete at the end of each evaluation increment to complete the program within the maximum time 
frame. 

~Yes 0No 
(c) Procedure s for re-establishing satisfac tory academic progress. 
~Yes 0No 
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( d) A definition of the effects of the following on the CGP A and successful course-completion 
percentage: 
Withdrawals. 
~Yes 0No 
Incomplete grades. 
D Yes D No ~ Not Applicable 
Repeated courses. 

0Yes ~No 
Non-punitive grades. 
D Yes D No ~ Not Applicable (campus does not offer) 
Non-credit or remedial courses. 
D Yes D No ~ Not Applicable (camp us does not offer) 
A warning status. 
D Yes D No ~ Not Applicable (camp us does not use) 
A probationary period. 
~ Yes 0No 
An appeal proce ss. 
~Yes 0No 
An extended-enrollment status. 
D Yes D No ~ Not Applicable (campus does not offer) 
The effect when a student changes pro grams. 
~ Yes D No D Not Applicable (campus only offers one program of study 
The effect when a student seeks to earn an additional credential. 
~ Yes D No D Not Applicable (camp us only offers one program) 
The implications of transfer credit. 
~Yes 0No 

If No for any item, insert the section number in parentheses and explain: 

Page 15 of 65 

(Section 3-1-421 and Appendix D): The campus does not define the effect on satisfactory academio 
progress (SAP) for repeated courses. While on site, the team was provided a statement regarding the 
repeating of courses; however, the documentation did not define the effect that a repeated course has on 
SAP. After discussing the documentation provided to the team, the team did not find the explanation 
satisfactory. 

The team also noted two separate tra~ students ~ es and were given credit for 
both courses. The students were Ms. - and Ms. - both in the administrative 
medical assistant program. In one case, the student took basic mathematic s in her first term and received 
a 'C' and then took it again later in their program and again received a 'C'. The campus noted , and 
confirmed with the administration, that it was standard procedure for them to allow students to repeat 
courses if they had a CGPA that was below 2.0. Therefore, they allow the students to repeat courses 
(regardless of what grade they received) and then count both the credits and the grades twice on the 
tran script. The campus believed that federal regulations required them to count the courses twice; 
however, in reviewing the 2015-2016 Federal Student Aid Handbook (Section 3-30), it states "For 
satisfactory academic purpose s, each time a course is taken [it] counts as an attempt; but only the first 
time a passing grade is received is it counted as completion." 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 16 of 65 

4.26 Does the campus apply its SAP standards consistently to all students? 
~Yes 0No 

4.27 Are students who are not making satisfactory academic progress properly notified? 
~ Yes D No D Not Applicable (no students are in violation of SAP) 

4.28 Is SAP evaluated at the end of each academic year or at 50 percent of the normal program length if the 
program is one academic year in length or shorter? 
~Yes 0No 

4.29 Is SAP evaluated at the end of the second academic year and at the end of each subsequent academ ic year 
where students must have a minimum CGPA of 2.0 on a scale of 4.0 or its equivalent, or have academic 
standing consistent with the institution's requirements for graduation? 
~ Yes D No D Not Applicable (all programs are less than two years) 

4.30 Are students who are not making satisfactory academic progress at the end of the second year dismissed or 
allowed to contin ue without being eligible for Federal financial aid? 
~ Yes D No D Not Applicable (all programs are less than two years) 

4.31 Are qualitative and quantitative components evaluated cumulatively for all periods of a student's 
enrollment? 
~Yes 0No 

4.32 Are students allowed to remain on financial aid while under warning or probation status? 
~ Yes D No D Not Applicable (campus does not participate in financial aid) 

If Yes, is the student informed of this policy? 
~Yes 0No 

4.33 Are students whose appeals are granted due to mitigating circumstances placed on probation, eligibility for 
financial aid reinstated, and considered to be making satisfactory academic progress? 
~ Yes D No D Not App licable (there are no such students) 

4.34 Are students who are placed in an extended-enrollment status denied eligibi lity for federal financial aid 
(unless there are mitigating circumsta nces)? 
0Yes 0No 
~ Not Applicab le (campus does not have extended enrollment and/or does not participate in financial aid) 

4.35 Do credits attempted during the extended-enro llment status count toward the 1.5 times of normal program 
length? 
D Yes D No ~ Not Applicable (campus does not have extended enrollmen t) 

4.36 For students who have exceeded one and one-half times the standard time frame and were awarded the 
origina l credentia l, were any additional financial obligations waived? 
0Yes 0No 
~ Not Applicable (there is no such student and/or the campus does not have such a policy) 
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4.37 Are students required to have a minimum COPA of 2.0 or its equivalent upon graduation from all 
programs? 
[8J Yes D No 

4.38 Who is responsible for the administration of satisfactory academic progress, and what are this person's 
qualifications? 
Ms. Mary Jones is the corporate academic dean for the institution and is responsible for the 
administration of satisfactory academic progress. Ms. Jones has a bachelor's degree in business 
education from State University New York (SUNY) and a master's degree in office technology from 
Indiana University of Pennsylvania. Ms. Jones has served as the academic dean for 17 years and has 
been with the institution for a total of 3 1 years. 

4.39 How does the campus encourage and assist students who are experiencing difficulty in progressing 
satisfactorily in their programs? 
The team noted in interviewing staff, faculty, and students, that the camp us provides resources to assist 
students who are experiencing difficulty in progressing satisfactorily in their programs. The campus 
provides faculty-approved peer tutors on a scheduled basis, a learning support person to assist students 
with documented disabilities, and faculty that are available one-half hour before and one-half hour after 
classes. The building is also open on Fridays for students to use (students only attend classes Monday­
Thursday), and assistance is availab le if needed. 

4.40 Does the campus finance any of the following? (Mark all that apply.) 
(a) [8J Scholarships. 
(b) D Grants. 
(c) D Loans. 
(d) D The campus does not offer scholarships, grants, and/or loans. (Skip to Question 4.42.) 

If Yes for any item, does the campus properly identify all scholarship, grant, and loan programs? 
[8J Yes D No 

4.41 Does the campus fully disclose the terms, conditions, and application procedures regarding campus loan, 
scholarship and grant programs in its catalog? 
[8J Yes D No 

4.42 Are all similarly circumstanced students who enrolled at the same time and in the same programs charged 
the same tuition and fees? 
[8J Yes D No 

4.43 Are tuition and fees clearly stated in the catalog? 
D Yes [8J No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-432(a)): The fees and other charges assessed to student s during their studies were non 
clearly stated in the current catalog. Page 40 of the catalog lists that textbook charges would be 
approximately $650 and that some programs require additional costs due to uniforms, special equipment, 
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certification exams, and/or supplies. In review of many student ledger statements, the team found that 
textbooks and other charges well exceeded $650. In discussion with the campus, the team determined 
that the excess costs were due to the required purchase of a laptop ($2000) (required for information 
system support tecnician (ISST) students), a tablet ($205) (requrired for all students, including ISST 
students who were already required to purchase a laptop) , as well as other supplies. The catalog does say 
"itemized lists and prices can be reviewed in the administrative office," but nowhere in the catalog are 
these costs specified. Therefore, the team feels that an incoming student does not have a clear estimate o 
the tuition and fees that will be required throughout their program. 

4.44 Do the financial records of students clearly show the following? 
(a) Charges. 
[ZI Yes D No 
(b) Dates for the posting of tuition. 
[ZI Yes D No 
(c) Fees. 
[ZI Yes D No 
(d) Other charges. 
[ZI Yes D No 
(e) Payments. 
[ZI Yes D No 
(f) Dates of payment. 
[ZI Yes D No 
(g) The balance after each transaction. 
[ZI Yes D No 

4.45 Is the effective date listed on announcements of changes in tuition and fees? 
[ZI Yes D No D Not Applicable (campus has not changed tuition or fees) 

4.46 Is the campus's refund policy published in the catalog? 
[ZI Yes D No 

4.47 Is the refund policy fair, equitable, and applicable to all students? 
[ZI Yes D No 

4.48 Is the campus following its stated refund policy? 
[ZI Yes D No 

4.49 Does the campus participate in Title IV financial aid? 
[ZI Yes D No (Skip to question 4.57) 

4.50 Who is responsible on-site for administering student financial aid, and what are this person's 
qualifications? 
Ms. Penny Pifer is the on-site person responsible for administering student financial aid. Ms. Pifer, as 
previou sly stated, has been with the institution for approximately 18 month s. Prior to coming to the 
institution, she was a loan officer for a federal credit union for over 10 years. 
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4.51 Is the person who determines the amount of student awards not also responsible for disbursing those 
awards? 
~Yes 0No 

4.52 Are final student financial aid award determinations made by administrative individuals who are ,wt 
responsible for recruitment? 
~Yes 0No 

4.53 Is the financial aid administrator a member of a state, regional , or national financial aid association and up 
to date on procedures and changes in the field? 
~Yes 0No 

4.54 Describe how the financial aid office stays cunent with regulation and policy changes in financial aid 
(include all appropr iate memberships in professional organizations held by this individual). 
Ms. Penny Pifer is a member of the Pennsylvannia Association of Student Financial Aid Admini strators 
(P ASF AA) and provided documentation of recent attendance at the most current workshop. She also 
provided documentation of attendance at a recent conference with sessions directly related to financial 
aid policy. Ms. Pifer also shared with the team that she is appr ised of changes in policy and regulations 
through regular e-ma ils she receives from both state and federal agencies. 

4.55 Is there evidence that the financial aid administrator regularly participates in professional awareness 
activities? 
~Yes 0No 

4.56 Does the campus have a written policy that accurately reflects the U.S. Department of Education's 
definition of a credit hour for credit hour programs and/or clock-to-credit hour programs, including 
conversio n ratios? 
~Yes 0No 

4.57 Does the campus provide discounts for cash received in advance of the normal payment sched ule? 
D Yes ~ No (Skip to question 4.58.) 

4.58 The beginning emollment on the most cmTent Campus Accountab ility Report (CAR) is 89. 
The ending enrollm ent reported on the previous year's CAR is 89. 

4.59 Was the team able to verify the retention rate for the campus and for each program as reported on the 
Campus Accountability Report (CAR) last submitted to the Council? 
~ Yes D No D Not Applicable 

4.60 Are students who receive financial aid counseled concerning their student loan repayment obligations? 
~ Yes D No D Not Applicable (camp us does not participate in financial aid) 

4.61 Describe the process the camp us utilizes to ensure that students are counseled concerning their student loan 
re~ yment obligations. 
The campus requires all students to complete online entrance counseling through the studen tloans.gov 
website . Students are also advised during the estimated cost sheet review of their obligations regarding 
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any loans they may take out. Students are also required to meet with the financial aid advisor 
individually prior to graduation to complete exit interviewing. During this meeting , the students are 
again advised of any obligation they have regarding loans they have taken out. The students are also 
provided information for whom to contact if they have further questions regarding their loans. Finally, 
the students are shown all of their loan obligations from the National Student Loan Data System 
(NSLDS). 

COMMENDATIONS : 
f.['he team would like to commend the staff and faculty for their assistance during the visit. 

5. EDUCATIONAL ACTIVITIES 

FOR ALL PROGRAMS 

5.01 Are the credentials awarde d by the campus in compliance with its accreditation approval and in 
complian ce with applicable state laws? 
OYe s [3'.]No 

If No, insert the section number in _parentheses and explain: 
(Section 2-2-106 and Appendix H): Student s, staff, faculty, and the administration stated during 
interviews that online course(s) are developed and delivered. This was done without approval from 
ACICS. Initially , the administration stated on several occasions that online course were not offered. 
Eventually, the campus conceded that they had offered at least one course, GR7002, Digital Photography , 
in the Entertainment Production Business program online, but this was merely for a beta test. Instruction 
was provided online and the students received credit for the course; therefore, the campus offered online 
instruction without approval. In addition, the campus also made it a matter of practice to offer "W ebEx" 
courses to students over the past year. In these cases, students at the Philipsburg learning site would receive 
instruction from a faculty member at the main campus via Web Ex conference. When the team was on site, 
the cam us was offering LA4111, Legal Conce ts with Ms. via WebEx. 

5.02 Who is assigned to oversee the educational activities of all programs at the campus, and what are this 
person's qualification s? 
Ms. Mary Jones is the corporate academic dean for Dubois Business College. She has worked for this 
institution since 1999. Before becoming the academic dean, she filled a variety ofroles, such as computer 
repair technician, instructor, and corporate secretary. Ms. Jones earned a bachelor 's degree in business 
education from Indiana University of Pennsylvania and a master 's degree in education from State 
University of New York in Albany. In her current role, she is responsible for overseeing the curriculum. 
This includes student engagement, faculty development , and the overall success of the program s offered. 

5.03 Does this person have appropriate academic or experiential qualifications? 
[3'.l Yes D No 

5.04 Describe how the campus makes provisions for program administrators to have sufficient authority and 
responsibility for the development and administration of the programs. 
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The institution has adopted provisions for the program faculty to have appropriate authority and 
responsibility for their programs. For example, the instructors are encouraged to look for opportunities to 
enrich their programs. All suggestions or recommendations are reviewed in a timely manner by the 
admini stration. A response pertaining to the actions for each suggestion or recommendation is then given 
to the faculty for review. Moreover, during a faculty meeting with the team, the faculty confirmed that a 
process is established for developin g and administering the programs. The academic dean works closely 
with the faculty to ensure a roP!iate develop_ment and assessment of the rograms. 

5. 05 Is the time devoted to the administration of the educational programs sufficient? 
[g!Yes D No 

5.06 Is there a published policy on the responsibility and authority of faculty in academic governance? 
C2J Yes D No 

5.07 Does the policy, at a minimum , address the role of the faculty in the following areas? 
(a) Development of the educational program. 
D Yes C2J No 
(b) Selection of course materials, instructional equipment and other educational resources. 
D Yes C2J No 
(c) Systematic evaluation and revision of the cmTiculum. 
D Yes C2J No 
(d) Assessme nt of student learning outcomes. 
D Yes C2J No 
(e) Planning for institutional effectiveness. 
D Yes C2J No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-501): The employment handbook provides a statement on governance, but it does not contain 
any of the required elements specified in the Criteria. 

5.08 Is there evidence that this policy has been adopted and faculty members are aware of it? 
C2J Yes D No 

5.09 Does the campus have any programs that requ ire specialized or programmatic accreditation to obtain entry­
level employment or licensure by the state in which the campus is approved? 
D Yes C2J No (Skip to question 5.10 for renewal of accreditation. Skip to 5.14 for initial grants.) 

FOR RENEWAL OF ACCREDITATION ONLY 

5. 10 Does the campus have any programs with current specialized or programmatic accredi tation? 
D Yes C2J No (Skip to question 5.14) 

FOR ALL CAMPUSES 
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5.14 Was the team able to verify the backup documentation to support the placement rate for the program(s) that 
had placements as reported on the last Campus Accountability Report submitted to the Counci l but are not 
being reviewed (no enrollment, discontinued, etc.)? 
~ Yes D No D Not Applicable 

How many calls to employers or graduates were attempted? 
Diploma in office assistant: 2 
Di lama in com uter systems su art technician: No graduates 

How many calls to employers or graduates were successfu l? 
Diploma in office assistant: 2 
DiRloma in com uter sxstems su2 ort technician: No graduates 

How many of the successful contac ts confirmed the employment of the graduate as reported on the CAR? 
Please ex lain any discrepancy between the number of successful contacts and confinn ations. 
Diploma in office assistant: 2 '--------------
Di loma in com uter systems support technician: No graduates 

5.15 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
~ Yes D No D Not Applicable 

5.16 Are the educationa l programs cons istent with the campus's mission and the needs of its students? 
~Yes 0No 

5.17 Do the fo1mation of policies and the design of educational programs involve students, graduates, 
administrators, faculty, and other interested parties such as advisory committees? 
~Yes D No 

5.18 What provisions are made for individual differences among students in the learning environment? 
Faculty are asked to facilitate student learning and support success by all means necessary, appropriate, 
and available. Instructors will make provisions for individual differences among students, such as learning, 
hearing, visual, or physical disabilities. The intention is to maintain a learning environment that motivates 
students to actively participate in all aspects of the educational process. The faculty communica ted during 
interviews that the school is considerate of differences in the learning applicat ions, learning environments, 
and modes of instructional deliver y. This includes tutoring by peers or faculty whenever needed or 
requested. The campus is supportive of any student who may require additional consideration to address 
differences in learning or comprehension. 

5.19 Describe the system in place to evaluate, revise, and make changes to the curriculum. 
Faculty participate in a systematic process of continuous evaluation and revisions to the curriculum. All 
instructors are encouraged to consider changes that are designed to serve the needs of the students. This is 
accomplished via community inquiries, fact-finding, classroom experie nce, and the input of students. The 
information and requests are passed along to the school administrators for evaluation and, if needed, 
greater discussion and analysis. Each program uses a curriculum chair to assist and manage this process. 

5.20 Does the faculty participate in this process? 
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IZ!Yes □ No 

5.21 Is credit appropriate ly converted in relation to total student contact hours in each class? 
D Yes IZ! No 

If No, insert the section numb er in parentheses, identify the courses, and explain : 
(Section 3-1-516(a)(i) and 3-1-517): The following courses are being taught concurrent ly and thus the 
team has concerns that student s are not receiv ing the appropriate contact hour s. 

• 3:00-4: 15 p.m.: TY2111A, Document Formatting, and TY211 2A, Document Processing (Instructor 
Kristin Carnahan). 

• 10:40-11:55 a.m.: TY2111A, Document Formatting, and TY2112A, Document Processing 
(Instructor Brenda Heschke) 

• 9:20-10:35 a.m.: LE240 3, Lega l Office Procedures, and SE2503, Executive Office Procedures, 
(Instructor Cathy Steiner) 

• 10:40-11:55 a.m.: SE2507, Legal Word Processing, and LE2407, Lega l Word Processing/ 
Transcri tion (Instructor Cathy Steiner) 

• LA4111, Legal Concepts (Leaming site instructor Penny Diehl) is using WebEx to dial in with 
LA4111 Legal Conce ts taught by Instructor Cathy Steiner (main cam us). 

e team brought the concerns of courses being taught conc urrently to the attention of the administration 
and they acknowledged the concern and noted that this would be cha nged in the future. 

5.22 Does the campus award academic credit to students who demonstrate subject competency based on 
academic, occupationa l, or personal experiences? 
IZ! Yes D No (If No, skip to Question 5.23.) 

If Yes, summarize the methods used for eva luating subject competency and awarding such credit. 
Advanced placement is readily avai lable for students who have completed specialized high school or 
college courses, have relevant prior work exper ience, or feel they have the necessary expert ise/know ledge. 
Advanced placement exams are offered for almost every course to evaluate the student' s level of ex ertise 
and eligibility for advanced placement. 

Does the camp us have an estab lished systematic method for eva luating and awarding such academ ic 
credit to which the camp us adheres? 
D Yes IZ! No 

If No (there is not approp riate documentation of the assessments), insert the sect ion numb er in parentheses 
and explain: 
(Section 3-1-516(c)(ii)): The campus does not satisfactorily award academic credit to students foli 
advanced placement. The exams are written by the faculty, who are not qualified to perform this task. 
Questions are not ualitatively e uivalent to other com arative institution exami nations. The reliability and 
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validity of the questions is not demonstrated. Moreover, partial credit is given to students based on 
showing the work done or comp utations used, regardless if the answer is correct. Some placement exams 
fall below college-level content, specifically English I and Keyboarding. In addition, the campus noted that 
students can test out of any course and are told during the orientation period to sign up for Advanced 
Placement tests. The team does not feel that the tests appropriate ly assess the knowledge, skills and 
competenc ies of college-level coursework. 

5.23 Are courses and breaks scheduled appropriately, given the students' academic background and the 
coursework involved? 
C2J Yes D No 

5.24 Are the following appropriate to adequately support the number and nature of the genera l education 
courses? (/f only nondegree programs are offered with no general education courses, or if all general 
education courses must be transferred in, skip to 5.25) 
(a) Facilities. 
C2J Yes D No 
(b) Instructional equipment. 
[g!Yes D No 
(c) Resources. 
C2J Yes D No 
(d) Personnel. 
[g!Yes D No 

5.25 Does the campus provide an environment for its faculty that is conducive to effective classroom 
instruction? 
C2J Yes D No 

5.26 Are the quantity and type of instructional materials and equipment proportionate to the size of the campus 
and types of programs? 
C2J Yes D No 

5.27 Based on the team's observation of the instructional materials used, interviews with students and faculty, 
and a review of software licenses, is the campus in compliance with applicable licensing and copyright 
laws? 
C2J Yes D No 

5.28 Are official transcripts for all qualifying credentia ls and for those credentials listed in the catalog on file for 
all instructors? 
C2J Yes D No 

5.29 Have faculty transcripts from institutions not accredited by agencies recognized by the United States 
Department of Education been translated into English and evaluated by a member of the Association of 
International Credential Evaluators (AICE) or the National Association of Credential Evaluation Services 
(NACES) to determine the equivalency of the credentials to credentials awarded by institutions in the 
United States? 
D Yes D No C2J Not Applicable (no faculty members hold foreign credentia ls) 
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5.30 Is there documented evidence of a systematic program of in-service training at the camp us? 
~Yes 0No 

If Yes, how is this documented? 
Evidence is on file to demonstrate that a systematic program of in-service training, including professional 
development, is rovided to the faculty. Documentation is maintained that ca tures agenda, to ics, and 
attendance. 

5.31 Is there evidence that appropr iate faculty development plans have been developed and implemented 
annually, including documentation to support comp leted activities listed on the plans? 
~Yes 0No 

5.32 Is there evidence that full-time and part-time instructors participate in regularly scheduled faculty 
meetings? 
~Yes 0No 

5.33 Is there an adequate core of full- and/or part-time faculty to assure sound direction and contin uity of 
development for the educational programs? 
~Yes 0No 

5.34 Does the institution utilize contracts and/or agreeme nts with other institutions or entities? 
0Yes ~No 

FOR OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

5.35 Does the program include at least 10 semester hours, 15 quarter hours, or their equivalent and less than 15 
semester hours, 22.5 quarter hours, or their equivalent in genera l education or applied genera l education 
courses? 
~Yes 0No 

5.36 Are the general education and/or applied general education courses relevant to the chosen degree, and do 
they meet Council standards? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, AND BACHELOR'S 
DEGREES ONLY 

5.37 Are instructo rs teaching general educat ion courses ass igned in keeping with the minimum requirements 
as stated in the Accreditation Criteria? 
0Yes ~No 

If No, insert the sectio n nu~ ses, list faculty names, degrees, and courses, and explain : 
(Section 3-3-302(b)): Ms.- is teaching general education courses without the appropriate 
academic or experientia l credentia ls. The current course description for genera l education courses does not 
catego rize them as "applied general education courses" and the team does not believe that they should be 
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considered applied general education courses. Ms. is currently teaching an English! 
course this term. Thus , instructors need a master's degree and eighteen semester credit hours in the subject, 
which this instructor does not hold. 

FOR ALL PROGRAMS 

5.44 Describe the student services offered by the campus such as, but not limited to, structured tutoring, 
academic or p~ onal counseling, student orientation, etc. 
The campus is supportive of all students and services needed to complete a successful educational 
experience. Student orientation, career placement, counseling, and tutoring are examples of the activities 
that are occuring on site. The cam us is committed to hel ing students become acclimated to a ositive 
and rewarding college experience. 

5.45 Who is the person on staff responsible for the oversight of counseling students on employment 
opportunities, and what are this per son's qualifications? 
Ms. Barbara Martini is the corporate career services director for DuBois Business College. Ms. Martin i! 
assists students in professional career-related areas, including interviews, resumes, and job experiences. 
She is tasked with referring students to employers and enhancing the institution 's placement rates. Ms. 
Martini is a member of several organizations that can be advantageous to her role as career services 
director, for example, Society of Human Resource Manager s, Rotary Club, North Central Workforce 
Development, and the DuBois Chamber of Commerce. 

5.46 Does the campus offer employment assistance to all students? 
fZI Yes D No 
D Not Applicable (camp us enrolls only international student s on a student visa) 

5.47 Are follow-up studies on graduate and employer satisfaction conducted at specific measuring points 
following the placement of the campus's graduates? 
D Yes [ZI No D Not Applicable (there have been no graduates) 

If No, insert the section number in parentheses and explain: 
(Section 3-1-441(c)): Follow-up studie s on graduates and employer satisfaction are not conducted by the 
campus at specific measuring point s following placement of the graduate. 

5.48 Does the campus use placement percentages or salary projections as part of its recruiting activities? 
fZI Yes D No 

5.49 Describe the extracurricular educational activities of the campus (if applicable). 
The campus offers extracurricular educational activities. For example, workshops and seminars are 
provided for the pursuit of employment before and after graduation. Field trips and community 
involvement is another option for the campus to promote the use of extracurricular activities. Sufficient 
and appropriate documentation was provided to the team to support this type of extracurricular 
involvement. There are also several active student clubs on cam us, including fraternitie s and sororities. 
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6. EDUCATIONAL FACILITIES 

6.01 Describe the physical facility of the campus (include details such as campus location, square footage, 
distribution of space, parking situation, and any other pertinent information). 
The DuBois campus comprises 14,000 square feet of space in two buildings owned by the college. The 
facilities include 1 IT lab with computers for student use (teardown and rebuild), 4 computer labs with a 
total of 58 desktop comp uters, 11 lecture rooms, 1 medical lab, a library, adequate faculty and staff 
space, faculty and staff lounges, as well as a cafe. The campus also owns two student housing buildings, 
with each apartment housing four students in four-bedroom units. 

6.02 Does the campus utilize any temporary additional space locations? 
0Yes ~No 

6.03 Does the campus utilize learning sites? 
~Yes 0No 

If Yes, list the name and address of each learning site and identify any administrative services offered at the 
site. (Please see section 13.for additional information) 
The DuBois campus operates a learning site at 200 Shady Lane, Suite 100, Philipsburg, PA 16866. 
Minimal administrative services are performed there. Ms. Janice Pepperday, student services director, is 
a full-time on-site administrator who handles minor administrative functions, referring other functions to 
the a ,eropriate administrator at the DuBois camp us. 

6.04 Are all facilities (including additional space and learning sites) appropriate for the size of the student 
population and the programs offered? 
~Yes 0No 

6.05 Are the following appropriate to support the student population and the programs offered at all locations 
(including additional space and learning sites)? 
(a) Equipment 
~Yes 0No 
(b) Instructional tools 
~Yes 0No 
( c) Machinery 
~Yes 0No 

6.06 Is there evidence on file to show that all campus facilities are in compliance with fire, safety, and sanitation 
regulations? 
~ Yes D No D Not Applicable 

7. PUBLICATIONS 

7.01 What catalog was used during the evaluation (please include the year, number, and volume, if 
ap~ro_priate)? 
The team reviewed the 2016-2019 DuBois Business College Catalog, Volume 39. 

7.02 Does the self-study or branch application part II accurately portray the campus? 
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IZ!Yes □ No 

7.03 Does the campus publish a catalog that is appropriate ly printed and bound and avai lable to all enrolled 
students? 
IZ! Yes D No 

7.04 Does the catalog contain the following items? 
(a) A table of contents and/or an index. 
IZ! Yes D No 
(b) An indication of the year or years for which the cata log is effect ive on the front page or cover page. 
IZ! Yes D No 
( c) The names and titles of the administrators. 
D Yes IZ! No 
(d) A statement of legal control which includes the names of trustees, directors, and officers of the 

corporatio n. 
IZ! Yes D No 
(e) A statement of accredita tion 
IZ! Yes D No D Not App licable (initi al applicant) 
(f) A mission stateme nt. 
IZ! Yes D No 
(g) A listing of full-time faculty members which lists all qualifying credentials held along with the 

awardi ng institution and the area of teaching spec ialization. 
D Yes IZ! No 
(h) An academic calendar. 
IZ! Yes D No 
(i) A fu ll disclosure of the admissio n requirements. 
IZ! Yes 0No 
(j) A statement for each curriculum offered that includes a statement of objective or purpose; an accurate 

and comp lete listing of all courses in the ctmicu lum with a unique identifying number and title, the 
cred it or clock hours awarded; the total credit or clock hours required to comp lete the cun-iculum ; any 
necessary requirements for certification , licensing, or registration needed to work in the field; and any 
additional requirements that must be met to complete the cunicu lum. 

IZ! Yes D No 
(k) A description of each course offered that includ es the identifying numb er, title, cred it or clock hours 

awarded, a conc ise description of the course contents, and any necessary prerequisites. 
IZ! Yes D No 
(1) An explanation of the grading system that is consistent with the one that appears on the student 

transcript. 
IZ! Yes D No 
(m) A definition of the unit of credit. 
IZ! Yes D No D Not Applicab le (The campus does not award cred it.) 
(n) A comp lete explanation of the standards of satisfactory academ ic progress. 
D Yes IZ! No 
( o) A description of the certificates, diplomas, and/or degrees awarded along with a statement of the 

requirements necessary for completion of each. 
IZ! Yes D No 
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(p) The transfer of credit policy. 
0Yes ~No 
(q) A statement of the tuition , fees, and any other charges. 
0Yes ~No 
(r) A complete and accurate listing of all scholarship s, grants, and/or loans offered. 
~ Yes D No D Not Applicable (no scholarships, grants, or loans offered) 
(s) The refund policy. 
~Yes 0No 
(t) A statement describing the student services offered. 
~Yes 0No 
(u) A student grievance policy that includes the name and address of ACICS (may be in the student 

handbook instead of catalog). 
~ Yes D No D Not Applicable (initial applicants only) 

If No for any item, insert the section number in parenthe ses and explain: 
(Section 3-1-701 and Appendix C): The catalog does not contain all of the required elements. 
1. tfhe catalog does not have an accurate listing of the names and titles of administrators. 

• According to a memo provided by Mrs. Jackie Syktich, campus president, Mr. Darren Kite 
currently serves as curriculum chair for the industrial design technology program (IDT), a 
program that is not approved or currently being offered, as well as the entertainment production 
business (EPB) program. He is listed in the catalog only as a technology assistant. 

• In that same memo , Ms. Bobbi Spigle is listed as chief chair and is responsible for the 
coordination of all curriculum chairs. She is not currently listed as an administrator; she is only 
listed under faculty as faculty liaison. 

2. tfhe catalog does not have a listing of all current, full-time faculty. 
• Ms. Bonnie Hansell is listed as a faculty member at the Oil City campus only but, according to 

the catalog, is also currently teaching at the Phl!iR..fil!urg learning site. 
• The following individuals are listed as full-time faculty in the catalog, but are not currently 

teaching: ~r ---)(6--)---------------------, 

3. ITTie catalog does not have a complete explanation of the standards of the SAP policy. The curren~ 
policy does not reference repeat courses and their effect on SAP (see section 4 for additional details). 

4. here is no transfer of credit QOlicy in the catalog (see section 4 for additional details). 

5. e catalog does not contain an accurate listing of student fees. For example, all student s are required 
to purchase NextBook tablets. The cost of the required NextBook 10.1 Windows tablet for students is 

205. Information systems support technician (ISST) program students are also required to purchase a 
laptop. The school charges students $2,000 for the laptop and students are not allowed to shop around 
or less expensive alternatives. All students are required to make these technology purchase s at the 

beginning of their first term. Neither of these required purchases, or others, such as uniform s for the 
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clinical medical assistant program, are listed in the catalog. The catalog only notes that itemized lists of 
rees can be viewed in the administrative office. 

The team also notes that the campus identified its upcoming tuition changes (effective July 1, 2016) in the 
catalog addendum prior to seeking approval from or notifying the appropriate state authorities in 
Pennsylvania , as is required. 

The team also notes that at the beginning of the on-site review of the catalog, it did not contain a grievance 
policy, satisfactory explanation of the course numbering system, disclosure of the requirement s for the 
admissions test (entrance exam), or a grading scale that matched student transcripts. The campus provided 
this information in an u dated catalog addendum, and it was acce ted by the team. 

7.05 Does the campus offer degree program s? 
[g} Yes D No 

If Yes, does the catalog contain the following? 
(a) An explanation of the course numbering system (for all levels). 
[g} Yes 0No 
(b) Identification of courses that satisfy general education requirem ents (for occupational associate's, 

academic associate's, and bachelor's degrees only). 
[g} Yes D No D Not Applicable 
(c) Identification of courses that satisfy the concentration requirement s (for academic associate's and 

bachelor' s degrees only). 
[g} Yes D No D Not Applicable 
(d) Identification of courses that satisfy the upper-divis ion (for bachelor 's degree s only). 
D Yes D No [g} Not Applicable 

7.06 Does the campus offer courses and/or programs via distance education? 
D Yes [g} No (If No, skip to Question 7.07.) 

Although the campus is not currently approved to offer distance education , there are concerns that they 
have recently offered such courses (see section 5 for additional information). 

7.07 Does the catalog contain an addendum/supplement? 
[gj Yes O No (ff No, skip to Question 7.08.) 

(a) Is the catalog updated at an appropriate interval (the addendum/supplement should not be used as a 
substitute for meeting this expectation)? 

[g} Yes D No 

(b) Does the addendum supplement include the school name, location, and effective date for the entire 
document (or for individual sections if effective dates vary)? 

[g} Yes 0No 

( c) Do student s receive a copy of the addendum/supplement with the catalog? 
[g} Yes D No 
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7.08 Is the catalog available online? 
0 Yes ~ No at No, skip to Question 7.09.) 

7.09 Does the campus utilize a multiple-school catalog? 
~ Yes O No at No, skip to Question 7.10.) 

If Yes, answer the following: 
(a) Are all campuses using the same catalog of common ownership? 
~Yes 0No 
(b) Are all photographs utilized properly labeled to identify the location depicted? 
~Yes 0No 
(c) Are faculty and staff listings properly identified with respect to the campus to which they belong? 
0Yes ~No 

If No for any item, insert the section number in parenthese s and explain: 
(Section 3-1-702 and Appendix C): The campus does not properly identify all faculty and staff with 
respect to the appropriate campus. As mentioned previously , Ms. Bonnie Hansell is only listed in the 
catalog as a faculty member for the Oil City cam us, but according to the current schedule, she is currently 
teaching at the Philipsburg learning site as well. 

The team also notes that upon initial evaluation of the multi-campus catalog, not all photograph s were 
appro riately..£.<m!i9ned. A list of ca tions was added to the catalog addendum and was acce ted by the 
team. 

7 .10 Is aJl advertising and promotional literature, through any type of media (socia l media, website, newspapers, 
etc .), truthful and dignified? 
0Yes ~No 

If No, insert the section number in parenthe ses and explain: 
(Section 3-1-703 and Appendix C): Not all of the advertising and romotional material accurately 
portrays the current status of the campus. 
1. The gainful employment disclosure information posted on the institution 's website is outdated . It 

currently has data for the 2013-2014 reporting year. 

he campus did provide additional changes to their advertising and promotional materials upon request 
from the team, including an update of the admissions requirements posted on the website, an update of a 
list of scholarship offerings provided to student s during orientation to match the catalog , and the repair of a 
broken link for the legal assistant Q_rO am on the website. 

7 .11 Is the correct name of the campus listed in all advertising, web postings , and promotional literature? 
~Yes 0No 

7.12 Where does the campus advertise (~ blication s, online, etc.)? 
The campus advertises through a variety of method s. Print advertisements include fliers, postcard s, 
brochures , newspapers , newsletters, and the occasional billboard. Online advertisments include the 
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institution's website, Y ouTube testimonial videos, and social media outlets ( e.g., Facebook, Twitter, 
Linkedln , lnstagram, and Google+) . 

Are all print and electronic advertisements under acceptable headings? 
~Yes 0No 

7 .13 Does the campus use endorsements, commendations, or recommendations in its advertising? 
~ Yes O No at No, skip to Question 7.14.) 

If Yes, is there evidence that prior written consent was obtained and that all representations are factual and 
portraying current conditions? 
~Yes 0No 

7 .14 Does the campus utilize services funded by third parties? 
0 Yes ~ No at No, skip to Question 7.15.) 

7.15 Does the campus avoid offering monetary incentives to attract students and avoid making guarantees for 
job placement or salary for graduates? 
~Yes 0No 

7.16 Is the phrase "for those who qualify" properly used in all advertising that references financial aid? 
~ Yes D No D Not Applicable (campus does not participate in financial aid) 

7 .17 What institutional performance information does the came_us routinely provide to the public? 
The campus provides retention and job placement rates to the public. 

Where is this inform ation published and how frequently is this information being updated? 
(Section 3-1-704): This information is published on the DBC website, at the bottom of the student 
consumer information page. However, on the gainful employment page of the website, the campus 
publishes outdated information from the 2013-2014 reporting period. 

8. LIBRARY, INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

FOR ALL PROGRAMS 

8.01 Does the campus develop an adequate base of library resources? 
~Yes 0No 

8.02 Does the campus ensure access of library resources to all faculty and students, including students at 
nonmain campuses? 
~Yes 0No 

8.03 Does the campus provide training and support to faculty and students in utilizing library resources as an 
integral part of the learning process? 
~Yes 0No 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 33 of 65 

8.04 Are adequate staff provided to support the development, organization of the collection, and access of 
library resources? 
[8J Yes D No 

8.05 Describe how the campus develops continuous assessment strategies for resources and information 
services? 
The campus shared with the team that there are library committee meeting s for faculty and staff to 
discuss library concerns and suggestions. Documentation was also provided to the team on recent 
trainin g that took place for all staff involved in overseeing the librar y. 

Are these methods appropriate? 
[8J Yes D No 

8.06 Is the library staff adequately trained to support the library? 
[8J Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR 'S, AND 
MASTER'S DEGREES ONLY 

8.07 Is the campus's established annual budget appropria te to the size and scope of the campus and the 
programs offered, and is the allocation appropriately expended for the purchase of books , periodicals, 
library equipment, and other resource and reference materials? 
[8J Yes D No 

8.08 What is the amount of the current year 's library budget excluding personnel allocations? 
The current year's library budget is $6,048. 

8.09 What _portion of the current year's library budget has been spent? 
At the time of the team visit, $2, 171 had been spent. 

How has the money been allocated? 
The allocation of the expenditures is as follows: 
Monthly subscription fees for general Internet service - $2,016 
Subscription fees for periodicals - $6 1 
Miscellaneous library books/materials - $94 

8.10 Is there evidence that the faculty have major involvement in the selection of library resources? 
[8J Yes D No 

8.11 Are the library hours adequate to accommodate the needs of all students? 
[8J Yes D No 

FOR NONDEGREE PROGRAMS ONLY 

8.26 Are appropriate reference materials and periodicals available for all programs offered? 
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IZ!Yes □ No 

8.27 Are the instructional resow-ces organized for easy access, usage, and preservation? 
IZ! Yes D No 

8.28 Is there a current inventory of instructional resources? 
IZ! Yes D No 

8.29 Does the campus have appropriate and sufficient instructional resources, equipment, and materials to meet 
its educational program objectives and the needs of its students? 
IZ! Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

8.30 Has the campus designated an individual with the ability to maintain the resources and to assist students 
and faculty? 
IZ! Yes D No 

8.31 Do the resources include the study, reading, and information technology facilities necessary to support the 
effectiveness of all the courses and programs offered by the campus? 
IZ! Yes D No 

8.32 Is there a current inventory of instruct ional resources , including online resources? 
IZ! Yes D No 

8.33 Are the resources organi zed for easy access and usage? 
IZ! Yes D No 

8.34 Is it evident that faculty encourages the use of the library? 
D Yes IZ! No 

If No, insert the section number in parentheses and explain: 
(Section 3-3-404): The team found through reviewing syllabi and interviewing faculty and student s, 
that many faculty do not encourage the use of the library and its resources in all of the courses. The team 
identified the following course syllabi as not providing or encouraging the use of the library by the 
students: ACl 101 Accounting I; ACl 102 Accounting II; ACl 103 Accounting III; ACl 106 Payrol 
Taxes; ACl 109 Managerial Accounting; ACl 112 Cost Accounting; AC1215 Intermediate Accounting I; 
AC 1216 Intermediate Accounting II; AC1225 Personal Taxation; AC1227 Corporate Taxation; and 
AC1228 Com uterized Accountin Procedures. 

8.35 Do the library holdings, including online collections, support all of the offerings of the campus? 
IZ! Yes D No 

9. PROGRAM EVALUATION 
Occupational Associate Degree in Computer Applications/Management 
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Occupational Associate Degree in Information Systems Support Technician 

FOR ALL PROGRAMS 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes [8J No (If No, skip to question 9.02) 

9.02 Who is assigned to administer the academic l!2_gram(s), and what are t~ person's ualifications? 
Ms. Mary Jones is the corporate academic dean for DuBois Business College. She has worked for this 
institution since 1999. As stated previously , before becoming the academic dean, she filled a variety of 
roles, such as computer repair technician , instructor, and corporate secretary. Ms. Jones earned a 
bachelor's degree in busine ss education from Indiana University of Pennsylvania and a master 's degree in 
education from the State University of New York in Albany. In her current role, she is responsible for 
overseeing the curriculum for all programs at all campuses. This includes student engagement, faculty 
develo ment , and the overall success of the rograms offered. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
[8J Yes D No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for the 
development and administration of the educational program(s)? 
[8J Yes D No 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
[8J Yes D No 

9.06 Does the program meet the needs of its students and the requirements of the Council, as shown by student 
achievement outcomes which meet or exceed the standards for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs ::S 1 year in 
length)? 
[8J Yes D No D Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
[8J Yes D No D Not Applicable (Data not available.) 

9.07 List the community resources and describe how they are utilized to enrich the program(s). ------------------. 
Community resources are being utilized at the campus. DuBois Business College uses one advisory board 
for all programs. The board is well diversified and brings valuable knowledge and experience to the 
meetings . Their objective is to satisfy the academic needs of the students, the college, and the community. 
Moreover, guest speakers and field trips are provided to students. The benefit is the enriched learning 
experience students receive in the interest of furthering their careers before and after they graduate. 
Sufficient documentation is rovided to satisfy this criterion. 

9.08 Is the utilization of community resources sufficient to enrich the program? 
[8J Yes D No 
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9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
~Yes ONo 

9.10 Does the program include an externship? 
D Yes ~ No (If No, skip to question 9.11) 

9 .11 Does the program use independent studies? 
D Yes ~ No (If No, skip to question 9.13) 

9.13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
OYes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-513): The educational program does not offer evidence of appropriate subjects leading to 
an occupational objective, an academic credential, or both. For example, the computer 
applications/management degree requires: 
TY2110A Keyboarding 
TY2111A Document Formatting 
TY2112A Document Processing 
TY2116 Computerized Office Applications 
TY3333 C,QIDP.!!!erized Integration Techni.9!1es 

All of these courses focus on word proces sing and Micro soft Word; yet, the program description states 
that students receive a "working knowledge " of Microsoft Office. The curriculum is expected to be more 
balanced in relation to the subjects offered to students. 

Moreover, in the information systems support technician (ISST) program , TY2120 Software 
Applications-DOS is required for all students. The need for this training and experience is not 
significant in the industry and DOS is no longer supported by the vendor. Also, CM2630 Internet, 
Security , and Web Design should be broken into two separate classes. Security is a skillset that is in 
great demand by the industry and can better serve the needs of the student and the employer. A career in 
security encompasses more than just Internet or web design. 

9.14 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
~Yes ONo 

9.15 Is an appropriately detailed syllabu s on file for each course that includes the following elements? 
(a) Title and course descriptions 
~Yes ONo 
(b) Course numbers 
~Yes ONo 
(c) Course prerequisites and/or corequisites 
~Yes ONo 
(d) Instructional contact hours/credits 
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IZ! Yes D No 
(e) Learning objectives 
IZ! Yes D No 
(f) Instructional material s and references 
IZ! Yes D No 
(g) Topical outline of the course 
IZ! Yes D No 
(h) Instructional method s 
IZ! Yes D No 
(i) Assessment criteria 
IZ! Yes D No 
(j) Method of evaluating students 
IZ! Yes D No 
(k) Date the syllabu s was last reviewed 
IZ! Yes D No 
For Title IV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(I) Out-of-cla ss work assignments that support the learnin g objectives for the course 
IZ! Yes D No D Not Applicable (Clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the 

work assignment s 
D Yes IZ! No D Not Applicable (Clock hour program) 

If No, insert the section number in parentheses, list the courses, and explain: 
(Section 3-1-513(a) and Glossary): The following courses are currently being taught, but their syllabi do 
not offer a description of the amount of time a student is expected to spend on completion of homework: 
CM2610 Personal Computer Re air 
CM2612 Advanced Networking 
CM2613 Protocol s 
CM2630 Internet , Security, and Web Building 
CM2650 Introduction to Pro gramming 

9.16 Do student s confirm that the y receive a course syllabu s and that it is followed? 
IZ! Yes D No 

9 .17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
IZ! Yes D No 

9.18 What was the total number of graduates in all programs report ed durin g the most recent Campus 
Accountability Rep_ort submi tted to the Council? 
The total number of graduates in all programs is: 
Computer applications/management: 6 
Information systems suwort technician: 4 

9.19 Was the team able to verify the backup documentation to suppor t the placement rate for the program(s) as 
repo rted on the last Campus Accountability Report submitt ed to the Council? 
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0Yes [gl No D Not Applicable (there have been no graduates) 

How many calls to graduates or em layer s were attem ted? 
The following numbers of calls were made to employers or graduates for the following ro ams: 
Occupational associate' s degree in computer applications/management: 4 
Occupational associate' s degree in information systems support technician: 3 

How many calls to graduates or empJ2yers were successful? 
The following number s of calls, by program, were successful: 
Occupational associate' s degree in computer applications/management: 4 
Occu ational associate' s degree in information systems suQP_Q_rt technician: 3 

How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
Please explain any discrepancy between the number of successful contacts and confinnations. 
Occupational associate' s degree in computer applications/management: 3 
Occupational associate' s degree in information systems support technician: 2 

If No, insert the section number in parenthe ses and explain: 
(Section 3-1-303(a)): Some students were not laced a ro riately or were labeled as laced and working, 
but were never em2loyed: 

• f°ccupatirnal associate's degree in computer applications/management (CAMJ:r""' ftls. 
b)(G) is currently working as a warranty clerk and placed based on skills. However , the team does 
not believe that this position utilizes a predominant amount of her skills from the CAM program. 

• Occu ational associate' s degree in information systems support technician (ISST): l<b><6> I 
Mr. (b)(G) was placed based on skills, but he is working as a support technician for a media company 
installing TVs and DVDs. The team does not believe that this position utilizes a predominant amount 
of his skills from the ISST rogram. 

9.20 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
[gl Yes D No D Not Applicable 

9.21 Does the campus participate in Title IV financial aid? 
[gl Yes D No (If No, skip to question 9.24) 

9.22 Does the campus's written procedur es (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Department of Education for Title IV funding? 
[gl Yes D No D Not Applicable (Clock hour programs only) 

9.23 Is there evidence that out-of-class work or the equivalency is being evaluated? 
[gl Yes D No D Not Applicable (Clock hour programs only) 

If Yes. briefly describe the documentation of evaluation viewed on site. 
During interview s with instructors , they were asked to demonstrate and display their grade books. 
Evidence was provided to confirm that homework is graded appropriately and in a timely manner. 
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FOR ALL VISITS 

9.24 Are the following appropri ate to adequately support the number of students and nature of the program? 
(a) Facilities. 
IZ] Yes D No 
(b) Instructional equipment. 
IZ] Yes D No 
( c) Resources. 
IZ] Yes D No 
(d) Personnel. 
IZ] Yes D No 

9.25 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning. 
IZ] Yes D No 
(b) Well-defined instructional objectives. 
IZ] Yes D No 
(c) The selection and use of appropriate and current learning materials. 
IZ] Yes D No 
(d) Appropriate modes of instructional delivery. 
IZ] Yes D No 
(e) The use of appropriate assessment strategies. 
IZ] Yes 0N o 
(t) The use of appropriate experiences. 
IZ] Yes D No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.27 Are all faculty assigned to teach in no more than three fields of instruction, with no more than five 
preparations? 
IZ] Yes D No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE'S , 
AND BACHELOR'S DEGREES ONLY 

9.28 Do the faculty members' qualifications meet the min imum requirements outlined in the Accreditation 
Criteria, and are their qualifications academically and experientially appropri ate to the subject matter 
they teach and the level of the credential awarded? 
IZ] Yes D No 

9.29 Is the size of the faculty appropr iate to the total student enrollment? 
iZ] Yes D No 

FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE'S , BACHELOR 'S, AND 
MASTER'S DEGREES ONLY 
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9.30 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
[8J Yes D No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.32 Do all instructors teach no more than 32 hours per week (except for an overload of one subject allowed 
with additiona l compensation)? 
[8J Yes D No 

9.33 What is the current student/teacher ratio? 
The student/teacher ratio is as follows: 
Occupational associate' s degree in compu ter applications/managemen t: 4: 1. 
Occu ational associate's degree in inform ation systems su_QQort technician: 5:1. 

9.34 Is the cu1Tent student-teacher ratio reasonable for the mode of delivery and course conten t? 
[8J Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.35 Is the number of hours required to comp lete the occupatio nal assoc iate's degree at least 60 semeste r 
hours , 90 quarter hours, or 1800 clock hours or their equivalent, earned over a period of four semesters, 
six quarters, or the equivalent? 
[8J Yes D No 

9.36 Does the curriculum quantitatively and qualitative ly approx imate the standards at other co llegiate 
institutions offering the same degree? 
D Yes [8J No 

If No, insert the section number i!!_Pa.rentheses and e9.,! ain : 
(Section 3-3-203): The curriculum does not offer evidence of appropriate subjects that qualitativel:x 
approximate the standard s at other institutions. For exam2le, the com uter ap lications/manageme nt 
degree requires: 
TY2110A Keyboarding 
TY2111A Document Formatting 
TY2112A Document Processing 
TY2116 Computerized Office Applications 
TY3333 Com uterized Integration Techni ues 

All of these courses focus on word processing and Microsoft Word ; yet, the program description states that 
students receive a "working knowledge" of Microsoft Office. Insufficient content, topics, and training is 
provided for other, more relevant subjects. The curriculum is exp_ected to be more balanced in relation to 
the subjects offered to students. 
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Moreover, in the !SST program, TY2120 Software Applications-DOS is required by all students. As 
indicated previously, the need for this training and experience is not significant in the industry, and DOS is 
no longer supported by the vendor. Also, CM2630 Internet, Security, and Web Design should be broken 
into two separate classes. Security is a skillset that is in great demand by the industry and can better serve 
the needs of the student and the em loyer. A career in security encom asses more than ju st Internet or wel::i 
design. 

9.37 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
~ Yes D No D Not Applicab le (no students in the second year) 

9.38 Are the second-year courses based upon appropri ate first-year prerequisites? 
~Yes 0No 

9. PROGRAM EVALUATION 
Occupational Associate Degree in Legal Assistant 

FOR ALL PROGRAMS 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes ~ No (If No, skip to question 9.02) 

9.02 Who is assigned to administer the academic program(s), and what are this person's qualifications? 
Ms. Mary Jones is the corporate academic dean for DBC. Again, she has worked for this campus since 
1999. Before becoming the academic dean, she filled a variety of roles, such as repair technician , 
instructor, and corporate secretary. Ms. Jone s earned a bachelor 's degree in business education from 
Indian a University of Penn sylvania and a master 's degree in education State University of New York in 
Albany, NY. In her current role, she is responsible for overseeing the curriculum for all programs at all 
campuses. This includes student engagement, faculty develo ment , and the overall success of the 

rograms offered. 

Ms. Bobbi Spigle support s Ms. Jone s as the curriculum chair for the legal assistant program . Ms. Spigle 
has been on the faculty at DBC since 1992. She holds a bachelor 's degree in accounting and retail from 
Gannon University. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
0Yes ~No 

If No, insert the section ~ arentheses and ex lain: 
(Section 3-1-511): Ms. - is the academic dean over ~ram s, and Ms. 
her for the legal program. However, neither Ms. - nor Ms. - have any academic or ex 
qualifications related to a legal assistant program. 

supports 
eriential 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for the 
development and administration of the educational program(s)? 
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IZ!Yes □ No 

9.05 Are the time and reso urces devot ed to the administration of the educational program(s) sufficient ? 
IZ! Yes D No 

9.06 Does the program meet the needs of its students and the requirement s of the Council, as shown by student 
achievement outcomes which meet or exceed the standard s for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs ::S 1 year in 
length)? 
IZ! Yes D No D Not Applicable (Data not available.) 
(b) Student placement rate of 70 percent? 
IZ! Yes D No D Not Applicable (Data not available.) 

9.07 List the community resource s and describe how they are utilized to enrich the pro gram(s). 
The program utilizes community resources such as field trips to local law office s, government agencies, 
and courts; uest s eakers; and other communit:x rofessionals desi ned to enhance the students' learnin g 

9.08 Is the utilization of community resources sufficient to enrich the program? 
IZ! Yes D No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurat ely describe the 
program and its objectives? 
D Yes IZ! No 

If No, insert the section numb er in parenthe ses and explain: 
(Section 3-1-513): Specific program objectives are not published in the catalog , nor is the information that 
is included appropriate for a legal assistant program. The catalog notes that students will be given an 
advanced level of training to develop administrative skills, proficiency in legal terminology , legal 
transcription , preparin g legal correspondence, etc. This listin g doe s not include specific objectives of the 
program; it simply restates the courses that will be taken throughout the program. In addition, another 
concern is the appropriateness of these skill s for a legal assistant program. The se skills, and the courses 
that they take within the program, include two courses in shorthand and six courses in Microsoft Office 
Suite coursework. The skills and competencies learned in the program fit better with a legal secretary 

rogram than a legal assistant rogram. 

9.10 Doe s the program includ e an extern ship ? 
D Yes IZ! No (If No, skip to question 9.11) 

9 .11 Does the program use independent studie s? 
D Yes IZ! No (If No, skip to question 9.13) 

9.13 Are the curriculum and length of the program appropriat e to meet the educational and placement objectives 
of the program? 
IZ! Yes D No 
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9.14 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
~Yes 0No 

9.15 Is an appropriately detailed syllabu s on file for each course that includes the following elements? 
(a) Title and course descriptions 
~Yes 0No 
(b) Course numbers 
~Yes 0No 
(c) Course prerequisites and/or corequisites 
~Yes 0No 
(d) Instructional contact hours/credits 
~Yes 0No 
(e) Learning objectives 
~Yes 0No 
(f) Instructional materials and references 
~Yes 0No 
(g) Topical outline of the course 
~Yes 0No 
(h) Instructional methods 
~Yes 0No 
(i) Assessment criteria 
~Yes 0No 
(j) Method of evaluating students 
~Yes 0No 
(k) Date the syllabus was last reviewed 
~Yes 0No 
(1) Out-of-class work assignments that support the learning objectives for the course 
~ Yes D No D Not Applicable (Clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the 

work assignments 
~ Yes D No D Not Applicable (Clock hour program) 

9.16 Do student s confirm that they receive a course syllabu s and that it is followed? 
~Yes 0No 

9 .17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
~Yes 0No 

9.18 What was the total number of graduates in all programs reported during the most recent Campus 
Accountability Rep_ort submitted to the Council? 
Two graduates were reported. 

9.19 Was the team able to verify the backup documentation to support the placement rate for the program(s) as 
reported on the last Campus Accountability Report submitted to the Council? 
~ Yes D No D Not Applicable (there have been no graduates) 
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How many calls to gradua tes or employers were attempted? 
The following number s of calls were made to employer s or graduates: 
Occu ational associate degree: A total of two calls were attempted to em_eloyers or graduates. 

How many calls to graduates or employers were successfu l? 
Occupational associate degree: A total of two calls were successful in reaching either a graduate o 
em loyer. 

How many of the successful contacts confirme d the employment of the graduate as reported on the CAR? 
A total of two contacts confirmed the employm ent of the graduate as report ed on the 2015 CAR. 

9.20 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes D No ~ Not Applicable 

9.21 Does the campus participate in Title IV financial aid? 
~ Yes D No (If No, skip to question 9.24) 

9.22 Does the camp us's written procedures (as evidenced by their academ ic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Department of Education for Title IV funding? 
~ Yes D No D Not Applicable (Clock hour programs only) 

9.23 Is there evidence that out-of-class work or the equivalency is being evaluated? 
~ Yes D No D Not Applicable (Clock hour programs only) 

If Yes., briefly describe the documentation of evalua tion viewed on site. 
Out-of-class work is reviewed by the instructor for completeness and accuracy. Grades are given and are 
averaged into the final course grade. Assignments are osted on the course outline. 

FOR ALL VISITS 

9.24 Are the following appropri ate to adequately support the number of students and nature of the program? 
(a) Facilities. 
~Yes ONo 
(b) Instructional equipment. 
~Yes ONo 
(c) Resources. 
~Yes ONo 
(d) Personnel. 
~Yes ONo 

9.25 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning. 
~Yes ONo 
(b) Well-defined instructional objectives. 
~Yes ONo 
(c) The selection and use of appropriate and current learning materials. 
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IZ! Yes D No 
(d) Appropriate modes of instructional delivery. 
IZ! Yes D No 
(e) The use of appropriate assessment strategies . 
IZ! Yes 0No 
(t) The use of appropriate experiences. 
IZ! Yes D No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.27 Are all faculty assigned to teach in no more than three fields of instruction, with no more than five 
preparations? 
D Yes IZ! No 

If No, insert the section ~r entheses, list the faculty and course, and explain: 
(Section 3-3-302): Ms. - is assigned to teach LA4111 Legal Concepts; LE2403 Legal Office 
Procedures; SE2503 Executive Office Procedures (LE2403 and SE2503 are being taught concurrently); 
SE2507 Executive Transcription; LE2407 Legal Transcription (SE2507 and LE2407 are being taught 
concurrently); TY 2121 Software Applications; and LE2409 Legal Research. This is a total of four fields 
of instruction and seven Rreparations, which exceeds the Council requirement. 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR 'S DEGREES ONLY 

9.28 Do the faculty members' qualifications meet the minimum requirements outlined in the Accreditation 
Criteria, and are their qualifications academically and experientially appropri ate to the subject matter 
they teach and the leve l of the credential awarded? 
D Yes IZ! No 

If No, insert the section nu~nth eses, list the faculty and course, and explain: 
(Section 3-3-302(b )): Ms. - is the only faculty member currently teaching in the legal 
assistant program. She holds a bachelor' s degree in business from Liberty University and an associate' s 
degree in executive secretarial from DuBois Business College. She does not have any experiential 
qualifications in a legal setting, nor does she have any formal legal education. The campus provided a 
certificate of continuing education from Lock Haven University; however, the team does not feel that this 
continuing education certificate qualifies her to teach in the legal field. The classes that Ms. - is 
teaching are listed above in question 9.27. 

9.29 Is the size of the faculty appropr iate to the total student enrollment? 
IZ! Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR 'S, AND 
MASTER 'S DEGREES ONLY 

9.30 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
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IZ!Yes □ No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.32 Do all instructors teach no more than 32 hours per week (excep t for an overload of one subject allowed 
with additional compensation)? 
IZ! Yes D No 

9.33 What is the cunent student /teacher ratio? 
The cunent student/teacher ratio is 9: 1. 

9.34 Is the current student-teacher ratio reaso nable for the mode of delivery and course content? 
IZ! Yes D No 

FOR OCCUPATIONAL ASSOCIATE'SDEGREES ONLY 

9.35 Is the numb er of hours required to complete the occupational associa te' s degree at lea st 60 semes ter 
hour s, 90 quarter hour s, or 1800 clock hour s or their eq uivalent, earned over a period of four semes ters, 
six quarters, or the equivalent? 
IZ! Yes D No 

9.36 Doe s the curriculum quantitatively and qualitatively approximate the standards at other co llegiate 
institution s offering the same degree? 
D Yes IZ! No 

If No, insert the section number in parenthe ses and explain: 
(Section 3-3-203): The curriculum does not quantitatively nor qualitatively approximate the standards a 
other institutions offering occupational associate's degrees in legal assisting. The program only requires 
completion of six legal courses. The legal courses are very basic in nature and do not provide the neces sary 
knowledge and skills needed for graduates of the program to be successful. Only 19 of the total 90 credi 
hours required are legal courses. There are no program objectives publi shed by which to judge studen~ 
performance and other student outcomes. There are courses within the program such as two courses in 
shorthand and six courses in Microsoft Office Suite that are not t ically required in similar program s. 

The team reviewed comparative programs, including Kaplan University, associate of applied science in 
legal support and services; Central Pennsylvania College, associate degree in paralegal studies; ----Pennsylvania College of Technology, associate of applied science legal assistant/paralegal. The prog{am 
may be comparable to legal secretary programs, but since the program is marketed as a legal assistan 
2rogram, the team does not feel it is com arable to similar rograms in that field . 

9.37 Is enrollment in the second academic year of the two -year program suffici ent to support regularly 
scheduled classes? 
IZ! Yes D No D Not Applicable (no student s in the second year) 

9.38 Are the second-year courses based upon appropriat e first-year prerequi sites? 
IZ! Yes D No 
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9. PROGRAM EVALUATION 
Occupational Associate Degree in Entertainment Production Business 

FOR ALL PROGRAMS 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes [8J No (If No, skip to question 9.02) 

9.02 Who is assigned to administer the academic program(s), and what are this person's qualifications? 
Mr. Darren Kite is the curriculum chair for the entertainment production business (EPB) program. Mr. Kite 
holds an academic diploma from Jefferson County-DuBois Area Vocational-Technical School (Jeff Tech) 
and an associate degree from DuBois Business College. He also holds a Pennsylvania State Ins ection, 
Class C license from the Pennsylvania Highway De artment. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
[8J Yes D No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for the 
development and administration of the educational program(s)? 
[8J Yes D No 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
[8J Yes D No 

9.06 Does the program meet the needs of its students and the requirement s of the Council, as shown by student 
achievement outcomes which meet or exceed the standards for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs :::; 1 year in 
length)? 
[8J Yes D No D Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
[8J Yes D No D Not Applicable (Data not available.) 

9.07 List the community resources and describe how they are utilized to enrich the program(s). 
Community resources for the EPB program include field trips to local companies, such as Winkler Gallery , 
Inventionland, and the Small Business Developm ent Center. Additionally, students are provided the 
opportunity to hear guest speakers from the Small Business Development Center, the Chamber of 
Commerce, and former DBC graduates. 

9.08 Is the utilization of community resources sufficient to enrich the program? 
[8J Yes D No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
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IZ!Yes □ No 

9.10 Does the program include an externship? 
D Yes IZ! No (If No, skip to question 9.11) 

9.11 Does the program use independent studies? 
D Yes IZ! No (If No, skip to question 9.13) 

9 .13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
IZ! Yes D No 

9.14 Are course prerequi sites appropriate, are they identifi ed in the catalog, and are they being followed? 
IZ! Yes D No 

9.15 Is an appropriately detailed syllabu s on file for each course that includes the following elements? 
(a) Title and course descriptions 
IZ! Yes D No 
(b) Course numbers 
IZ! Yes D No 
( c) Course prerequisites and/or corequisites 
IZ! Yes D No 
(d) Instructional contact hours/credits 
IZ! Yes D No 
(e) Learning objectives 
IZ! Yes D No 
(f) Instructional materials and references 
IZ! Yes D No 
(g) Topical outline of the course 
IZ! Yes D No 
(h) Instructional methods 
IZ! Yes D No 
(i) Assessment criteria 
IZ! Yes D No 
(j) Method of evaluating students 
IZ! Yes D No 
(k) Date the syllabus was last reviewed 
IZ! Yes D No 
For Title IV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(1) Out-of-cla ss work assignments that support the learning objectives for the course 
IZ! Yes D No D Not Applicable (Clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the 

work assignment s 
IZ! Yes D No D Not Applicabl e (Clock hour program) 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 49 of 65 

9.16 Do student s confirm that they receive a course syllabu s and that it is followed? 
~Yes 0No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
~Yes 0No 

9.18 What was the total number of graduates in all programs reported during the most recent Campus 
Accountability Reg,S)rt submi tted to the Council? 
The total number of graduates in the EPB program was 5. 

9.19 Was the team able to verify the backup documentation to support the placement rate for the program(s) as 
reported on the last Campus Accountability Report submitted to the Council? 
D Yes ~ No D Not Applicable (there have been no graduates) 

How many calls to graduates or emeloyers were attem ted? 
A total of four calls were made to graduates and/or em loY.ers for the occu ational associate' s in 
entertainment production business ro am 

How many calls to graduates or employer s were success ful? 
All four calls were successful. 

How many of the success ful contacts confirmed the employm ent of the grad uate as reported on the CAR? 
Please explain any discrepancy between the number of succes sful contacts and confumations. 
Only two of the four successful calls were able to confirm the employment of the graduates as reported on 
the CAR. 

If No, insert the section number in parenth eses and explain: 
(Section 3-1-303(a): The team was not able to veri~t for two graduates: Ms. - was 
reported on the CAR as placed based on skill. Ms. - career services director, confirmed to 
the team that Ms. - is actually working at W almart and the team found no evidence that she was using 
a predominant amount of her skills in this job. Mrs. was reported as placed by title, 
but it was later confirmed to the team by Ms. that she is a self-employed photographer and that she 
held that position prior to completing the program. 

9.20 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes D No ~ Not Applicable 

9.21 Does the campus participate in Title IV financial aid? 
~ Yes D No (If No, skip to question 9.24) 

9.22 Doe s the campus's written procedure s (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Department of Education for Title IV fundin g? 
~ Yes D No D Not Applicable (Clock hour programs only) 

9.23 Is there evidence that out-of-class work or the equivalency is being evaluated? 
~ Yes D No D Not Applicable (Clock hour programs only) 
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If Yes., briefly describe the documentation of evaluation viewed on site. 
According to the syllabi reviewed on site, the faculty use the followin method of assessme nt: 

• Projects and Final Exam = 50% of grade 
• Tests = 30% of grade 
• Home work = 20% of grade 

When a stude nt misses a graded assignment, test, or project, he or she must meet with the instructor 
promptly upon returning to class. If appropriate, arrangements are made for making u the work. The team 
reviewed documentation that these policies are implemented in courses. 

FOR ALL VISITS 

9.24 Are the following appropriate to adequately support the number of students and nature of the program? 
(a) Facilities. 
[g} Yes D No 
(b) Instructional equipment. 
[g} Yes D No 
(c) Resources. 
[g] Yes D No 
( d) Personnel. 
[g) Yes D No 

9.25 Are the following elements appropr iately incorporated into the instructional compone nts of the program? 
(a) Systematic planning. 
[g} Yes D No 
(b) Well-defined instructiona l objectives . 
[g} Yes D No 
(c) The selection and use of appropriate and current learning materials. 
[g} Yes D No 
(d) Appropriate modes of instruct ional delivery. 
[g] Yes D No 
(e) The use of appropriate assessment strategies . 
[g) Yes 0No 
(f) The use of appropriate exper iences. 
[g) Yes D No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.27 Are all faculty ass igned to teach in no more than three fields of instruction, with no more than five 
preparations? 
[g} Yes D No 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 
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9.28 Do the faculty members' qualifications meet the minimu m requirements outlined in the Accredita tion 
Criteria, and are their qualifications academically and experientially appropriate to the subject matter 
they teach and the level of the credential awarded? 
[8J Yes D No 

9.29 Is the size of the faculty appropriate to the total student enrollment? 
[8J Yes D No 

FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE'S , BACHELOR 'S, AND 
MASTER 'S DEGREES ONLY 

9.30 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
[8J Yes D No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE 'S DEG REES ONLY 

9.32 Do all instructors teach no more than 32 hours per week (except for an overload of one subject allowed 
with additional compensation)? 
[8J Yes D No 

9.33 What is the current student/teacher ratio? 
The current student/teacher ratio is 6: 1. 

9.34 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
[8J Yes D No 

FOR OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

9.35 Is the number of hours required to complete the occupational associate's degree at least 60 semester 
hours, 90 quarter hours, or 1800 clock hours or their equivalent, earned over a period of four semesters, 
six quarters, or the equivalent? 
[8J Yes D No 

9.36 Does the curriculum quantitatively and qualitatively approxim ate the standards at other collegiate 
institutions offering the same degree? 
[8J Yes D No 

9.37 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
[8J Yes D No D Not Applicable (no students in the second year) 

9.38 Are the second-year courses based upon appropriate first-year prerequisites? 
[8J Yes D No 

COMMENDATIONS: 
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he team found the entertainment production business program was generally well conceived, directed , and 
taught. Students interviewed in the program were pleased by the education received and felt they were acquiring 
the necessary skills to be com etitive in the marketplace. 

9. PROGRAM EVALUATION 
Diploma in Accounting Assistant 
Occupational Associate Degree in Accounting/Business Administration 
Occupational Associate Degree in Medical Assistant 
Occupational Associate Degree in Clinical Medical Assistant 
Occupational Associate Degree in Executive Assistant 

FOR ALL PROGRAMS 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes ~ No (If No, skip to question 9.02) 

9.02 Who is assigned to administer the academic programs, and what are this person's qualifications? 
Ms. Mary Jones is the corporate academic dean for DuBois Business College (DBC). She, again, ha 
worked for this institution since 1999. Before becoming the academic dean, she filled a variety of roles, 
such as computer repair technician, instructor, and corporate secretary. Ms. Jones earned a bachelor' s 
degree in business education from Indiana University of Pennsylvania and a master 's degree in education 
from State University of New York in Albany. In her current role, she is responsible for overseeing the 
curriculum for all program s at all campuses. This includes student engagement, faculty development, and 
the overall success of the programs offered. 

Ms. Jone s is su orted by the following full-time curriculm chairs. 

• Dr. Helen White is the curriculm chair for the accounting program. She has been an instructor at 
[) BC since October 2006. Dr. Whit e holds a Ph.D . degree in business administration from 
Northcentral University, an MBA degree from Morehead State University, and a bachelor 's degree 
· n accounting from Excelsior Colle~ he has over 35 years of work ex erince in office systems and 
management. 

• Ms. Lucinda (Cindy) Neville support s Ms. Jones as the curriculum chair for the medical programs. 
She has been an instructor at DBC since April 2004. Ms. Neville holds a bachelor's degree in 
communi cation disorders from Pennsylvania State University and an associate's degree in nursing 
rom Lock Haven University. Ms. Neville has 13 years of clinical and administrative healthc are 

experien ce and holds severa l qualifi cations, includin g outpatient coding, professional coding, 
· nternational classification of diseases (ICD-10), in addition to maintanin g her Pennnylvania State 
egistered nursing license. 

• Ms. Bobbi Spigle supports Ms. Jones as the curriculum chair for the executive assistant program. She 
has been on the faculty at DBC since 1992 and holds a bachelor's degree in accounting and retai 
rom Gannon Universit . 
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9.03 Does this individual possess appropriate academic or experiential qualifications? 
~Yes 0No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for the 
development and administration of the educational program(s)? 
~Yes 0No 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient ? 
~Yes 0No 

9.06 Does the program meet the needs of its students and the requirements of the Council, as shown by student 
achievement outcomes which meet or exceed the standard s for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs :S 1 year in 
length)? 
~ Yes D No D Not Applicable (Data not available.) 
(b) Student placement rate of 70 percent ? 
D Yes ~ No D Not Applicable (Data not available.) 

The occupational associate's degree in accounting/business administration has less than ten students in thi 
P.rogram; the remaining P.rograms were at 70 rcent or higher lacement rate. 

9.07 List the community resources and describe how they are utilized to enrich the program( s). 
The team found the rogram community resources consist of the following: 

An advisory board meets annually. The discussion at the last meeting included matching up student 
ambassadors with advisory board members , classroom observations, and a round-table question-and 
answer session. 

Examples of medical program field trips include a visit to Penn Highlands , DuBois , on September 11, 
2015, where the students had the opportunity to observe Dr. Sandeep Bansal placing a catheter in a lung 
for drainage purpo ses. The students saw how fast-paced the clinic was, how multi-tasking was used, and 
how to evaluate the rate of patient movements; on December 14, 2015, another patient-care lab clas 
visited the laboratory at Penn Highlands to hear a discussion about testing done by the histology 
department. The final example was on March 9, 2015, to DuSan Ambulance Company, where Ms. Dawn 
Buck, a paramedic, led a tour of the facility, equipment, and medical supplies. This helped the class with 
seeing an electrocardiogram in use, which was being studied in class, and how the EKG was used in an 
emergency healthcare deliver y system. 

The business program utilizes community resources such as field trips to local corporations, chambers o 
commerce, accounting firms, and banks; guest s eakers; and other communitY. rofessionals desi ed to 
enhance the students' learning ex rience . 

9.08 Is the utilization of community resources sufficient to enrich the program? 
~Yes 0No 
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9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
D Yes lZ] No 

If No, insert the section numberJ!l parentheses and explain: 
(Section 3-1-513): Specific program objectives are not published in the catalog for any of the business or 
medical programs. The catalog notes only that students will learn in courses such as electronic healtH 
records and insurance terminology in clinical medical assistant or executive office procedures and 
computer applications in the executive assistant program. These listings do not include specific objectives 
of the _program; they sim_ply restate the courses that will be taken throughout the _program. 

9.10 Does the program include an externship? 
D Yes lZ] No (If No, skip to question 9.11) 

9.11 Does the program use independent studies? 
D Yes lZ] No (If No, skip to question 9./3) 

9.13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
D Yes lZJ No 

If No, insert the section number in parentheses and explain : 
(Section 3-3-203).Th e team found the occupational assoc iate' s degree in exec utive assistant (EA) did 
not have similar content to the review of similar programs currently offered. The structure and course 
offerings in the EA program are not appropriate in meeting the current educational and placemen~ 
objectives required in today's market. Specifically, offering two courses in shorthand is not found in any 
of the other programs teaching similar courses that the team reviewed. The team feels these are no longer 
appropriate subjects that would lead to an occupational objective. 

9. 14 Are course prerequisites appropriate, are they identified in the cata log, and are they being followed? 
lZJ Yes D No 

9.15 Is an appropriately detailed syllabus on file for each course that includes the following elements? 
(a) Title and course descriptions 
lZJ Yes D No 
(b) Course numbers 
lZJ Yes D No 
(c) Course prerequisites and/or corequis ites 
lZJ Yes D No 
( d) Instructional contact hours/credits 
lZJ Yes D No 
(e) Learning objectives 
lZJ Yes D No 
(f) Instructional materials and references 
lZJ Yes D No 
(g) Topical outline of the course 
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IZ! Yes D No 
(h) Instructional methods 
IZ! Yes D No 
(i) Assessment criteria 
IZ! Yes D No 
(j) Method of evaluating students 
IZ! Yes D No 
(k) Date the syllabus was last reviewed 
IZ! Yes D No 
For Title IV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(1) Out-of-cla ss work assignments that support the learning objectives for the course 
IZ! Yes D No D Not Applicable (Clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the 

work assignments 
IZ! Yes D No D Not Applicable (Clock hour program) 

9.16 Do student s confirm that they receive a course syllabu s and that it is followed? 
IZ! Yes D No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
IZ! Yes D No 

9.18 What was the total number of graduates in all program s reported dming the most recent Campus 
Accountability Report submitted to the Council? 
There are a total of 31 graduates reported on the 2015 CAR. 

9.19 Was the team able to verify the backup documentation to support the placement rate for the program(s) as 
reported on the last Campus Accountability Report submitted to the Council? 
D Yes IZ! No D Not Applicable (there have been no graduates) 

How many calls to graduates or employers were attempted? 
The following numbers of calls were made to em loyers or graduates for the following rograms: 
Diploma in accounting assistant: No graduates 
Occupational associate's degree in accounting/business administration: 7 
Occupational associate' s degree in administrative medical assistant: 4 
Occupational associate's degree in clinical medical assistant: 13 
Occupational associate's in specialized business degree in executive assistant: 3 

How many calls to graduates or eme!oyers were successful? 
The following number of calls were successful, by program: 
Diploma in accounting assistant: No graduates 
Occupational associate's degree in accounting/busines s administration: 5 
Occupational associate' s degree in administrative medical assistant: 4 
Occupational associate' s degree in clinical medical assistant: 8 
Occupational associate's degree in executive assistant: 3 
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How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
Please ex lain any discr~ancy between the number of successful contacts and confinnatio ns. 
All calls were confirmed as re orted in the 2015 CAR exce tone which is ex lained below 

If No, insert the section number in parentheses and explain : 
(Section 3-1-303(a): There was one administrative medical ass istant (AMA) who could not be verified by 
the team at time of the data~ty calls. Ms. was reported as placed in field in the 2015 
CAR. Upon talking to Ms. - by telephone, she reported that she had not workm and no employer 
inform ation was provided by DBC. The team discussed this with Ms. career serv ice 
director, who stated the employer was not listed since Ms. - was not work.in u on graduation even 
though she was listed as placed in field. 

9.20 Was documentation on file to verify graduates classified on the CAR as "not availab le for placement"? 
~ Yes D No D Not App licab le 

9.21 Does the campus participate in Title IV financial aid? 
~ Yes D No (If No, skip to question 9.24) 

9.22 Does the campus's written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Department of Education for Title IV funding? 
~ Yes D No D Not App licab le (Clock hour programs only) 

9.23 Is there evidence that out-of-class work or the equivalency is being evaluated? 
~ Yes D No D Not App licable (Clock hour programs only) 

If Yes, briefly describe the documentation of evaluation viewed on site . 
During the class visits, the students showed several examples of assignments they had submitted and had 
documentation of instructor comments/feedback. 

FOR ALL VISITS 

9.24 Are the following appropriate to adequately support the number of students and nature of the program? 
(a) Facilities. 
~Yes 0No 
(b) Instructional equipment. 
~Yes 0No 
(c) Resources. 
~Yes 0No 
( d) Personnel. 
~Yes 0No 

9.25 Are the following elements appropriate ly incorporated into the instructional compone nts of the program? 
(a) Systematic planning. 
~Yes 0No 
(b) Well-defined instructiona l objectives . 
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IZ! Yes D No 
(c) The selection and use of appropriate and current learning materials. 
IZ! Yes D No 
(d) Appropriate modes of instructional delivery. 
IZ! Yes D No 
(e) The use of appropriate assessment strategies. 
IZ! Yes 0No 
(f) The use of appropriate experiences. 
IZ! Yes D No 

FOR NONDEGREE PROGRAMS ONLY 

9.26 Is there an adequ ate core of full- and/or part -time faculty to ensure sound direction and contin uity of 
development for the educational programs? 
IZ! Yes D No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.27 Are all faculty assigned to teach in no more than three fields of instruction, with no more than five 
preparations? 
IZ! Yes D No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.28 Do the faculty member s' qualifi cat ions meet the minimum requirement s outlined in the Accreditation 
Criteria, and are their qualifications academically and experientially appropriate to the subject matter 
they teach and the level of the credential awarded? 
D Yes IZ! No 

If No, insert the section number in parenthe ses, list the faculty and course, and explain: 
(Section 3-3-302(b )): The one full-time faculty member at the Philipsburg learning site is not a qualified 
faculty member. Ms. Penny Deihl is the only assigned full-time instructor at the learning site located in 
Philipsburg. She holds a bachelor 's degree in business education and has 17 years of work experience as a 
lead operator for a physical sorting de artment. Ms. Diehl has 16 years of ex erience working in non­
postsecondary education. 
Ms. Diehl is currently teaching the following courses: ACI 102, Accounting II; TY3333 , Computer 
Integration Techniques, SE21119, Records Management; and TY2115, Advanced Information Processing 
I. 
Based on interviews with Ms. Diehl, and students, as well as faculty file reviews , it was determined tha~ 
Ms. Diehl did not demonstrate proficiency in the subject matter she was assigned to teach. Additionally, 
there were numerous occasions noted where the class did not have sufficient clock hours, due to Ms. 
Diehl's late arrival to class. During the visit, the students collectively wanted to move away from her 
location so they could talk freely as to their lack of confidence in her attendance, attitude, assistance, or 
knowledge of the course content for classes she taught. The learning site had half of their enrollment (a 
total of eight students) drop recently. 
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9.29 Is the size of the faculty appropriate to the total student enrollment? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

9.30 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
~Yes 0No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.32 Do all instructors teach no more than 32 hours per week (except for an overload of one subject allowed 
with additional compensation)? 
~Yes 0No 

9.33 What is the current student/teacher ratio? 
The current student/teacher ratios follow: 
Diploma in accounting assistant: 1: 1 
Occupational associate's degree in accounting/business administration: 8: 1 
Occupational associate's degree in administrative medical assistant: 3:1 
Occupational associate' s degree in clinical medical assistant: 27: 1 
Occupational associate' s degree in executive assistant: 5: 1 

9.34 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

9.35 Is the number of hours required to complete the occupational assoc iate' s degree at least 60 semester 
hours, 90 quarter hours, or 1800 clock hours or their equivalent, earned over a period of four semes ters, 
six quarters, or the equivalent? 
~Yes 0No 

9.36 Does the cuniculum quantitativ ely and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-3-203): The team found in reviewing similar program s currently being offered that the 
structure and course offerings in the executive assistant program are not appropriate to meet the curren~ 
educational and placement objectives required in today 's market. Specifically , offering two courses in 
shorthand is not found in any of the other program s teaching similar courses the team reviewed. The 
team feels these are no longer a22ro riate subjects that would lead to an occupational objective. 
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9.37 Is emollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
~ Yes D No D Not Applicable (no student s in the second year) 

9.38 Are the second-year courses based upon appropriate first-year prerequi sites? 
~Yes 0No 

LEARNING SITE REVIEW REPORT QUESTIONS 

1. Who has responsibility for the administration of the learnin g site? Describe the individual's academic 
credentials and professional experience. 

here is one full-time administrator at the learning site, Ms. Janice Pepperday , director of studen~ 
services and acting director. Ms. Pepperday has a bachelor's degree in rehabilitation services 
education and has worked in the career college sector for the past five years. She has responsibilities 
hsted on her job description that include working with students to collect information related to 
admissions and financial aid; place orders for supplies and equipment; and maintain records for 
students and faculty information. Ms. Pepperday passe s the information she collects to the main 
campus for proces sing. In addition, the director of the Oil City campus, Ms. Terry Khoury , has direct 
responsibility for the location , even though the location is a learning site of the DuBois campus. The 
students and administration stated that Ms. Khoury comes to the location approximately once a week 
to handle substantive or serious matters that may occur with students or faculty at the location. 

2. What is the distance (i.e. driving or walking distance) between the learnin g site and the campus that has 
administrative oversight of it? 

he distance between the learning site and main campus is 30 miles and is approximately a 45-minute 
drive. 

3. Describe how appropriate provi sions have been made for supervi sion and monitoring of the learnin g site 
by the administration of the campus that is administratively responsible for the learn ing site. 
(Section 3-1-202(a)): There is not appropriate oversight of the learning site by the administration. 

here is one full -time time administrator at the location and one part-time administrative assistant, Ms. 
Jaye Navasky. Ms. Khoury who is ultimately responsible for the overall administration of the location , 
drops by the location occasionally to assist in serious matters. The location currently has one full-time 
faculty member, Ms. Penny Diehl, and a part-time faculty member , Ms. Bonnie Hansell. Furthermore, 
another faculty member (in this term, M s. Pam Reiter) may drive to the location and teach a course, 
when necessary. 

he full -time faculty member, Ms. Penny Diehl , is currently teaching ACl 102, Accounting II ; 
Y3333, Computer Integration Techniques, SE21119, Records Management; and TY2115, Advanced 

Information Processing I. 

All seven students interviewed at the location had serious concerns about the qualification , 
r,rofessionalism, and ability of Ms. Diehl to teach those courses. These concerns were also brought to 
the attention of the team in the Call for Comment that was requested prior to the visit. A number of 
different students noted in that call for comment that they were upset about their instructor not being 
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qualified and not being able to answer their questions regarding course information . The students 
reiterated these concerns and also specified that Ms. Diehl was often late to class and not prepared for 
instruction. The students mentioned that they were esse ntially teaching themselves in each of these 
courses, and a few students took the initiative to have tutoring from an instructor at the main cam us 
to assist them in understanding the material that was to be covered by Ms. Diehl. The team, as 
previously stated (see section 9), also has concerns about Ms. Diehl' s qualifi cations. The student s 
noted that they brought these concerns to the admini stration. Specifically, Ms. Pe erday noted the 
complaint and pa ssed it to Ms. Khoury to handle when she was on campus. 

he student s noted that the admini stration was not receptive to their concerns and had not made any 
changes as a result of their voicing their opinions. The administration at the main campus noted tha 
they were aware of the concerns, but perhaps not aware of the seriousness of the issues. 

Furthermore, one student , Ms. expressed concerns regarding not receiving special 
accommodations for testing . The student noted that she provided her documentation regarding test 
accommodation in her first term in 2015, but the administration did not provide these accommoda tions 
until later in her program (May 2016). The team cannot confirm when the student provided the 
documentation . However, the student specifically noted that when she discussed the issue with the 
administration at Philip sburg, she was not provided these accommodation s and was told that she 
would not be able to get these accommo dation s. The main campus provided a memo dated May 13, 
r.2016 , that they would accommodate the student during her test-taking; however, upon interview, the 
student continued to have concerns, specifi cally about how her request had been handled by the 
administration at Phili sburg. 

he main campus administration in DuBoi s also noted that they do not regularly visit the Philip sburg 
ocation, but are in communi cation via e-mail and phone calls. The main campus admini stration noted 

that they continually attempt (and are required by the commonwealth of Pennsylvania) to have the 
Philipsburg student s come to the DuBoi s main campus. One process they have for doing this is to have 
an entire class (including the instructor) hold six class meetings per term at the DuBoi s location rather 
than at the Philip sburg location. The admini stration noted that this policy makes the students fed 
·ncluded within the main campus. However, each student noted that it served more as an 
· nconvenience than a benefit. The team feels that this is further evidence that there is not ap ropriate 
or effective oversight at the learning site location. 

he student s feel as though they did not receive the same instruction, student services, or oversight as 
students on the main camp us. 

4. Describe how students at the learning site are provided with access to student services, identifying if 
services are provided at the learning site or the overs ight campus. 
As noted above, Ms. Janice Pepperd ay, is the full-time administrator at the learning site. However, the 
students feel, and the team agrees, that these students are not receiving similar student services as they 
relate to overall administration and student concerns as descried above. 

5. List the staff members employed only at the learn ing site, if applicable. 
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he staff members employed at the learning site, as stated previously, are Ms. Janice Pepperday, 
i:lirector of student services, and Ms. Jaye Navasky, administrative assistant. There are no other 
administrative staff em loyed at the learning site. 

6. Descr ibe how student s are informed, during the recruitment and enro llment proc ess, that they will be 
attending classes at the learning site location. Are full pro grams offered at the lear nin g site or only 
courses? Please spec ify. 

he students complete all of their admissions paperwork at the learning site location. If the students 
are interested in attending the Philip sburg location, Ms. Pepperday has the student complete the 
admissions paperwork at the Philipsburg site, and the rest of the processing occurs at the DuBois main 
campus. The learning site can technically offer full programs at the learning site; however , typically 
the student will take a course at the main campus, particularly if it's not currently offered at the 
Philipsburg location. Thi s is noted within the catalog and the student s sign off that they receive the 
catalog upon enrollment. As noted previou sly, the administration also has a policy that require s the 
students to attend six of their class sessions at the DuBoi s main cam us. 

7. Cite evidence that the learning site employs a sufficient number of faculty members for the number of 
courses offered and the size of the student population. 
(Section 3-3-302(b)): The learning site currently employs one full-time faculty member and one part­
time faculty member. As noted previou sly (see section 9), the team does not believe that M s. Diehl is 
qualified to teach the four courses that she is currently teaching. In addition, as a mean s to have more 
faculty teach at the learning site (which is 30 miles away), the campus has set up WebEx classrooms, 
which allow faculty located in DuBois to teach courses to the Philip sburg students. However, as noted 
previously (see sec tion 5), the campus is not approved to offer distance education. The team 
determines that the se WebEx courses would be defined as distance education. 

8. List the instructional equipment available for faculty and student usage at the learnin g site. 
he learning site has sufficient instructional equipment at the location. The program s offered at the 

locations are in the fields of busine ss, IT, and medical. The location has a computer lab that has a 
sufficient number of computers and up-to-date software. In addition, the campus keep s medical 
~quipment available for student use whenever there is a core medical course offered at the location. 

9. Descr ibe the phy sica l facility. Doe s it appear to be adequate and appropriate to support the educational 
E_Iograms offered and the current enrollment at the learning site? 
i~he Philipsburg location is part of the Moshannon Valley Economic Development Partnershi 
Complex. The learning site has one suite within the building. Thi s suite include s numerou s 
classrooms, including one fitted with a computer lab . The location also has administrative office space , 
library, and a room set up for students to take WebEx courses. The location also has a partnership with 
a local agency that allows students to study and take their GED exams. This process is not affiliated 
with DuBois Bu sines s College, but the college doe s allow them to use their space. 

10. Describe how the learnin g site is referenced in all advertising, includin g the catalog of the oversight 
campus. 

he learning site is noted as the Philip sburg location in all promotional materials. The institution has 
one multi-campu s catalog, and it clearly note s the Philip sburg location and the policies required for 
students attending that location. 
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Based on the team 's review, the following areas require an explanatory respon se: 

Number Section Summary Statement 
1 2-2-106 and The campus initiated distance education without seeking ptior 

Appendix H approval from Council (page 20). 
2 3-1-111 The Campus Effectiveness Plan (CEP) does not have all required 

elements (page 6). 
3 3-1-202(a) The camp us does not demon strate that emphas is is placed upon the 

efficiency and effectiveness of the overall administration of the 
camp us (pages 8 and 59-60). 

4 3-1-202(b) The administration does not maintain documentation of the 
evaluation of faculty and staff (page 8). 

5 3-1-303(a) The team cannot verify the 2015 Campus Accountabi lity Report 
(CAR) as it relates to placement (pages 38, 49 and 56). 

6 3-1-413 The campus does not establish and adhere to a systematic policy for 
transfer of credit (pages 13 and 14). 

7 3-1-413 The campus does not make public a list of institutions with which it 
has articulation agreements (page 14). 

8 3-1-414 The campus does not use enrollm ent agreements (page 11). 

9 3-1-421 and The satisfactory academic progress (SAP) policy does not include a 
Appendix D statement regarding how repeated courses are included within the 

policy and does not appropriately monitor SAP related to these 
instances (page 15). 

10 3-1-432(a) Student fees and other charges are not clear ly stated in the catalog 
(pages 17-18). 

11 3-1-441(c) The camp us does not conduct follow-up surveys for graduates and 
employers (page 26). 

12 3-1-501 The campus has not adopted and published an appropriate policy on 
matters of faculty governance (page 2 1). 

13 3-1-511 The administration of the legal assistant program is not assigned to 
qualified individual s (page 41). 

14 3-1-513 and 3-3-203 Some programs do not evidence a well-organized sequence of 
appropriate subjects leading to an occupational objective and do not 
quantitati vely and qualitat ively approximate the standards at other 
institution s offering similar degree program s (pages 36, 40-41, 46, 
54, and 58). 

15 3-1-513(a) The camp us does not have stated objectives for a number of 
programs (pages 42, and 54 ). 

16 3-1-513(a) and Some syllabi do not evidence an appropriate amount of time for 
Glossary homework (page 37). 

17 3-1-516 (a)(i) and Some courses are not scheduled in a way that are educationally 
3-1-517 appropriate and that meet the necessary contact hours (page 23). 

18 3-1-516( c)(ii) The campus does not maintain docume ntation to support that all 
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credit hours awarded are appropriate based on the assessment of 
knowledge, skills, or competencies acquired (pages 23-24). 

19 3-1-701, 3-1-702, and The catalog does not contain all required elements as listed in the 
Appendix C Accreditation Criteria and does not clearly identify the faculty and 

administrative staff of each location (pages 28, 29, and 31). 
20 3-1-703, 3-1-704, and The institution does not provide reliable information in their 

Appendix C advertising with regard to gainful employment disclosures (pages 31 
and 32). 

21 3-3-302 Some faculty members have an inappropriate number of teaching 
assignments (page 45). 

22 3-3-302(b) There is insufficient documentation that some instructors are 
qualified to teach their assigned courses (pages 25-26, 45, 57, and 
61). 

23 3-3-404 There is insufficient evidence that faculty encourage the use of 
library resources (page 34 ). 
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RECOMMENDATIONS 

Any recommendation(s) provided in this report are not included in the report seen by the Council: 

• Define and publi sh team lead roles and respon sibilitie s to support the dean of academics. The dean is 
urrently overseeing all program s and all campu ses. Thi s proc ess can hel12 to enrich all asP.ects of 
dmini stering the entire academic P.rogram, not ju st the curriculum. 

• Standardize the syllabi for all courses. In the intere st of accuracy and consistency, the student s, faculty , 
d administration can avoid misunder standing , miscomm unic ation , and misinte!l)retation of the course 

equirements and expectat ions 

• Consider enhancing the recordkeep ing proce ss. It is a reflec tion of the attentiveness and discipline of the 
· stitution 's administration and staff. The faculty files are disorganized and contain data that are not 
required (SSN and payroll data). Enrichin g the maintenance , organization, and accuracy of the data can 
offer improved decision-makin g and analysis by the institution 's leadershi and will certai nlx hel in 
future on-site evaluations. 

• Choose one st le manual (such as APA or CMS for use in all courses at all cam uses. 
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STUDENT SURVEY 

Please find below the results of the Student Surv eys issued to seve ral students while the team was on-site. Please note that 
these result s are aggregated and are not distinguished by indi vidu al. 

A.01. Prior to enrolling in this institution, have you attended any 

other college or institution of higher learning? 

A.02. If you had transfer credits, did your admissions 
representative describe the transfer of credit policies and 
procedures accurately? (Select NIA if no transfer credits) 

A.03. Did your admissions representative accurately describe the 
enrollment process regarding available courses and programs of 
study? 

A.04. Did your admissions representative accurately describe 
student services offered by the institution? 

A.05. Did your admissions representative accurately describe the 
tuition and fees associated with your program of study? 

A.06. Did you receive a catalog or were you provided access to 
one during the enrollment process? 

A.07. Did the catalog accurately portray programs, services and 
policies of the institution? 

A.08. Was the information provided during enrollment sufficient 
for you to make your decision? 

A.09. Did you feel pressured into making the decision to enroll? 

B.01. Do you receive federal financial aid? 

8.02. Are you aware of your federal financial aid loan repayment 
obligations? (Select NIA if no loan repayment obligations) 

C.01. Are your instructors available to provide additional help, if 
needed? 

C.02. Are the learning resources and lab equipment/supplies 
adequate for your program of study? 

C.03. Were textbooks available when you started classes? 

C.04. Were the out of class activities sufficient to help you 
achieve the course objectives? (Select NIA if no out of class 
activities have been assigned) 

D.01. Overall, I am satisfied with the quality of education I am 
receiving. 

D.02. I would recommend this institution to others. 

Yes 
No _________ _ 

Yes 

NoO 

Yes 

NoO 

Yes 

NoO 

Agree 

Disagree o 
Neutral . 6 

Agree 

Disagree o 
Neutral . 7 

79 

78 

76 

77 

79 

75 

73 



June 30, 2016 
Evaluation Team Report - RENEW AL OF ACCREDITATION VISIT REPORT 

ID for Campus Visited: 00012819 
Main Campus ID: 00011225 

Staff Contact: Ms. LaToya Boyd - Phone: (202) 336-6777 
Application ID: 66338 

Ms. Terry Khoury 
Campus Director 
DuBois Business College 
70 1 East Third Street, 
Oil City, PA 16301 
Email Address: occ@dbcollege.com 

Dear Ms. Khoury: 

A copy of the report prepared by the Council's evaluation team that recently visited your institution is attached. 
The Council invites you to respond to this report in two ways before it takes formal action on your insti tution 's 
application for accreditation. First, please e-mail Mr. Ian Harazduk at iharazduk @acics.org to 
acknowledge that you have received and read the report and include any comments about the report or 
the visit. Second, please submit your response to the findings in the report via your online application . The 
Council offers the institution ten days to formally respond to the report; therefore, your response should be 
uploaded by the date indicated above. 

We look forward to receiving your response. You will be notified in writing of the Council's decision 
following its next meeting. 

Visit Response 
Your respon se should pertain to the findings notated in the report or letter. The following information 
provides suggest ions for deve loping your response. Please include information on any significant changes 
that have taken place at the institution since the site visit. 

Web-Based Submission of Campus Response 
ACICS has implemented a web-based submission process for all visit responses. The response to each 
finding must be uploaded under the application ID number associa ted with the visit (this is noted on the 
cover page of the team report) . Each finding must include a narrative and supporting documentation (if 
applicable) . IT supporting documentation covers more than one finding, the camp us is required to duplicate 

the documentation and upload it in each finding. Submission of a current catalog need only be uploaded 
once and only if referenced in the response. If you have any questions, please send your inquiry to Ian 
Harazduk at iharaz duk@acics.org . 

7S0 First Street, NE. Suite 980 e wash ington, DC 20002 - 4223 • I - 202.336 .6780 • f - 202 .842 .2S93 ewww .acics .org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



Process: 
Once the campu s logs on to the ACICS membership website, go to the "In Process Applications" heading, 
select the application name and ID. The campus will then click either "Citation Docum ents" and upload each 
response document as described below. (Please see the attached "Preparing the Institutional Response" for step­
by-step visual instruction s on how to upload your respon se into your institution 's Member Center Account.) 

IMPORTANT: Document Labels 
The institution may name the document any appropriate file name. Howev er, each document 
must be labeled with the corresponding 'Docum ent Type.' 

Example: the document type submit ted to satisfy response: 
Finding 1 Narrative task must be labeled Narrative 1. 

If a campus need s to submit mult iple piece s of information to support one citation response, this inform ation 
should be combined into one docum ent prior to uploadin g. Note: The capacity size for each upload task is 
100MB, if this combined docum ent exceeds this limit , then the campus may separate the document and upload 
each of the se document s separately with diff erent file names, as long they are labeled with the correct 
"Document Type." 

Response Tasks 
Below is the format for how the listing of "Document Type" will appear once the document is uploaded. Each 
visit type will have a standard amount of visit Response tasks. Uplo ad your response docum ent and label each 
one accordin gly. Ignor e tasks that exceed your response requirem ent. 

Narrative 1 
Supporting Document 1 
Narrative 2 
Supporting Document 2 
Narrative 3 
Supporting Document 3 
Narrativ e 4 
Supporting Document 4 

Responses should be profe ssional in appearance . The responses should be paginat ed and well-organized to 
ensure a complete and sufficient review. 

Sincerely 

Ian R. Harazduk 
Senior Manager, Policy and Compli ance 
Accreditation and Institutional Development 

Enclos ures 
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CREDENTIAL 
EARNED(As ACICS 
defined by the CREDENTIA 
institution ) L 
Associate in Occupational 
Speciali zed Associate 
Business Degree 
Associate in Occupational 
Specialized Associate 
Busin ess Degree 
Associate in Occupat ional 
Specialized Associate 
Busin ess Degree 
Associate in Occupat ional 
Specialized Associate 
Business Degree 
Associate in Occupat ional 
Special ized Associate 
Business Degree 
Associate in Occupational 
Specialized Associate 
Business Degree 
Associate in Occupational 
Special ized Associate 
Business Degree 
Associate in Occupational 
Special ized Associate 
Business Degree 
Name of Diploma 
credential 
Name of Diploma 
credential 
Name of Diploma 
credential 

CAMPUS RETENTION(%) 

PROGRAMS OFFERED BY 
DuBois Business College Oil City Campus 

Oil City, PA 

APPROVED Clock/Contact Qtr. 
PROGRAM TITLE Hrs. Hrs. 
Accounting lB usiness 1760 90 
Admfoistratio n 

Administrative 1760 90 
Medical Assistant 

Cl inical Medica l 2060 105 
Assistant 

Computer 1760 90 
Applications/ 
Management 
Entertainment 2100 106 
Production Business* 

Executive Assis tant 1760 90 

Information Systems 1760 90 
Support Technician 

Legal Assistant 1760 90 

Accounting 900 46 
Assistant * 
Office Assistant* 900 46 

Compu ter Systems 1200 61 
Suppor t Technician * 
TOTAL ENROLLMENT 

Enroll: 
Full -
time/ 
Part -
time 

3/0 

010 

6/0 

110 

0/0 

2/0 

3/0 

1/0 

0/0 

0/0 

0/0 

I 
16 

71 CAMPUS PLACEMENT (%) 
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CAR 
Rete ntion and Placem ent 

(%) 

2015 2014 

Ret. Pia. Ret. Pia. 
43 100 86 33 

67 100 89 0 

82 100 92 0 

100 0 67 0 

NIA NIA NIA NI 
A 

100 100 67 0 

88 50 91 0 

50 100 75 100 

NIA NIA NIA NI 
A 

NIA NIA 67 NI 
A 

NIA NIA NIA NI 
A 

90 

* Program s with no enrollm ent; the camp us plans to restart enrollm ents in all programs either in 
August 2016 or January 20 17. 
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INTRODUCTION 

The Oil City branch campus of DuBois Business College opened in February 1996 with 8 students enrolled. 
The campus now enrolls 16 students in seven occupatio nal associate degree programs. No students are 
currently enrolled in any of the camp us's three diploma programs, although the campus expects to begin 
enrolling students in these programs within the coming year. Enrollments have dropped at the campus as high 
school enrollments have dropped and some companies have left the region. 

Three-fourths of the students are female, with an average age of about 30 years . 

Although Ms. Teny Khoury, the campus director, was absent during the days of the visit because of sick 
leave, the team was able to interview her by telephone. 

The staff and faculty of this campus can benefit from an increased awareness of the required criteria as 
defined by ACICS in the Accreditation Criteria. It should be noted that all personne l are dedicated, student­
focused, and work diligently to provide a valuable learning environment. However, it is apparent that 
occasio naJiy, their intentions and decisions are not in line with the requirements and expectat ions of the 
Council. 

DATA INTEGRITY REVIEW 

ProJ(ram # of Placements Calls Made Connects Made % Connects Made % Placement s Con.firmed 

LA 2 2 2 100% 1/2=50% 
!SST 2 2 1 50% 1/1=100% 
EA 1 1 0 0% 0% 

CMA 3 3 2 67% 2/2=100% 
AMA 1 1 1 50% l/1 =100% 

ABA 1 1 1 100% 1/1=100% 
Total 10 10 7 70% 6/7=86% 

The team made 10 attempted calls and was able to contact the employer and/or students on 7 of those 
attempts . The team was able to confirm 6 of those successfu l contacts . Therefore, as explained in the report, 
since the team could not verify one placement classification, the 2015 Campus Accountab ility Report (CAR) 
was not able to be verified. 

CALL FOR COMMENT 

Prior to the visit, the team collected a call for comments from students, faculty, and administrators at the Oil 
City branch camp us. The team received 6 comme nts from these parties. All but one of the comments were 
quite positive about the educational experience at the campus. There was one student concern regarding the 
cost of books and this was investigated and noted in section 4 of the report. 
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1. MISSION 

1.01 Give the page number in the campus catalog on which the mission statement can be found. 
The mission is found on page 7 of the institution's 2016-2019 Catalog, Volume 39. 

1.02 Does the campus have an appropriate mission statement with a set of supporting objectives? 
~Yes 0No 

1.03 Are the objectives devoted substantially to career-related education? 
~Yes 0No 

1.04 Are the objectives reasonable for the following: 
(a) The programs of instruction? 
~Yes 0No 
(b) The modes of delivery? 
~Yes 0No 
(c) The facilities of the campus? 
~Yes 0No 

Page 4 of 57 

1.05 Are the mission statement and supporting objectives appropriate ly disclosed in the campus catalog and 
in other publications that are readily available and understandable to the public? 
~Yes 0No 

1.06 Is the campus committed to successfu l implementation of its mission? 
~Yes 0No 

CAMPUS EFFECTIVENESS 

1.07 Does the campus have a current Campus Effectiveness Plan (CEP)? 
~Yes 0No 

1.08 If the campus is a branch, does the branch have its own CEP, separate from the main campus IEP? 
~ Yes D No D Not Applicable 

1.09 Does the CEP describe the following: 
(a) The character istics of the programs offered? 
~Yes 0No 
(b) The characteristics of the student population? 
~ Yes 0No 
(c) The types of data that will be used for assessment? 
~Yes 0No 
(d) Specific goals to improve the educational processes? 
~Yes 0No 
(e) Expected outcomes of the plans? 
~Yes 0No 
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1. 10 Are the following five required elements evaluated in the CEP? 
(a) Student retention. 
[8'.!Yes D No 
(b) Student placement. 
[8'.!Yes D No D Not Applicable (new branch only) 
(c) Level of graduate satisfact ion. 
[8'.!Yes D No D Not Applicable (new branch only) 
(d) Level of employer satisfaction. 
[8'.!Yes D No D Not Applicable (new branch only) 
(e) Student learning outcomes. 
D Yes [8J No 

If No, insert the section number in parentheses and explain: 
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(Section 3-1-111): The CEP does not contai n all of the re uired elements. It does not evaluate the 
achievement of student learning outcomes. 

1.11 Define the measurable student learning outcomes used by the camp us and how these outcomes are being 
assessed. 
As noted in question 1.10, the CEP does not define any measurable student learning outcomes or detail 
how they are being assessed. 

1.12 Are the following identified and described in the CEP? 
(a) The baseline data for each outcome. 
[8J Yes D No D Not Applicable 
(b) The data used by the campus to assess each outcome . 
[8J Yes D No D Not Applicable 
(c) How the data was collected. 
D Yes [8J No D Not Applicable 
(d) An analysis and summary of the data collected and an explanation of how the data will be used to 

improve the educat ional processes. 
D Yes [8J No D Not Applicable 

If No, insert the section number in parentheses and explain: 
(Section 3-1-111 ): The CEP does not contain all of the required elements. For student learning 
outcomes, the CEP does not explain how the data was collected or provide an analysis and summary o 
the data collected or an explanation of how the data will be used to improve the educational processes. 

1.13 Has the camp us published annual placement and retention goals in its CEP that demonstrate its ability to 
maintain or improve retention and placement outcomes? 
[8J Yes D No 

1.14 Has the camp us published specific activities that will be undertaken to meet placement and retention 
goals? 
[8J Yes D No 
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1. 15 Describe the specific activities that the campus will undertake to meet these goals. 
Ms. Lori Anderson, the acting director during the director's sick leave, is now assisting with placement 
and will soon take over the entire function. Since she has lived in Oil City for many years, and has man 
connections to the employing community. The campus director has also started a determined effort to 
ensure that there is a shared synergy among students and faculty to establish closer and less formal 
relationships between students and faculty. 

1.16 Does the campus have documentation to show the following: 
(a) That the CEP has been implemented? 
C2J Yes D No 
(b) That specific activities listed in the plan have been completed? 
C2J Yes D No 
(c) That periodic progress reports have been completed? 
C2J Yes D No 

1.17 Who is responsible for implementing and monitoring the CEP? Describe this individual's qualifications. 
If a committee is utilized, please describe the committee. 
Ms. Terry Khoury , campus director, is responsible for implementing and monitoring the CEP. She holds 
an associate's degree in executive secretarial from DuBois Business College (DBC) and an associate's 
degree in merchandising from Duff s Business Institute. She has been employed by DBC in various 
positions since November 2004 and has been executive director of the Oil City campus since April 2015. 

1.18 Does the campus have documentation to show that the CEP is evaluated at least annually? 
C2J Yes D No D Not Applicable (new branch or initial applicant only) 

2. ORGANIZATION 

2.01 Is the following information regarding the campus appropriately stated in the catalog? 
(a) Governance, control, and corporate organization. 
C2J Yes D No 
(b) Names of the trustees, directors, and/or officers. 
C2J Yes D No 
(c) Names of the administrators. 
C2J Yes D No 

2.02 Does the campus: 
(a) Adequately train its employees? 
C2J Yes D No 
(b) Provide them with constant and proper supervision? 
C2J Yes D No 
(c) Evaluate their work? 
D Yes C2J No 

If No, insert the section number in parentheses and explain: 
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(Section 3-1-202(b)): The institution does not adequately evaluate the work performed by the staff and 
faculty. Each year, each staff member completes a self-evaluation, but there is no documentation of an 
administrative evaluation. The campus also does not formally evaluate faculty performance. Mr. Alan 
Assad periodically conducts course observations of the faculty and passes these observations over to the 
academic dean , Ms. Mary Jones. Ms. Jone s verbally informs the faculty member of these observations 
and offers improvements; however , there is no documentation of these observations and discussion s and 
the faculty do not sign off that they have received this evaluation. 

2.03 Is the administration of the campus efficient and effective? 
D Yes [2J No 

If No, insert the section number in parentheses and ex_JJlain: 
(Section 3-1-202(a)): The administration of the campus could not be documented as efficient and 
effective, given that the campus: 
a. Is offering an unapproved mode of delivery. 
b. Has no faculty governance policy. 
c. Does not administratively evaluate the staff. 
d. Documents no student learning outcomes. 
e. Allow s numerous courses to be taught concurrently by the same instructor at the same time in 

different rooms. Therefore, one of these classrooms is without in instructor for approximatel y half of 
their class time. 

f. Allows students to take the same course twice, even when the student receives a satisfactory grade 
on the first course and receive s double credit hours for the course.The 2015 CAR could not be 
verified. 

2.04 Does the campus maintain written documentation to show that faculty and staff members: 
(a) Clearly understand their duties and responsibilities? 
[2J Yes D No 
(b) Know the person to whom they report? 
[2J Yes D No 
(c) Understand the standard s by which the success of their work is measured? 
[2J Yes D No 

2.05 Does the administration maintain documentation of the evaluation of the faculty and staff? 
D Yes [2J No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-202(b): The campus does not maintain documentation of the evaluation of the staff and 
faculty. Staff members perform only a self-evaluation; there is no documentation that they are formally 
evaluated by their superior s. 

2.06 Has the campus adopted a policy on academic freedom that has been communicated to the faculty? 
[2J Yes D No 

2.07 Does the camp us have an appropriate grievance policy for faculty and staff? 
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IZ!Yes □No 

2.08 Does the campus catalog or the student handbook contain an appropriate grievance policy for students 
that includes the name and address of ACICS? 
IZ! Yes D No D Not Applicable (initial applicants only) 

2.09 Who is responsib le for the financial oversight of the campus, and what are this person's qualifications? 
Ms. Terry Khoury, campus director, is responsible for the financial oversight of the campus. As 
mentioned, she holds associate' s degrees in executive secretarial and in merchandising, and has been 
employed by DBC since 2004. 

While the director is on sick leave, Ms. Lori Anderson, who has been trained by the commonwea lth of 
Pennsylvania to serve as an acting director, has assumed this position. Her permanent position is serving 
as student services director of the campus. She holds an associate degree in computer applications/ 
management from DuBois Business College and has many years of office management ex erience. She 
assumed her student services position in February 2016. 

3. ADMINISTRATION 

3.01 Is there evidence that the chief on-site administrator(s) or the self-study coordinator for the campus 
attended an accreditation workshop within 18 months prior to the final submission of the self-study? 
IZ! Yes D No 

3.02 Are all staff well trained to carry out administrative functions? 
IZ! Yes D No 

3.03 Who is the on-site administrator, and what are this person's qualifications? 
Ms. Terry Khoury, campus director, is the on-site administrator. As mentioned, she holds associate' s 
degrees in executive secretarial and in merchandising, and has been em toyed by DBC since 2004. 

3.04 Does the campus list degrees of staff members in the catalog? 
D Yes IZ! No 

3.05 Is there evidence that the campus keeps adequate records to support the following administrative 
operations? 
(a) Financial aid activities. 
IZ! Yes D No D Not Applicable (campus does not patt icipate in financial aid) 
(b) Admissions. 
IZ! Yes D No 
(c) Curriculum. 
IZ! Yes D No 
(d) Accreditation and licensure. 
IZ! Yes D No 
( e) Guidance. 
IZ! Yes D No 
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(f) Instructional resources. 
~Yes 0No 
(g) Supplies and equipment. 
~Yes 0No 
(h) The school plant. 
~Yes 0No 
(i) Faculty and staff. 
~Yes 0No 
G) Student activities. 
~Yes 0No 
(k) Student personnel. 
~Yes 0No 

3.11 Do student files contain evidence of graduation from high school or the equivalent? 
~Yes 0No 

3 .12 Are appropriate transcripts maintained for all students? 
~Yes 0No 

3 .13 Is the grading system fully explained on the transcript, and is it consistent with the grading system that 
appears in the campus catalog? 
~Yes 0No 

3 .14 Are student records protected from theft, fire, water damage, or other possible loss? 
~Yes 0No 

3.15 Does the campus maintain transcripts for all students indefinitely? 
~Yes 0No 

3.16 Does the campus maintain admissions data and other records for at least five years from the last date of 
attendance for all students? 
~Yes 0No 

4. RELATIONS WITH STUDENTS 

FOR ALL PROGRAMS 

4. 01 How many student files were reviewed during the evaluation? 
A total of 27 files were reviewed by the team that included all 16 active students, 4 graduates, and 7 
students who were withdrawn, including 3 return to title four (R2T4) calculations. There were no 
students at the campus, at the time of the visit, who were not making satisfactory academic rogress, so 
no such files were reviewed. 

4.02 Does the campus ensure that its student relations reflect high ethical standards? 
~Yes 0No 
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4.03 Doe s the campus have appropriate admissions criteria? 
~Yes 0No 

4.04 Does the campus contract with third parties for admi ssions and recruiting purposes? 
□ Yes ~ No 

4.05 Is there evidence to document that admissions criteria are applied consistently to all student s admitted 
under the same version of the admissions criteria ( e.g., that students admitted into specifi c program s for the 
same start date are admitted under the same admiss ions criteria)? 
~Yes 0No 

4.06 Does the admissions policy conform to the campus's mission? 
~Yes 0N o 

4.07 Is the admissions policy publicly stated? 
~Yes 0No 

4.08 Is the admissio ns policy admini stered as written? 
~Yes 0 No 

4.09 Does the campus use an enrollm ent agreeme nt for each enrolled student that: 
(a) Clearly outl ines the financi al obligat ions of both the institution and the student? 
0Yes ~ No 
(b) Outlines all program-related tuition and fees? 
0Yes ~No 
(c) Has a signature of the student and the appropriate school representative? 
0Yes ~N o 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-414): The camp us does not use an enrollment agreement for any of the students it enro lls. 
The team found in interview s and in reviewing files that the institution does not require the student s to 
comp lete an enrollment agreement, and therefore the student s did not sign any document. The team 
found in reviewing the student files that the only record of tuition and fees was the est imated cost sheet 
com leted; however, this sheet did not have the signature of the student. 

Is there evidence that a copy of the agreement has been provid ed to the student? 
0Yes ~No 

If No, insert the section number in parenthe ses and explain: 
(Section 3-1-414): As stated previously , the campus does not use an enro llm ent agreement as part of the 
enrollm ent process. 

4.10 Who is responsible for the oversight of student recruitment at the campus and what are this person 's 
qualification s? 
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Ms. Terry Khoury, the director of the campus, is normally responsible for the oversight of student 
recruitment at the campus. Ms. Khoury has an associate's degree in executive secretarial from DuBoi s 
Busines s College. However, at the time of the visit, Ms. Khoury was on medical leave of absence and 
Ms. Lori Anderson was serving as acting director and oversees the admissions process. Ms. Anderson 
has an associate' s degree in computer applications/management from DuBoi s Business College and has 
19 years of experience as an office manager /receptionist in the business industry. Ms. Anderson has been 
employed by the institution since February 2016 and is currently assigned as the acting director and the 
director of student services. 

4.11 Describe the recruiting process for new students. 
The campus uses a variety of methods in recruiting students, which includes visiting area high schools, 
attending career fairs and college fairs, working with various workforce agencies that assist students with 
the education process, student and graduate referrals, billboard, newspaper, Internet, social media , radio 
and television advertisements. 

When students express an interest in the campus through any of these venues, they are invited to visit the 
campus and discuss the educational opportunitie s that are available to them. At the time of the visit to the 
campus, the prospective students are given a tour of the campus and meet with an admi ssions 
representative to discuss the programs they are interested in. They will also have the opportunity to meet 
with current students, faculty, and staff at the campus. The admissions representative will also review the 
institutional catalog with the student, and encourage the student to discuss his or her options with family 
members. 

A second appointment is then made with the student to bring in the required documents , meet with 
financial aid to discus s the costs of the program, and the availability of financial aid. Students are also 
required to complete an entrance assessment and meet with career services to discuss the placement 
o ortunities that are available in the interested field of study. 

Based on interviews, observations, and a review of recruitment materials, is the process compatible with 
the educational objectives for the campus? 
[Z] Yes D No 

4.12 Are individuals engaged in admissions or recruitment activities communicating cun-ent and accurate 
information regarding the following? 
(a) Courses and programs. 
[Z] Yes D No 
(b) Services. 
[Zl Yes D No 
(c) Tuition. 
[Z] Yes D No 
(d) Terms. 
[Z] Yes D No 
(e) Operating policies. 
[Z] Yes D No 
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4.13 Does the campus use prospective student names obtained as a result of a survey, canvass, or promise of 
future employment or income while a student , or as a result of other marketing activity? 
D Yes lZ] No 

4.14 Does the state in which the campus operates require representatives to be licensed or registered? 
D Yes lZ] No 

4.15 Are the titles of recruitment and enrollment personnel appropriate? 
lZJ Yes D No 

4.16 Does someone other than recruitment and enrollment personnel make final decisions regarding financial 
aid eligibility, packaging, awarding, and disbursement? 
lZ] Yes D No D Not Applicable (campus does not participate in financial aid) 

If Yes, who holds this responsibility and what are this person' s qualification s? 
The campus uses Student Aid Administrators, a third-party entity, to determine eligibility, package, 
award, and disburse funds for the student. 

4.17 Are all recruiters supervised by the campus to ensure that their activities are in compliance with all 
applicable standards? 
lZJ Yes D No 

4.18 Does the campus have written policies and procedures for evaluating and accepting transfer of credit? 
lZJ Yes D No 

4.19 Is there evidence that the campus properly awards transfer of credit? 
D Yes lZ] No D Not Applicable 

If No, insert the section number in yaren theses and explain: 
(Section 3-1-413): In reviewing student files, the team found files where the transcript indicated 
awarding transfer credit; however , there was no evidence in the file of why the campus awarded such 
credit. The following student files did not provide sufficient evidence of properly awarding transfer of 
credit: 
Ms. administrative medical assistant, was given outside credit for psychology , 
Accounting I, English I, English II, English III, Speech, Personal Finance, Keyboarding, Document 
Formatting , Document Processing, Advanced Information Proce ssing I, Records management, and Basic 
Mathematics; 

Mr. clinical medical assistant, was given outside credit for Document Proces sing, English 
III, and Keyboarding. The team was not able to determine from the transcripts provided during the visit 
whether the outside credits were awarded as a result of advanced placement testing or transfer of credits 
from another institution. 

4.20 Does the campus publicize its transfer credit policies, including policies related to accepting transfer credit 
from another campus? 
lZ] Yes D No 
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4.21 Has the campus established articulation agreements with other institutions? 
~ Yes D No (Skip to question 4.23.for Master's Degree Programs or 4.24.forall programs) 

If Yes, has the campus publi shed a list of institutions with which it has established the agreements? 
□ Yes ~No 

If No, insert the section number in parenth eses and explain: 
(Section 3-1-413): The team did not find evidence in the catalog that showed a listing of the institutions 
with which the campus has established articulation agreements. The institution did note in its Seid-Study 
that it has articulation agreements with Indiana University of Pennsylvania , the University of Pittsburgh , 
and St. Franci s University. The campus provided the team with documentation establishing a 
articulation agreement with St. Franci s Univer sity; however, no documentation was provided for the 
other universities. The campus also provided the team with an articulation agreement with National 
American University; however , that agreement doe s not a ly to students, but is actually for em loyees 
and dependents to further their education. 

4.22 Does the campus provide documented notification to students of the articulation agreements and the 
transferability of credits in the programs that are offered? 
~Yes ~No 

If No, insert the section number in parenthe ses and explain: 
(Section 3-1-413): The team noted during the visit a bulletin board located on the wall near the front o 
the student lounge that listed various colleges and universities for students to consider for furthering 
their education. However, there was no information shared that indicated any of these institution s had an 
articulation agreement with the college. The team reque sted documentation showing the articulation 
agreements and was provided documentation showing St. Francis University doe s have an articulation 
agreement with the campus; however, the campus did not provide documentation that they have notified 
the students of this agreement. 

FOR ALL PROGRAMS 

4.24 Is the standards of satisfactory academic progress policy published in the catalog? 
~Yes 0No 

If Yes, state the p_age number(s) where the standard s of satisfactory academic progress policy is p_ublished. 
The standards of satisfactory academic progre ss policy is published in the current 2016-2019 Catalog, 
Volume 39 on pages 50-51. 

4.25 Does the standard s of satisfactory academic progress (SAP) policy publi shed in the catalog contain the 
following? 
(a) A definition of the maximum time frame allowed for students to complete a program as 1.5 time s the 

normal program length. 
~Yes 0No 
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(b) A schedule that designates the minimum percentage of work that a student must successfully 
complete at the end of each evaluation increment to complete the program within the maximum time 
frame. 

[8'.!Yes 0No 
( c) Procedure s for re-establishin g satisfac tory academic progress. 
[8'.i Yes D No 
( d) A definition of the effec ts of the following on the CGP A and successful course-completion 

percenta ge: 
Withdrawal s. 
[8'.I Yes D No 
Incomplete grades. 
D Yes D No [8'.i Not Applicable 
Repeated courses. 
D Yes [8'.i No 
Non-punitive grades. 
D Yes D No [8'.i Not Applicable (campus does not offer) 
Non-credit or remedial courses. 
D Yes D No [8'.I Not Applicable (campus does not offer) 
A warning status. 
D Yes D No [8'.i Not Applicable (campus does not use) 
A probationary period. 
[8'.I Yes D No 
An appeal process. 
[8'.i Yes D No 
An extended-emo llment status. 
D Yes D No [8'.I Not Applicable (campus does not offer) 
The effect when a student changes pro grams. 
[8'.i Yes D No D Not Applicable (campus only offers one program of study 
The effect when a student seeks to earn an additional credential. 
[8'.I Yes D No D Not Applicable (campus only offers one program) 
The implications of transfer credit. 
[8'.i Yes D No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-421 and Appendix D): The campus does not define the effect on satisfactory academic 
progre ss (SAP) for repeated courses. While on the visit, the team was provided a statement regarding the 
repeating of courses; however, the documentation did not define the effect a repeated course has on SAP, 
but did not provide a limit on the amount of times a student can take a course. After discus sing the 
documentation provided to the team, the team did not find the ex_QJanation satisfactory or in com liance 
with the Federal Student Aid handbook on their website. 

4.26 Does the campus apply its SAP standards consistently to all students? 
[8'.i Yes D No 

4.27 Are students who are not making satisfactory academic progress properly notified? 
[8'.I Yes D No D Not Applicable (no student s are in violation of SAP) 
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4.28 Is SAP evaluated at the end of each academic year or at 50 percent of the normal program length if the 
program is one academic year in length or shorter? 
[8J Yes D No 

4.29 Is SAP evaluated at the end of the second academic year and at the end of each subsequent academic year 
where students must have a minimum CGPA of 2.0 on a scale of 4.0 or its equivalent, or have academic 
standing consistent with the institution 's requirements for graduation? 
[8J Yes D No D Not Applicable (all programs are less than two years) 

4.30 Are students who are not making satisfactory academic progress at the end of the second year dismissed or 
allowed to continue without being eligible for Federal financial aid? 
[8J Yes D No D Not Applicable (all programs are less than two years) 

4.31 Are qualitative and quantitative components evaluated cumulatively for all periods of a student' s 
enrollment ? 
[8J Yes D No 

4.32 Are students allowed to remain on financial aid while under warning or probation status? 
[8J Yes D No D Not Applicable (campus does not participate in financial aid) 

If Yes, is the student informed of this policy? 
[8J Yes D No 

4.33 Are students whose appeals are granted due to mitigating circumstances placed on probation, eligibility for 
financial aid reinstated, and considered to be making satisfac tory academic progress? 
[8J Yes D No D Not Applicable (there are no such students) 

4.34 Are students who are placed in an extended-enrollment status denied eligibility for federal financial aid 
(unless there are mitigating circum stances)? 
0Yes 0No 
[8J Not Applicable (campus does not have extended enrollment and/or does not participate in financial aid) 

4.35 Do credits attempted during the extended-enrollm ent status count toward the 1.5 times of normal program 
length ? 
D Yes D No [8J Not Applicable ( campus does not have extended enrollment) 

4.36 For students who have exceeded one and one-half times the standard time frame and were awarded the 
original credential , were any additional financial obligations waived? 
0Yes 0No 
[8J Not Applicable (there is no such student and/or the campus does not have such a policy) 

4.37 Are students required to have a minimum CGPA of 2.0 or its equivalent upon graduation from all 
programs? 
[8J Yes D No 
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4.38 Who is responsible for the administration of satisfactory academic progress, and what are this person's 
qualifications? 
Ms. Mary Jones is the corporate academic dean for the institution and is responsible for the 
administration of satisfactory academic progress for all locations. Ms. Jones has a bachelor's degree in 
business education from State University New York (SUNY) and a master's degree in office technology 
from Indiana University of Pennsylvania. Ms. Jones has served as the academic dean for 17 years and 
has been with the institution for a total of 31 years. She works with the camp us director in notifying and 
advising any student s who are in danger of not making satisfactory academic progress. 

4.39 How does the camp us encourage and assist students who are experiencing difficulty in progressing 
satisfactorily in their programs? 
The team noted in interviewing staff, faculty, and student s, that the campus provides resources to assist 
students who are experiencing difficulty in progressing satisfactorily in their programs. The campus 
provides faculty-approved peer tutors to assist student s, a learning support person to assist students with 
documented disabilities, and faculty who are available one-half hour before and one-half hour after 
classes. The building is also open on Fridays for student s to use, and assistance is available if needed. 

4.40 Does the campus finance any of the following? (Mark all that apply.) 
(a) [8] Scholarships. 
(b) D Grants. 
(c) D Loans. 
(d) D The campus does not offer scholarships, grants, and/or loans. (Skip to Question 4.42.) 

If Yes for any item, does the campus properly identify all scholarship, grant, and loan programs? 
[8] Yes D No 

4.41 Does the campus fully disclose the terms, conditions, and application procedures regarding campus loan, 
scholarship and grant programs in its catalog? 
[8] Yes D No 

4.42 Are all similarly circumstanced students who enrolled at the same time and in the same programs charged 
the same tuition and fees? 
[8] Yes D No 

4.43 Are tuition and fees clearly stated in the catalog? 
D Yes [8] No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-432(a)): The fees and other charges assessed to students during their studies are not clearly 
stated in the current catalog. Page 40 of the catalog lists that textbook charges would be approximately 
$650 and that some programs require additional costs due to uniform s, special equipment, certification 
exams, and/or supplies. 

In review of many student ledger statemen ts, the team found that textbooks and other charges well 
exceeded $650. In discussion with the campus, the team determined that the excess costs were due to the 
required purchase of a laptop ($2000) (required for information system support technician (ISST) 
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students), a tablet ($205) (requrired for all students, including !SST students who were already required 
to purchase a laptop), as well as other supplies. Students are required to make these purchases prior to 
their first term. The catalog does say "itemized lists and prices can be reviewed in the administrative 
office." The campus provided evidence on the second day of the visit that verbiage was added to the 
addendum to indentify additional costs that students would incur ; however, the team still felt this was 
not complete as there was no evidence given to the team that the students were notified of these changes. 

The team reviewed the ledgers of three 2015 graduates, and found that the average cost of books (and 
supplies) per term for these three students was $841. This represents a rate ~her than what 
is stated in the current catalog. The three graduate files reviewed were Mr. - in the 
information syste~hni cian program , Ms. in the clinical medical assistant 
program , and Ms. - in the accounting/business administration program. 

4.44 Do the financial records of students clearly show the following? 
(a) Charges. 
cgjYes 0No 
(b) Dates for the posting of tuition. 
cgj Yes D No 
(c) Fees. 
cgj Yes D No 
(d) Other charges. 
cgj Yes D No 
(e) Payments . 
cgj Yes D No 
(f) Dates of payment. 
cgj Yes D No 
(g) The balance after each transaction . 
cgj Yes D No 

4.45 Is the effective date listed on announcements of changes in tuition and fees? 
cgj Yes D No D Not Applicable (campus has not changed tuition or fees) 

4.46 Is the campus's refund policy published in the catalog? 
cgj Yes D No 

4.47 Is the refund policy fair, equitable, and applicable to all students? 
cgj Yes D No 

4.48 Is the campus following its stated refund policy? 
cgj Yes D No 

4.49 Does the campus partic ipate in Title IV financial aid? 
cgj Yes D No (Skip to question 4.57) 

4.50 Who is responsible on-site for administering student financial aid, and what are this person's 
qualifications? 
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(Section 3-1-434(a)): The campus does not have an on-site person designated for administeri ng studen~ 
financial aid . The camp us shared with the team that Ms. Lindsay Levy from the Huntingdon campus and 
Ms. Penny Pifer from the DuBois campu s have each come up on different occasions to assist the 
students with financial aid counseling and to answer any of their questions. Each of these individuals is a 
qualified financial aid administrator at her respective campus. The team was also told that Ms. Terry 
Khoury would be going through financial aid training when she returns from her medical leave of 
absence and would be assigned these res onsibilities at the camQuS. 

4.51 Is the person who determines the amount of student awards not also responsible for disbursing those 
awards? 
[gl Yes D No 

4.52 Are final student financial aid award determinations made by administrative individuals who are not 
responsible for recruitment? 
[gl Yes D No 

4.53 Is the financial aid administrator a member of a state, regional, or national financial aid association and up 
to date on procedures and changes in the field? 
D Yes [gl No 

If No, insert the section number in ~ rentheses and explain: 
(Section 3-1-434(c)): As previously stated, the camp us does not have a designated person assigned to 
this location to administer financial aid. Each term, the institution sends a financial aid advisor from 
another location, two and one half hours away, to complete the financial aid exit counseling. Thi s person 
is a member of the state financial aid association. 

4.54 Describe how the financial aid office stays current with regulation and policy changes in financial aid 
(include al~~riate membershi~rofessiona l organizations held by this individual). 
As previously stated, the campus does not have an assigned financial aid office on the staff of the 
camp us. 

If No, insert the section number in parentheses and explain: 
(Section 3-1-434(c)): As stated previously, the camp us does not have an assigned financial aid office. 

4.55 Is there evidence that the financial aid administrator regularly participates in profess ional awareness 
activities? 
D Yes [gl No 

If No, insert the sect ion number in parentheses and explain: 
(Section 3-1-434(c)): The camp us does not have an assigned financial aid office. 

4.56 Does the campus have a written policy that accurate ly reflects the U.S . Department of Education's 
definition of a credit hour for credit hour programs and/or clock-to-credit hour programs, including 
conversion ratios? 
[gl Yes D No 
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4.57 Does the campus provide discounts for cash received in advance of the normal payment schedule? 
D Yes ~ No (Skip to question 4.58.) 

4.58 The beginning emollment on the most current Campus Accountability Report (CAR) is 42. 
The ending enrollment reported on the previous year's CAR is 42. 

4.59 Was the team able to verify the retention rate for the campus and for each program as reported on the 
Campus Accountability Report (CAR) last submitted to the Council? 
~ Yes D No D Not Applicable 

4.60 Are students who receive financial aid counseled concerning their student loan repayment obligations? 
~ Yes D No D Not Applicable (campus does not participate in financi al aid) 

4.61 Describe the process the campus utilizes to ensure that students are counseled concerning their student loan 
repayment obligations. 
The campus requires all the students to complete online entrance counseling through the 
studentloans.gov website. Student s are also advised during the estimated cost sheet interview of their 
obligations regarding any loans they may take out. Student s are also required to meet with the financia l 
aid advisor individually prior to graduation to complete exit interviewing. During this meeting, the 
students are again advised of any obligation they have regarding loans they have taken out. The student s 
are also provided information of whom to contact if they have further questions regarding their loans. 
The students are also shown all of their loan obligations from the National Student Loan Data System 
(NSLDS). 

COMMENDATIONS: 
he team would like to commend the staff and faculty for their assistance during the visit. 

5. EDUCATIONAL ACTIVITIES 

FOR ALL PROGRAMS 

5.01 Are the credentials awarded by the campus in compliance with its accreditation approval and in 
compliance with applicabl e state laws? 
OYes ~No 

If No, insert the section number in parentheses and explain: 
(Section 2-2-106 and Appendix H): Students, staff, faculty, and the administration stated during 
interviews that online course(s) are developed and delivered. This was done without approval from the 
accrediting body. Initially, the administration stated on several occasions that online courses were not 
offered. Eventually, they conceded that one course had been offered online through the main campus, 
GR7002, Digital Photography, which was merely a beta test. Mr. a student enrolled at the 
Oil City campus, stated that he took this class with instructor Mr. in the Fall 2015. The student 
specifically acknowledged that it was delivered entirely online, not on ground or hybrid. During the faculty 
interviews they confirmed that this transpired. 
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The team also reviewed a brochure entitled "Touch The Future Faster," that contained this sentence on the 
front cover: "Courses are taught online and on campus." The campus responded that the brochure had 
never been distributed , but the team found a stack of the brochures rominentl y dis layed in the student 
lounge. 

5.02 Who is assigned to oversee the educational activities of all programs at the camp us, and what are this 
person's qualifications? 
Ms. Mary Jones is the corporate academic dean for Duboi s Business Colle ge. She has worked for this 
institution since 1999. Before becoming the academic dean, she filled a variety of roles, such as computer 
repair technician, instructor, and corporate secretary . Ms. Jones earned a bachelor's degree in business 
education from Indiana University in Pennsylvania and a master' s degree in education from State 
University of New York in Albany. In her current role, she is responsible for overseeing the curriculum. 
This includes student engagement, faculty development, and the overall success of the program s offered. 

5.03 Does this person have appropriate academic or experiential qualifications? 
cgjYes 0No 

5.04 Describe how the campus makes provisions for program administrators to have sufficient authority and 
respons ibility for the development and administration of the rograms. 
The campus does not have program or team leads. They have designated "curriculum chairs" for some 
programs. The institution does provide provisions for the program faculty to have appropriate authority 
and responsibility for their programs. For example, the instructors are encouraged to look for opportunities 
to enrich their programs. All suggestions or recommendation s are reviewed in a timely manner by the 
administration. A response pertain ing to the actions for each suggestion or recommen dation is then given 
to the faculty for review. Moreover, during a faculty meeting with the team , they did confirm that a process 
is indeed established for developing and admini stration of the programs. The dean of academics works 
closely with the faculty to ensure a ro riate develo ment and assessment of the 

5.05 Is the time devoted to the administration of the educational programs sufficient? 
cgjYes D No 

5.06 Is there a published policy on the responsibility and authority of faculty in academic governance? 
C8'.I Yes D No 

5.07 Does the policy, at a minimum, address the role of the faculty in the following areas? 
(a) Development of the educational program. 
D Yes lZJ No 
(b) Selection of comse materials, instructional equipment and other educat ional resources. 
D Yes lZJ No 
(c) Systematic evaluation and revision of the cmTiculum. 
D Yes lZ] No 
(d) Assessment of student learning outcomes. 
D Yes lZ] No 
(e) Planning for institutional effectiveness. 
D Yes lZJ No 
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If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-501): The employment handbook provides a statement on governance, but it does not include 
the reg!:,lired elements as s ecified by the Criteria. 

5.08 Is there evidence that this policy has been adopted and faculty members are aware of it? 
□ Yes ~No 

If No , insert the section number in parentheses and explain: 
(Section 3-1-501): The faculty files document that they have read the employee handbook that contains the 
policy on governance. Unfortunately, the instructors are not aware that they have a clear responsibility, 
distinct from that of developing institutional policy, to participate in administering and implementin 
policy, especially as it pertains to academic affairs. During a meeting with all campus instructors, the)l 
were asked to explain the difference between academic freedom and academic governance. None of them 
could ex2lain the difference. They clearly did not comprehend what governance implied. 

5.09 Does the campus have any programs that require specialized or programmatic accreditation to obtain entry­
level employment or licensure by the state in which the campus is approved? 
D Yes ~ No (Skip to question 5.10 for renewal of accreditation. Skip to 5.14for initial grants.) 

FOR RENEWAL OF ACCREDITATION ONLY 

5.10 Does the campus have any programs with current specialized or programmatic accreditation? 
D Yes ~ No (Skip to question 5.14) 

FOR ALL CAMPUSES 

5. 14 Was the team able to verify the backup documentation to support the placement rate for the program(s) that 
had placements as reported on the last Campus Accountability Report submitted to the Council but are not 
being reviewed (no enrollment, discontinued, etc.)? 
~ Yes D No D Not Applicable 

How many calls to employers or graduates were attempted? 

Occupational associate' s degree program in Administrative Medical Assistant: 1 

ITTle following programs have no enrollment, or have been discontinued, and have zero graduates: 
• Occupational Associate in Entertainment Production Busines 
• Diploma in Accounting Assistant 

Diploma in Office Assistant 
• Di loma in Com uter Systems Su ort Technician 

How many caJls to employers or graduates were successfu l? 
Occupational assoc iate's degree rogram in Administrative Medical Assistant: 1 

How many of the successful contac ts confirmed the employment of the graduate as reported on the CAR? 
Please explain any discrepancy between the number of successful contacts and confirmatio ns. 
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Occupational associate's degree program in Administrative Medical Assistant: 1 

5.15 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes D No ~ Not Applicable 

5.16 Are the educational program s consistent with the campus's mission and the needs of its students? 
~Yes ONo 

5.17 Do the formation of policies and the design of educational programs involve students, graduates, 
administrators, faculty, and other interested parties such as advisory committees? 
~Yes ONo 

5.18 What provisions are made for individual differenc es among student s in the learning environment? 
Faculty are asked to facilitate student learning and support success by all means necessary, appropriate, 
and available. Instructors will make provisions for individual differences among students, such as lea.min&_ 
hearing, visual, or physical disabilities. The intention is to maintain a learning environment that motivates 
students to actively participate in all aspects of the educational process. The faculty communicated during 
interviews that the campus is considerate of difference s in the learning applications, learning 
environments, and modes of instructional delivery. This includes tutoring by peers or faculty whenever 
needed or requested. The campus is supportive of any student who may reguire additional consideration to 
address difference s in learning or comprehension. 

5.19 Describe the system in place to evaluate, revise, and make changes to the curriculum. 
Faculty participate in a systematic process of continuous evaluation and revisions to the curriculum. All 
instructor s are encouraged to consider changes that are designed to serve the needs of the students. This is 
accomplished via community inquiries , fact-finding, classroom experience, and the input of students. The 
information and requests are passed along to the institution 's administrators for evaluation and, if needed , 
greater discussion and analysis. Some programs use a curriculum chair to assist and manage this process. 

5.20 Does the faculty participate in this process? 
~Yes ONo 

5.21 Is credit appropriately converted in relation to total student contact hours in each class? 
OYes ~No 

If No, insert the section number in parentheses, identify the courses, and explain: 
(Section 3-1-516(a)(i) and 3-1-517): The following courses are being taught currently and thus students do 
not receive the appropriate contact hours: 
10:40-11 :45am - LE2403 Legal Office Procedur es and SE2503 Executive Office Procedures (Instructor -
Mr. Tony DeStadio) 
1 :40-2:55pm - LE2409 Legal Research and SE2506 Executive Word Proces sing (Instructor - Mr. Tony 
DeStadio). 
The team is further concerned because these courses are currently being taught in different rooms and the 
instructor goes between each classroom every 15-20 minutes. Therefore, the students in these courses are 
without an instructor for approximately half of their scheduled class time. 
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5.22 Does the campus award academic credit to students who demonstrate subject competency based on 
academic, occupationa l, or personal experiences? 
~ Yes D No (IJNo, skip to Question 5.23.) 

If Yes, summarize the methods used for evaluating subject competency and awarding such credit. 
Advanced placement is readily available for students who have completed specialized high school or 
college courses, have relevant prior work experience, or feel they have the necessary expertise/knowledge. 
Advanced placement exams are offered for almost every course to evaluate the student's level of expertise 
and eligibility for advanced placement. 

Does the campus have an estab lished systemat ic method for eva luating and awarding such academ ic 
credit to which the campus adheres? 
0Yes ~No 

If No (there is not appropriate documentation of the assessments) , insert the section number in parentheses 
and explain: 
(Section 3-1-516(c)(ii)): The campus does not satisfactorily award academic credit to students for 
advanced placement. The exams are written by the faculty, who are not qualified to perform this task. 
Questions are not qualitatively equivalent to other comparative institution examinatio ns. The reliability and 
validity of the questions is not demonstrated. Moreover, partial credit is given to students based on 
showing the work done or computations used, regardless if the answer is correct. Some placement exams 
fall below college-level content, specifica lly English I and Keyboarding. In addition, the campus noted that 
students can test out of any course and are encouraged during the orientation period to sign up for 
Advanced Placement tests. The team does not feel that the tests appropriately assess the knowledge, skills, 
and competencies of college- level coursework. 

5.23 Are courses and breaks scheduled appropr iately, given the students' academic background and the 
coursework involved? 
~Yes 0No 

5.24 Are the following appropriate to adequate ly support the number and nature of the genera l education 
courses? 
(a) Facilities. 
~Yes 0No 
(b) Instructional equipment. 
~Yes 0No 
(c) Resources. 
~Yes 0No 
(d) Personnel. 
~Yes 0No 

5.25 Does the campus provide an environment for its faculty that is conducive to effective classroom 
instruction? 
~Yes 0No 

5.26 Are the quantity and type of instructional materials and equipment proportionate to the size of the campus 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 24 of 57 

and types of programs? 
~Yes 0No 

5.27 Based on the team's observation of the instructional material s used, interviews with students and faculty, 
and a review of software licenses, is the campus in compliance with applicable licensing and copyright 
laws? 
~Yes 0No 

5.28 Are official transcripts for all qualifying credentials and for those credentials listed in the catalog on file for 
all instructors? 
~Yes 0No 

5.29 Have faculty transcript s from institutions not accredi ted by agencies recognized by the United States 
Departm ent of Education been translated into English and evaluated by a member of the Association of 
International Creden tial Evaluators (AICE) or the National Association of Credential Evaluation Services 
(NACES) to determine the equivalency of the credentials to credentials awarded by institutions in the 
United States? 
D Yes D No ~ Not Applicable (no faculty member s hold foreign credentials) 

5.30 Is there documented evidence of a systematic program of in-service training at the campus? 
~Yes 0No 

If Yes, how is this documented? 
Evidence is on file to demonstrate that a systematic program of in-service training , including professio!!fil 
development , is provided to the faculty. Documentation is maintained that captures agenda, topics, and 
attendance. 

5.31 Is there evidence that appropriate faculty development plans hav e been developed and implemented 
annually, including documentation to support completed activities listed on the plans? 
□ Yes ~No 

If No for missing plans, insert the section number in parentheses, list faculty name~ 
(Section: 3-1-543): Faculty development plans are not current for instructor s Mr. - and Mr. 

There is no documented evidence of an annual development Ian or its im lementation with 
either in-service or rofessional growth activities for these two instructors. 

5.32 Is there evidence that full-time and part-time instructors participate in regularly scheduled faculty 
meetings? 
~Yes 0No 

5.33 Is there an adequate core of full- and/or part-time faculty to assure sound direction and continuity of 
development for the educational programs? 
~Yes 0No 

5.34 Does the institution utilize contracts and/or agreements with other institutions or entities? 
0Yes ~No 
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FOR OCCUPATIONAL ASSOCIA TE'S DEGREES ONLY 

5.35 Does the program include at least 10 semester how-s, 15 quarter hours, or their equivalent and less than 15 
semester hours, 22.5 quarter hours, or their equivalent in general education or applied genera l education 
courses? 
t:8] Yes D No 

5.36 Are the general education and/or applied general education courses relevant to the chosen degree, and do 
they meet Council standards? 
t:8] Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, AND BACHELOR'S 
DEGREES ONLY 

5.37 Are instructors teaching genera l education courses assigned in keeping with the minimum requirements 
as stated in the Accreditation Criteria? 
D Yes t:8] No 

If No, insert the section number in parentheses, list faculty names, degrees, and courses , and explain: 
(Section 3-3-302(b)): Mr. Dan Kennedy is teaching general education courses without the appropriate 
academic or experiential credentials. The current cow-se description for general education courses does not 
categor ize them as "applied general education courses" and the team does not believe that they should be 
considered applied genera l education courses. Thus, instructors will need a master's degree and eighteen 
semester credit hours. Mr. Kennedy has earned a bachelor's degree in English from Clarion University. He 
is cw-rently teaching the following courses: 
EN5102 - English I 
EN5104 - English IV 
EN5 116 - Speeclil 

FOR ALL PROGRAMS 

5.44 Describe the student services offered by the campus such as, but not limited to, structured tutoring , 
academic or personal counseling, student orientation, etc. 
The campus is supportiv e of all students and services needed to comp lete a success ful educational 
experience. Student orientation, career placement, counseling, and tutoring are examp les of the activities 
that are occuring on-site. The institution is committed to helpin g students become acclimated to a 
positive and rewarding college experience. 

5.45 Who is the person on staff responsible for the oversight of counseling students on employment 
opportunities, and what are this person ' s qualifications? 
Ms. Barbara Martini is the corporat e caree r services director for DuBois Business College. Ms. Martini 
assists students in profe ssional career -related areas, such as intervi ews, resumes, and job experiences. 
She is tasked with referring students to employers and enhancing the institution's placement rates. Ms. 
Martini is a member of several organizations that can be advantageous to her role as career services 
director, for example, Society of Human Resource Managers, Rotary Club, North Central Workforce 
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Development, and the DuBois Chamber of Commerce. It should be noted that she works from the main 
campus in DuBois and remotely supports the students. She does regularly visit the Oil City campus. 

5.46 Does the campus offer employment assistance to all students? 
~Yes ONo 
D Not Applicable (campus enrolls only international students on a student visa) 

5.47 Are follow-up studies on graduate and employer satisfaction conducted at specific measuring points 
following the placement of the campus's graduates? 
D Yes ~ No D Not Applicable (there have been no graduates) 

If No, insert the section number in parentheses and explain: 
(Section 3-1-441(c): Follow-up studies on graduates and employer satisfaction are not conducted by the 
campus at specific measuring points following placement of the graduate. The campus does obtain 
testimonials from employers and response s from student questionnaires. However , the intent of this 
criterion is to conduct an analysis of the results from the education received by the student. Insufficient 
evidence was provided to demonstrate that appropriate data is captured, structured, and relevant to 
perform this examination. In addition, the specific measuring point s are not defined and implemented. 

5.48 Does the campus use placement percentages or salary projections as part of its recruiting activities? 
~Yes ONo 

5.49 Describe the extracurricular educational activities of the campus (if applicable). 
The campus offers extracurricular educational activities. For example, workshops and seminars are 
provided for the pursuit of employment before and after graduation. Field trips and community 
involvement is another option for the institution to promote the use of extracurricular activities. 
Sufficient and a_Q ro riate documentation was rovided to the team to su ort this ty e of extracurricular 
involvement. 

COMMENDATIONS: 
DuBois Business College is an important member of the Oil City community, especially because of the current 
economic status. Local organizations, municipal government, businesses, and city leaders have recognized the 
significance of the education provided by this campus. Numerous awards, accolades , commendations, and honors 
have been bestowed upon the campus over the years. 

6. EDUCATIONAL FACILITIES 

6.01 Describe the physical facility of the campus (include details such as campus location , square footage, 
distribution of space, parking situation, and any other pertinent information). 
The Oil City branch campus of DuBoi s Business College comprises a total of 9,000 square feet in a one­
story converted elementary school building. Given the fact that there are only 16 students, there is ample 
classroom, lab , and office space, and the equipment is adequate for the program s offered. There is ample 
parking for staff and students, and the building is handicapped accessible. 

6.02 Does the campus utilize any temporary additional space locations? 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 27 of 57 

OYes 1:8'.] No 

6.03 Does the campus utili ze learnin g sites? 
D Yes 1:8:] No 

6.04 Are all facilities (includin g additional space and learni ng sites) approp riate for the size of the student 
population and the programs offe red? 
1:8:] Yes D No 

6.05 Are the follow ing appro pri ate to support the stude nt popu lat ion and the programs offered at all locations 
(including additio nal space and learn ing sites)? 
(a) Equipment 
1:8:] Yes D No 
(b) Instructional tool s 
1:8:] Yes D No 
( c) Machinery 
1:8:] Yes D No 

7. PUBLICATIONS 

7.01 What catalog was used durin g the eva luation (please include the year, number , and volume, if 
a2 ropriate)? 
Th e team reviewed Volume 39 of the DuBois Business College , 2016-2019 Cata log. 

7.02 Does the self-st udy or bran ch application part II acc urate ly portray the camp us? 
1:8:] Yes D No 

7.03 Does the camp us publi sh a cat alog that is appropr iate ly printed and bound and avai lab le to aJl enro lled 
students? 
1:8:] Yes D No 

7.04 Doe s the catalog contain the follow ing items? 
(a) A table of contents and/o r an index . 
1:8:] Yes D No 
(b) An indication of the year or years for which the cata log is effec tive on the front page or cover page 
1:8:] Yes D No 
(c) The names and titles of the admi nistrator s. 
1:8:] Yes D No 
(d) A statement of lega l control which includ es the nam es of trustees, directors, and officers of the 

corporatio n. 
1:8:] Yes D No 
(e) A statement of accredi tation 
1:8:] Yes D No D Not Applicab le (initial applicant) 
(f) A mission sta tement. 
1:8:] Yes D No 
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(g) A listing of full-time faculty members which lists all qualifying credentials held along with the 
awarding institution and the area of teaching specialization. 

~Yes 0No 
(h) An academic calendar. 
~Yes 0No 
(i) A full disclosure of the admission requirements. 
~Yes 0No 
(j) A statement for each curriculum offered that include s a statement of objective or purpose; an accurate 

and complete listing of all courses in the curriculum with a unique identifying number and title, the 
credit or clock hours awarded; the total credit or clock hours required to complete the cuITiculum; any 
necessary requirements for certification , licensing, or registrat ion needed to work in the field; and any 
additional requirements that must be met to complete the cuniculum. 

~Yes 0No 
(k) A description of each course offered that includes the identifying number , title, credit or clock hours 

awarded , a concise description of the course contents, and any necessary prerequisites. 
~Yes 0No 
(1) An explanation of the grading system that is consistent with the one that appears on the student 

transcript. 
~Yes 0No 
(m) A definition of the unit of credit. 
~ Yes D No D Not Applicable (The campus does not award credit.) 
(n) A complete explanation of the standards of satisfactory academic progress. 
0Yes ~No 
( o) A description of the certificates, diplomas, and/or degrees awarded along with a statement of the 

requirements necessary for completion of each. 
~Yes 0No 
(p) The transfer of credit policy. 
~Yes 0No 
(q) A statement of the tuition , fees, and any other charges. 
~Yes 0No 
(r) A complete and accurate listing of all scholarships, grants, and/or loans offered. 
~ Yes D No D Not Applicable (no scholarships, grants, or loans offered) 
(s) The refund policy. 
~Yes 0No 
(t) A statement describing the student services offered. 
~Yes 0No 
(u) A student grievance policy that includes the name and address of ACICS (may be in the student 

handbook instead of catalog). 
~ Yes D No D Not Applicable (initial applicants only) 

If No for any item, insert the section number in__parentheses and expJain: 
(Section 3-1-701 and Appendix C): The catalog does not contain all of the required elements. The catalog 
does not have an appropriate explanation of the standards of satisfactory academic progress (SAP) policy. 
The current policy does not reference repeat courses and their effect on SAP (see section 4 for additional 
details). 
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The catalog did not initially contain an accurate listing of student fees. All students are required to 
purcha se NextBooks. The cost of the Nex tBook 10.1 Window s Tablet for students is $205. Inform ation 
systems support technician (ISST) program students are also required to purchase a laptop . The school 
charges students $2000 for the laptop . All students are required to make these technology purchases at the 
beginning of their first term. These required purchases, and others, such as uniform s for the clinical 
medical assistant program were added to an addendum during the visit, but it is important to note that the 
team did not feel this was appropriate, especially due to the fact that students were not notifi ed of these 
specific costs prior to the addendum chan ge. 

The team also notes that the campus identified the tuition changes in the addendum prior to seeking 
~ov al from or notifying the a ro riate state authorities in Pennsylvania. 

7.05 Does the campus offer degree programs? 
[g} Yes D No 

If Yes, does the catalog contain the following? 
(a) An explanation of the course numb ering system (for all levels). 
[g} Yes 0No 
(b) Identification of courses that satisfy general education requirements (for occupational associa te's, 

academic associate's, and bachelor's degrees only). 
[g} Yes D No D Not Applicable 
(c) Identification of courses that satisfy the concentration requirements (for academic associate's and 

bachelor's degrees only). 
[g} Yes D No D Not Applicable 
(d) Identification of courses that satisfy the upper-divis ion (for bachelor's degrees only). 
D Yes D No [g} Not Applicable 

7.06 Does the campus offer courses and/or programs via distance education? 
D Yes [g} No (If No, skip to Question 7.07.) 

Although the campus is not currently approved to offer distance education, there are concerns that they 
have recently offered such courses (see section 5 for additional information) . 

7.07 Does the catalog contain an addendum/supplement? 
[gj Yes O No (ff No, skip to Question 7.08.) 

(a) Is the catalog updated at an appropria te interval (the addendum/supplement should not be used as a 
substitute for meeting this expectation)? 

[g} Yes D No 

(b) Does the addendum supplement include the school name, location, and effective date for the entire 
document (or for individual sections if effective dates vary)? 

[g} Yes 0No 

( c) Do students receive a copy of the addendum/supplement with the catalog? 
[g} Yes D No 
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7.08 Is the catalog available online? 
0 Yes ~ No ({f No, skip to Question 7.09.) 

7.09 Does the campus utilize a multiple-school catalog? 
~ Yes D No ({{No, skip to Question 7.10.) 

If Yes, answer the following: 
(a) Are all campuses using the same catalog of common ownership? 
~Yes 0No 
(b) Are all photographs utilized properly labeled to identify the location depicted? 
~Yes 0No 
(c) Are faculty and staff listings properly identified with respect to the campus to which they belong? 
0Yes ~No 

If No for any item, insert the section number in parenthese s and explain: 
(Section 3-1-702 and Appendix C): The institution does not properly identify all faculty and staff withl 
respect to the appropriate campus. Ms. ~b)(G) ks only listed as a faculty member for the Oil City 
cam us, but is only teaching at the PhiliP§burg learning site. 

7.10 Is all advertising and promotional literature , through any type of media (social media, website, newspapers, 
etc.), truthful and dignifi ed? 
0Yes ~No 

If No, insert the section number in arentheses and ex lain: 
(Section 3-1-703 and Appendix C): Not all of the advertising and promotional material accurately 
portrays the current status of the campus. 
As noted previou sly, the team reviewed a brochure entitled ''Touch The Future Faster ," that contained this 
sentence on the front cover: "Courses are taught online and on campus." The campus is not approved to 
offer the online (distance education) courses noted on the brochure. The campus responded by saying that 
the brochure had never been distributed; however , the team found a stack of the brochures rorninently 
displayed and accessible in the student lounge. 

7 .11 Is the correct name of the campu s listed in all advertising , web postings, and promotional literat ure? 
~Yes 0No 

7 .12 Where does the camyus advertise (publication s, online, etc.)? 
The institution advertises through a variety of method s. Print advertisements include fliers, postcards, 
brochures , newspapers , and newsletters, as well as the occasional billboard. Online advertisments include 
the institution' s website, YouTube testimonial videos, and social media outlets (e.g., Facebook , Twitter , 
Linkedln, Instagram , and Google+) . 

Are all print and electronic advertisements under acceptable headings? 
~Yes 0No 

7 .13 Does the campus use endorsements, commendations, or recommendation s in its advertising? 
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IZ!Yes D No (If No, skip to Question 7.14.) 

If Yes, is there evidence that prior written consent was obtained and that all representations are factual and 
portraying cmrnnt conditions? 
IZ! Yes D No 

7 .14 Does the campus utilize services funded by third parties? 
0 Yes iZI No at No, skip to Question 7.15.) 

7 .15 Does the campus avoid offering monetary incentives to attract students and avoid making guarantees for 
job placement or salary for graduates? 
IZ! Yes D No 

7.16 Is the phrase "for those who qualify" properly used in all advertising that references financial aid? 
IZ! Yes D No D Not Applicable (campus does not participate in financial aid) 

7.17 What institutional performance information does the campus routinely provide to the public? 
The campus provides retention and job placement rates to the public. 

Where is this information ublished and how fre_quently is this information being u dated? 
This information is published on the DBC website, at the bottom of the student consumer information 
page. 

If performance information is not being published , insert the section number in parentheses and explain: 
This information is provided on the institution's website, s cificall)'., the student consumer information 
page. 

8. LIBRARY, INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

FOR ALL PROGRAMS 

8.01 Does the campus develop an adequate base of library resource s? 
D Yes IZ! No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-S00(a)): The quality , relevance, or provision of support services do not adequately serve 
the educational needs of the students. The team found the majority of the book s and periodical s that 
make up the library holdings to be very outdated with some of the books being over 20 and 30 years old. 
The campus does not subscribe to any online library service ; however , the students do have availabilit)'. 
to Access Pennsylvania that does allow them to see where a book of intere st is located near them. If the 
student requests , the book can be sent to the local library for their viewing. 

8.02 Does the campus ensure access of library resources to all faculty and students, including students at 
nonmain campuses? 
IZ! Yes D No 
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8.03 Does the campus provide training and support to faculty and students in utilizing library resources as an 
integral part of the learning process? 
[8J Yes D No 

8.04 Are adequate staff provided to support the development , organization of the collection, and access of 
library resources? 
[8J Yes D No 

8.05 Describe how the campus develops continuous assessment strategies for resources and information 
services? 
The campus did not have a strategy for continuou s assessment of the resources and information services. 

Are these methods appropriate? 
D Yes [8J No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-S00(c)): The campus does not have a strategy for continuous assessment of the library 
resources and information services . It was noted in interviewing the dean of academics, that the campus 
did have a subscription to Library and Information Resource Network (LIRN) in the past but according 
to her response, none of the student s utilized the resource. There is no current strategy at the camP.US to 
address the needs in the library. 

8.06 Is the library staff adequately trained to support the library? 
[8J Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR 'S, AND 
MASTER'S DEGREES ONLY 

8.07 Is the campus's established annual budget appropriat e to the size and scope of the campus and the 
programs offered, and is the allocation appropriately expended for the purchase of books, periodicals, 
library equipment, and other resource and reference materials? 
[8J Yes D No 

8.08 What is the amount of the current year 's library budget excluding personnel allocations? 
The current year's library budget is $2,400. 

8.09 What portion of the current year's library budget has been spent? 
At the time of the team visit, $1,364 has been s ent. 
How has the money been allocated? 
The allocation of the expenditures is as follows: 
Monthly subscription fees for general Internet service - $1,238 
Subscription fees for periodicals - $61 
Miscellaneous library books/materials - $65 

8.10 Is there evidence that the faculty have major involvement in the selection of library resources? 
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0Yes [gl No 

If No, insert the section number in parentheses and explain: 
(Section 3-3-406): The team did not find evidence that the faculty have any major involvement in the 
selection of library resources. It was shared with the team that most of the material in the current library 
has been donated from outside.The person on campus designated to oversee the library , Ms. Lori 
Anderson, has only been at the cam us since February and is currently serving as acting director and 
director of student services. 

8.11 Are the library hours adequate to accommod ate the needs of all students? 
[gl Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

8.30 Has the campus designated an individual with the ability to maintain the resources and to assist students 
and faculty? 
[gl Yes D No 

8.31 Do the resources include the study, reading, and inform ation technology facilities necessary to support the 
effectiveness of all the courses and programs offered by the campus? 
D Yes [gl No 

If No, insert the section number in parentheses and explain: 
(Section 3-3-403): The campus does not have appropriate reference, research, and information resources 
available to enhance and support the curricular and educational offerin gs. The physical hold ings in the 
campus library are very old and outdated and the campus has no online subscription that would allow 
students access to full-text books and other resources that are ava ilable. 

8.32 Is there a cun-ent inventory of instructiona l resources, including online resources? 
[gl Yes D No 

8.33 Are the reso urces organized for easy access and usage? 
[gl Yes D No 

8.34 Is it ev ident that faculty encourages the use of the library? 
D Yes [gl No 

If No, insert the section number in parentheses and explain: 
(Section 3-3-404) : The team found through reviewing syllabi and interviewing faculty and students that 
the faculty do not encourage the use of the librar y and its resources in all of the courses. The team did 
find in two of the classes, English I and II, that they did utili ze the librar y during their class sessions, but 
this was the only evidence at the campu s of any encouragement for using the library. In addition, as 
previou sly stated, the team would be concerned if the classes were using reference materi als from the 
library, since these holdin gs are so outdated. 

8.35 Do the library holdin gs, includin g online collections, support all of the offerings of the camp us? 
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0Yes [gl No 

If No, insert the section number in parentheses and explain: 
(Section 3-3-403): The camp us does not have available standard reference works, current professiona ] 
journals, or periodicals to appropriate ly support the curriculum. The campus does not have a subscription 
to any online library service that would give the students and faculty access to valuable resources for aH 
of the rograms being offered. 

9. PROGRAM EVALUATION 
Occupational Associate Degree in Computer Applications/Management 
Occupational Associate Degree in Information Systems Support Technician 

FOR ALL PROGRAMS 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes [gl No (If No, skip to question 9.02) 

9.02 Who is assigned to administer the academic P!ogram(s), and what are thi~ erson~ ualifications? 
Ms. Mary Jones is the academic dean for DuBois Business College. As noted previously, she has worked 
for this institution since 1999. Before becoming the academic dean, she filled a variety ofroles, such as 
comp uter repair technician, instructor, and corporate secretary. Ms. Jones earned a bachelor's degree in 
business education from Indiana University of Pennsylvania and a master's degree in education from State 
University of New York in Albany. In her current role, she is responsible for overseeing the curriculum for 
all programs at all campuses. This includes student engagement, faculty development, and the overall 
success of the J)rograms offered. 

9.03 Does this individual possess appropriate academic or experientia l qualifications? 
[gl Yes D No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for the 
development and administration of the educational program(s)? 
[gl Yes D No 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
[gl Yes D No 

9.06 Does the program meet the needs of its students and the requirements of the Council, as shown by student 
achievement outcomes which meet or exceed the standards for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs S: 1 year in 
length)? 
[gl Yes D No D Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
D Yes [gl No D Not Applicab le (Data not available.) 
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The occuP.ational degree in information systems supP.9rt technician has reported a 50 ercent P.lacement 
rate 

9.07 List the community resources and describe how they are utilized to enrich the rogram(s). ~------
DuBois Business College uses one advisory board for all programs. The board is well diversified and 
brings valuable knowledge and experience to the meetings. Their objective is to satisfy the academic needs 
of the students, the college, and the community. Moreover, guest speakers and field trips are provided to 
students. As a matter of fact, on the day of the team visit, a guest speaker was provided to students. Mr. 
Albert Berlin, a graduate of DuBois and retired from the Navy, came to address the course ElA200, Basia 
Electricity and Electronics. The benefit is the enriched learning experience students receive in the interest 
of furthering their careers before and after they graduate. Sufficient documentation was rovided to satisfy 
this criterion. 

9.08 Is the utilization of community resources sufficient to enrich the program? 
~Yes ONo 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
~Yes ONo 

9. 10 Does the program include an extemship? 
D Yes ~ No (If No, skip to question 9.11) 

9. 11 Does the program use independent studies? 
D Yes ~ No (If No, skip to question 9.13) 

9.13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
OYes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-513 and 3-3-203)) : The educational program does not offer evidence of appropriate 
subjects leading to an occupational objective, an academic credential, or both . 

For example , the computer a lications/management degree re uires: 
TY2 l l 0A Keyboardin g 
TY2 1 l 1A Document Formattin g 
TY2112A Document Processing 
TY2116 Computerized Office Applications 
TY3333 Computerized Integration Techniques 

All of these courses focus on word processing and Microsoft Word ; yet the program description states 
that student s receive a "working knowl edge" of Microsoft Office. The curriculum is exQected to be more 
balanced in relation to the subjects offered to students. 
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Moreover, in the information systems support technician program, TY2120 Software Applications-DOS 
is required by all students. The need for this training and experience is not significant in the industry, and 
DOS is no longer supported by the vendor. Also, CM2630 Internet , Security , and Web De sign should be 
broken into two separate classes. Security is a skillset that is in great demand by the industry. A career in 
security encompasses more than just Internet or web design. A dedicated course on security and a 
separate one on web design would be of greater value and would better serve the needs of the student 
and the emQloyer. 

In addition, the course, ELA200, Basic Electricity and Electronics, is a subject normally found in an 
electronics program or a computer science program. It is highly unusual to have this content for an 
information systems program. Moreover, the course description does not sufficiently tie to the program 
objectives. The program is designed to train entry-level computer administrators. Emphasis is placed on 
network management and system development. Electricity and electronics are not congruent with the 
program intentions. 

9.14 Are course prerequisites appropliate, are they identified in the catalog, and are they being followed? 
[gl Yes D No 

9.15 Is an appropriately detailed syllabu s on file for each course that includes the following elements? 
(a) Title and course descriptions 
[gl Yes D No 
(b) Course numbers 
[gl Yes D No 
(c) Course prerequisites and/or corequisites 
[gl Yes D No 
(d) Instructional contact hours/credits 
[gl Yes D No 
(e) Learning objectives 
[gl Yes D No 
(t) Instructional materials and references 
[gl Yes D No 
(g) Topical outline of the course 
[gl Yes D No 
(h) Instructional methods 
[gl Yes D No 
(i) Assessment criteria 
[gl Yes D No 
U) Method of evaluating students 
[gl Yes D No 
(k) Date the syllabus was last reviewed 
[gl Yes D No 
For Title IV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(1) Out-of-class work assignments that support the learning objectives for the course 
[gl Yes D No D Not Applicable (Clock hour program) 
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(m) A description of the minimum amount of time a student is expected to spend on completion of the 
work assignment s 

~ Yes D No D Not Applicable (Clock hom program) 

9.16 Do student s confirm that they receive a course syllabu s and that it is followed? 
~Yes 0No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
~Yes 0No 

9.18 What was the total number of graduates in all program s reported during the most recent Campus 
Accountability Re ort submitted to the Council? 
The following number of placed graduates were reported on the CAR: 
Occupational associate' s degree in computer applications/management: 0 
Occu ational associate's degree in information systems su_QQort technician: 2 

9.19 Was the team able to verify the backup documentat ion to support the placement rate for the program(s) as 
reported on the last Campu s Accountability Report submitted to the Council? 
~ Yes D No D Not Applicable (there have been no graduates) 

How many calls to graduates or employers were attempted? 
The following numbers of calls were made to employers or graduates for the following Q!Ograms: 
Occupational associate' s degree in computer applications/management: 0 
Occupational associate' s degree in information systems support technician: 2 

How many caJls to graduates or em12Ioyers were successful? 
The following numbers of calls, by program , were successful: 
Occupational associate' s degree in computer applications/management: 0 
Occupational associate' s degree in information systems support technician: 1 

How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
Please ex12lain any discre~ncy between the number of successful contacts and confirmations. 
The following numbers of calls, by program, were confirmed: 
Occupational associate' s degree in computer applications/management: 0 
Occu ational associate's degree in information systems su ort technician: 1 

9.20 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes D No ~ Not Applicable 

9.21 Does the campus participate in Title IV financial aid? 
~ Yes D No (If No , skip to question 9.24) 

9.22 Does the campus's written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Department of Education for Title IV funding? 
~ Yes D No D Not Applicable (Clock hour program s only) 
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9.23 Is there evidence that out-of-class work or the equivalency is being evaluated? 
~ Yes D No D Not Applicable (Clock hour programs only) 

If Yes. briefly describe the documentation of evaluation viewed on site. 
During interview s with instructors, they were asked to demonstrate and display their grade books. 
Evidence is provided to confirm that homework is graded appropriately and in a timely manner. 

FOR ALL VISITS 

9.24 Are the following appropriate to adequately support the number of students and nature of the program? 
(a) Facilities. 
~Yes 0No 
(b) Instructional equipment. 
~Yes 0No 
(c) Resources. 
~Yes 0No 
( d) Personnel. 
~Yes 0No 

9.25 Are the following elements appropriately incorporat ed into the instructional components of the program? 
(a) Systematic planning. 
~Yes 0No 
(b) Well-defined instructional objectives. 
~Yes 0No 
(c) The selection and use of appropriate and current learning materials. 
0Yes ~No 
(d) Appropriate modes of instructional delivery. 
~Yes 0No 
(e) The use of appropriate assessment strategies. 
~Yes 0No 
(f) The use of appropriate experiences. 
~Yes 0No 

If No for any item, inse1t the section number in parentheses and explain: 
(Section 3-1-532(c)): The selection and use of suitable and current learning materials is not appropriate. 
Specifically , EL4200, Basic Electricity and Electronics, uses a textbook that is not appropriate for a 
college-level course. The textbook is titled DuBois Business College: Basic Electricity and Electronics, I st 

Edition. It was created in 2014 and written by Mr. Stephen Wolf and Mr. Darren Kite. Both gentlemen are 
DuBois Business College instructors . The entire publication is based off of content from Wikipedia. 
Furthermore, the copyright page clearly states "Some information in this book may be misleading or 
simply wrong. PediaPres s does not guarantee the validity of the information found here. If you need 
specific advice (for example, medical, legal, financial, or risk management), please seek a professional 
who is licensed or knowledgeable in that area." While on-site, the campus decided to change the textboold 
to Delmar 's Standard Textbook of Electricity 5th Edition by Stephen Herman. The publisher is Cengage. 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIA TE'S DEGREES ONLY 
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9.27 Are all faculty assigned to teach in no more than three fields of instruction, with no more than five 
preparation s? 
[8J Yes D No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.28 Do the faculty members' qualifications meet the minimum requirement s outlined in the Accreditation 
Criteria, and are their qualifications academically and experientially appropriate to the subject matter 
they teach and the level of the credential awarded? 
D Yes [8J No 

If No, insert the section nu~the ses, list the faculty and course, and explain: 
(Section 3-3-302(b)): Mr.-does not meet the Criteria to teach EIA200, Basic Electricity 
and Electronics. There was not sufficient evidence that Mr. -demonstrates competency in the 
assigned teaching field, such as academic or vocational training and credentials, related work experience, 
licensure, or certification. Mr. -has earned a bachelor's degree in Network Management and a 
master's degree in library science. No work ex erience in electronics was demonstrated or documented. 

9.29 Is the size of the faculty appropriate to the total student enrollment? 
[8J Yes D No 

FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE'S, BACHELOR 'S, AND 
MASTER'S DEGREES ONLY 

9.30 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
[8J Yes D No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIA TE'S DEGREES ONLY 

9.32 Do all instructors teach no more than 32 hours per week (except for an overload of one subject allowed 
with additional compensation)? 
[8J Yes D No 

9.33 What is the cmTent student/teacher ratio? 
The student/teacher ratio is as follows: 
Occupational associate' s degree in computer applications/management: 1: 1 
Occupational associate' s degree in information systems support technician: 3: 1 

9.34 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
[8J Yes D No 

FOR OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 40 of 57 

9.35 Is the number of hours required to complete the occupational associate's degree at least 60 semester 
hours, 90 quarter hours , or 1800 clock hours or their equivalent , earned over a period of four semesters, 
six quarters, or the equivalent? 
[8J Yes D No 

9.36 Does the curriculum quantitatively and qualitative ly approximate the standards at other collegiate 
institutions offering the same degree? 
D Yes [8J No 

If No , insert the section number in parentheses and explain: 
(Section 3-3-203): The curriculum does not offer evidence of appropriate subjects that qualitatively 
approximate the standards at other institutions. For exam le, the computer a lications/management 
degree requires : 
TY211 0A Keyboarding 
TY2111A Document Formatting 
TY2112A Document Processing ·~---
TY2116 Computerized Office Application 
TY3333 Computerized Integration Techniques 

All of these courses focus on word processing and Microsoft Word; yet the program description states that 
students receive a "working knowledge" of Microsoft Office. Insufficient content, topics, and training are 
provided for other, more relevant subjects. The curriculum is exeec;ted to be more balanced in relation to 
the subjects offered to students. 

Moreover, in the information systems support technician program, TY2120 Software Applications-DOS is 
required by all students. The need for this training and experience is not significant in the industry, and 
DOS is no longer supported by the vendor. Also, CM2630 Internet , Security, and Web Design should be 
broken into two separate classes. Security is a skillset that is in great demand by the industry and can bettelj 
serve the needs of the student and the em loyer. A career in security encom asses more than just Internet 
or web design 

In addition, the course, ElA200, Basic Electricity and Electronics, is a subje ct normally found in an 
electron ics program or a computer science program. It is highly unusual to require this content for an 
information systems program. Moreover, the course description does not sufficiently tie to the program 
objectives. The program is designed to train entry-level computer administrators. Emphasis is placed on 
network management and system develo ment. Electricity and electronics are not congruent with the 

rogram intentions 

9.37 Is enrollment in the second academ ic year of the two-year program suffic ient to support regularly 
scheduled classes? 
[8J Yes D No D Not Applicable (no students in the second year) 

9.38 Are the second-year courses based upon appropr iate first-year prerequisites? 
[8J Yes D No 
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9. PROGRAM EVALUATION 
Occupational Associate's Degree in Legal Assistant 

FOR ALL PROGRAMS 

9.01 Is licensure, certification, or registra tion required to practice in the spec ific career field? 
D Yes ~ No (If No, skip to question 9.02) 

9.02 Who is assigned to admini ster the academic pro gram(s), and what are thi!,Person's qualifications? 
Ms. Mar y Jone s is the academic dean for DBC. As previously stated , she has worked for DBC since 
1999. Before becomin g the academic dean, she filled a variety of role s, such as repair technician , 
instructor, and corporate secretar y. M s. Jone s earned a bachelor 's degr ee in business education from 
Indiana University of Penn sylvania and a master's degree in education from State University of Ne 
York in Albany. In her current role, she is responsible for overseeing the curriculum for all programs a 
all campu ses. This include s student engage ment faculty develo ment , and the overall success of the 
program s offer ed. 

9.03 Does this individual possess appropri ate acade mic or experiential qualifications? 
0Yes ~No 

If No, insert the section numb er in parentheses and explain: 
(Section 3-1-511): Ms. Jones does not have any formal lega l experience, nor does she have any academic 
credential s related to a legal assistant program. In addition, there is not a desi nated legal assistant 
chair, lead instructor , or administrator. 

9.04 Is there evide nce that the program admini stra tor has sufficient authorit y and responsibility for the 
development and administration of the educational program(s)? 
~Yes 0No 

9.05 Are the time and reso urces devoted to the administrat ion of the educational program(s) sufficient? 
~Yes 0No 

9.06 Does the program meet the needs of its students and the requirements of the Council, as shown by student 
achievement outcomes which meet or excee d the standards for the following areas: 
(a) Student retention rate of 65 percen t (programs > 1 year in length) OR 70 percent (programs ::S 1 year in 
length)? 
D Yes ~ No D Not Applicable (Data not available.) 

The legal assistant ro am has a 50 ercent retention rate as reported on the 2015 CamP.US Accountabili t)1 
Report (CAR). 

(b) Student placement rate of 70 percent? 
~ Yes D No D Not Applicable (Data not available.) 

9.07 List the comm unity reso urces and describe how they are utilized to enrich the pro gram(s). 
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The program utilizes community resources such as field trips to local community partners, including leg 
settings such as law firms and government agencies, guest speakers, and other community professionals 
designed to enhance the students' learning experience 

9.08 Is the utilization of community resources sufficient to enrich the program? 
IZ] Yes D No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
D Yes IZ] No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-513(a)): Specific program objectives are not published in the catalog nor is the information 
included appropriate for a legal assistant program. The catalog notes that students will be given an 
advanced level of training to develop administrative skills, proficiency in legal terminology, legal 
transcription, preparing legal correspondence, etc. This listing does not include specific objectives of the 
program; it simply restates the courses that will be taken throughout the program. In addition, another 
concern is the appropriateness of these skills for a legal assistant program. These skills and the courses that 
they take within the program, including two courses in shorthand and six courses in Microsoft Office, 
along with competencies learned in the program fit better with a legal secretary 2rogram than a legal 
assistant program. 

9.10 Does the program include an externsh ip? 
D Yes IZ] No (If No, skip to question 9.11) 

9.11 Does the program use independent studies? 
D Yes IZ] No (If No, skip to question 9.13) 

9.13 Are the curriculum and length of the program appropriate to meet the educationa l and placement objectives 
of the program? 
iZ] Yes D No 

9.14 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
IZ] Yes D No 

9.15 Is an appropriate ly detailed syllabus on file for each course that includes the following elements? 
(a) Title and course descriptions 
IZ] Yes D No 
(b) Course numbers 
IZ] Yes D No 
(c) Course prerequisites and/or corequisites 
IZ] Yes D No 
(d) Instructional contact hours/credits 
IZ] Yes D No 
(e) Leaming objectives 
IZ] Yes D No 
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(t) Instructional materials and referenc es 
~Yes 0No 
(g) Topical outline of the course 
~Yes 0No 
(h) Instruct ional methods 
~Yes 0No 
(i) Assessment criteria 
~Yes 0No 
(j) Method of evaluating students 
~Yes 0No 
(k) Date the syllabus was last reviewed 
~Yes 0No 
(I) Out-of-cla ss work assignments that suppor t the learning objectives for the course 
~ Yes D No D Not Applicable (Clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the 

work assignment s 
~ Yes D No D Not Applicable (Clock hour program) 

9.16 Do student s confirm that they receive a course syllabu s and that it is followed? 
~Yes 0No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
~Yes 0No 

9.18 Wh at was the total number of graduat es in all programs reported dming the most recent Campus 
Accountability Report submitted to the Council? 
There were two legal assistant graduates re orted on the 2015 CAR. 

9.19 Was the team able to verify the backup documentat ion to support the placement rate for the program(s) as 
reported on the last Campu s Accountability Report submitted to the Council? 
D Yes ~ No D Not Applicable (there have been no graduates) 

How many calls to graduates or employers were attempted? 
The following numbers of calls were made to employers or graduates for the following programs: 
Occu ational associate' s degree: A total of two calls were made to em loyers or graduates. 

How many calls to graduates or employers were successfu l? 
For the occupational associate' s degree , a total of two calls were successful in reaching either a graduate o~ 
em loyer. 

How many of the successful contacts confirme d the employment of the graduate as reported on the CAR? 
Please explain any discrepancy betwee n the number of successful contacts and confirmations. 
A total of one contact confirmed the em loyment of the graduate as re orted on the 2015 CAR. 

If No, insert the section number in parentheses and explain: 
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(Section 3-1-303(a)): Graduatej<b)(G) ~eported she is not working in field as a legal assistant 
and has not been able to obtain a legal-related position since graduating from the program. Ms.~b)(6) I 
was reported on the 2015 CAR as "placed based on job title." At the time the CAR was submitted , Ms. 

fb><5> I held the title of "office coordinator" and was not utilizing the skills obtained in the legal assistant 
program. 

9.20 Was documentation on file to verify graduates classified on the CAR as "no t available for placement"? 
D Yes D No ~ Not Applicable 

9.21 Does the campus participate in Title IV financial aid? 
~ Yes D No (If No, skip to question 9.24) 

9.22 Does the campus's written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credi t hour as defined by the U.S. Department of Education for Title IV funding? 
~ Yes D No D Not Applicable (Clock hour programs only) 

9.23 Is there evidence that out-of-class work or the equivalency is being evaluated? 
~ Yes D No D Not Applicable (Clock hour programs only) 

If Yes, briefly describe the documentation of evaluation viewed on site. 
Out -of-class work is periodicall y reviewed by the instructor for completeness and accuracy. Grades are 
given and are averaged into the final course grade. Assignments are po sted on the course outline. 

FOR ALL VISITS 

9.24 Are the following appropri ate to adequately support the number of students and nature of the program? 
(a) Facilities. 
~Yes ONo 
(b) Instructional equipment. 
~Yes ONo 
(c) Resources. 
~Yes ONo 
(d) Personne l. 
~Yes ONo 

9.25 Are the following elements appropri ately incorpora ted into the instructional components of the program? 
(a) Systematic planning. 
~Yes ONo 
(b) Well-defined instructional objectives. 
~Yes ONo 
(c) The selection and use of appropriate and current learning materials. 
~Yes ONo 
(d) Appropri ate modes of instructional delivery. 
~Yes ONo 
(e) The use of appropriate assessment strategies. 
~Yes ONo 
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(t) The use of appropriate experiences. 
~Yes 0No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.27 Are all faculty assigned to teach in no more than three fields of instruction, with no more than five 
preparations? 
0Yes ~No 

If No, insert the section number in parentheses, list the faculty and course, and explain: 
(Section 3-3-302): Mr. D. Anthony (Tony) DeStadio is assigned to teach SE2101 Shorthand I; LE2403 
Legal Office Procedures; SE2503 Executive Office Procedures; LE2406 Legal Terminology; LE2409 
Legal Research; and SE2506 Executive Office Procedures. This is a total of six preparations, which 
exceeds the Council requirement. In two cases, Mr. DeStadio is teaching two different courses 
concurrent! y. 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE 'S, 
AND BACHELOR 'S DEGREES ONLY 

9.28 Do the faculty members ' qualifications meet the min imum requirements outlined in the Accreditation 
Criteria, and are their qualification s academica lly and experientia lly appropri ate to the subject matter 
they teach and the level of the credential awarded? 
0Yes ~No 

If No, insert the section number in arenthe ses, list the faculty and course, and ex lain: 
(Section 3-3-302(b)): The one facult member teaching in the program does not meet Council 
requirements. Mr. is the only faculty member currently teaching in the legal 
assistant program. He holds a bachelor 's degree in behavioral health from York College of Pennsylvania 
and an associate's degree in behavioral sciences education from Harrisburg Area Community College. Mr. 
- does not have any experiential ~lion s in a legal setting, nor does he have any formal legal 
education. This was confirmed with Mr. - while the team was on-site. 

9.29 Is the size of the faculty appropr iate to the total student enrollment? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE'S , BACHELOR 'S, AND 
MASTER'S DEGREES ONLY 

9.30 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
~Yes 0No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.32 Do all instructors teach no more than 32 hours per week (except for an overload of one subject allowed 
with additional compensation)? 
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IZ!Yes □ No 

9.33 What is the cw-rent student/teacher ratio? 
The current student/teacher ratio is 1: 1. 

9.34 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
IZ! Yes D No 

FOR OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

9.35 Is the number of hours required to complete the occupational assoc iate' s degree at least 60 semester 
hours, 90 quarter hour s, or 1800 clock hour s or their equivalent, earned over a period of four semes ters, 
six quarters, or the equivalent? 
IZ! Yes D No 

9.36 Does the curriculum quantitatively and qualitatively approximate the standard s at other collegiate 
institutions offering the same degree? 
D Yes IZ! No 

If No, insert the section number in parentheses and explain: 
(Section 3-3-203): The curriculum does not quantitatively or qualitatively approximate the standards at 
other institutions offering occupational associate's degrees in legal assisting. The program only requires 
completion of six legal courses. The legal courses are very basic in nature and do not provide the necessary 
knowledge and skills needed for graduates of the program to be successful. Only 19 of the total 90 credit 
hours required are legal courses. There are no program objectives published by which to judge studen~ 
performance and other student outcomes , including placement. If an outcome of the program is to prepare 
students for a career as a legal secretary, the program curriculum would be adequate. Comparative legal 
assistant programs include Kaplan University, associate of applied science in legal support and services; 
Central Pennsylvania College, associate degree in paralegal studies; and Penns Y.lvania College of 
Technology, associate of a Qlied science legal assistant/p_aralegal. 

9.37 Is emollment in the second academic year of the two-ye ar program sufficient to support regularly 
scheduled classes? 
IZ! Yes D No D Not Applicable (no student s in the second year) 

9.38 Are the second-year courses based upon appropriate first-year prerequi sites? 
IZ! Yes D No 

9. PROGRAM EVALUATION 
Occupational Associate's Degree in Accounting/Business Administration 
Occupational Associate's Degree in Clinical Medical Assistant 
Occupational Associate's Degree in Executive Assistant 

FOR ALL PROGRAMS 
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9.01 Is licensure, certification, or registration requ ired to practice in the specific career field? 
D Yes IZI No (If No, skip to question 9.02) 

9.02 Who is assigned to administer the academic pro gram(s), and what are this person 's qualifications? 
As stated above, Ms. Mary Jone s is the corporate academic dean for DuBoi s Busine ss College. She has 
worked for this institution since 1999. Before becoming the academic dean , she filled a variety ofroles, 
such as computer repair technician, instructor, and corporate secretary. Ms. Jones earned a bachelor 's 
degree in busines s education from Indiana University of Pennsylvania and a master's degree in education 
from State Univer sity of New York in Albany. In her current role, she is responsible for overseeing the 
curriculum for all programs at all campuses. This includes student engagement, faculty development , and 
the overall success of the rograms offered. 

s. Jones is supported by two full-time instructors at the Oil Cit)'. campus. 

Ms. Connie Burkhart has supported Ms. Jones as the full-time faculty for the clinical medical assistant 
program since November 2014. She is a certified medical assistant and also holds cardiopulomar }l 
resuscitation certification (CPR). Ms. Burkhart has 28 years of healthcare ex erience in various roles at 
outpatient and inpatient settings. 

s. Keiko (Kay) Hopwood supports Ms. Jones as the full-time faculty for the executive assistant an 
ccounting/business administration program s. Ms. Hopwood has been an instructor at DBC since 

fanuary 2016. She holds an associate's degree in business administration from Venango College o~ 
Clarion University. She has 14 years of banking experience, including business loans ortfolios, and 
oan ackaging, and most recentl y as bank branch manager from 2008 to 2015. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
IZI Yes D No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for the 
development and administration of the educational program(s)? 
IZI Yes D No 

9.05 Are the time and resources devoted to the administration of the educational program (s) sufficient ? 
IZI Yes D No 

9.06 Doe s the program meet the needs of its students and the requirement s of the Council, as shown by student 
achievement outcomes which meet or exceed the standard s for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs :::; 1 year in 
length)? 
D Yes IZI No D Not Applicable (Data not available.) 

The retention rate for the occu ational associate' s degree in accounting/business administration was 43 
ercent. 

(b) Student placement rate of 70 percent ? 
IZI Yes D No D Not Applicable (Dat a not available.) 
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9.07 List the community resources and describe how they are utilized to enrich the program(s). 
The team found the program community resources consists of the following: 
Examples of medical program field trips include a visit to the local hos ital for an overall tour and a 
review of various careers that are relevant for medical assistants. 

e business program utilizes commun ity µ..;l~.l.ll.l,~.l,,All<lu...f' s field trips to a local savings bank on May 11, 
(2016, and two guest speakers in 2016. Ms. b)(G) iscussed how law practices work in various 
communities, and Ms. b)(6) an overview of ayroll taxes and accounting 
procedures used in a local business. 

9.08 Is the utilization of community resources sufficient to enrich the program? 
IZ! Yes D No 

9.09 Does the catalog and/or other advertising material such as brochures and website, accurately describe the 
program and its objectives? 
D Yes IZ! No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-513(a)): Specific program objectives are not published in the catalog for any of the business 
or medical programs. The catalog notes the general information that students will learn in courses such as 
electronic health records and insurance terminology in clinical medical assistant or executive office 
procedures and computer applications in the executive assistant program. These listings do not include 
specific objectives of the program; they simply restate the courses that will be taken throughout the 
program. 

9.10 Does the program include an externsh ip? 
D Yes IZ! No (If No, skip to question 9.11) 

9.11 Does the program use independent studies? 
D Yes IZ! No (If No, skip to question 9.13) 

9 .13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
D Yes IZ! No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-513 and 3-3-203): The current program course offeri ngs in the occupat ional associate's 
execut ive assistant program are not appropriate in meeting the current educatio nal and placement 
objectives required in today's market. The team found the executive assistant program was not similar in 
content to three similar programs current ly being offered at other institutions. Specifically, offering two 
courses in shorthand is not found in any of the other programs teaching similar courses the team 
revie wed. The team feels these are no longer appropriate subjects that would lead to an occupational 
objective. The three curricu la used for comparative analysis were Sullivan University, Remington 
College, and West Virginia Northern Community College. 
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The occupational associa te's degrees require 18 hours to cover keyboar ding (3 credit hours), English (12 
credit hours), and speech (3 credit hours). The team feels that to enhance the program s for proper 
alignment with peer institution s and the needs of the workplace, consideration should be taken to 
decrease hours in these areas and add more subject-specific courses by program of study. The current 
content of the 12 credit hour s in English is weak in design and content, which results in limited ability to 
be commensurate with comparabl e programs in their current design. 

The three curricula used for comparative analysis were Care er Point Colle ge, National College, and Ohio 
Business College. 

9.14 Are course prerequisites appropriate, are they identified in the cata log, and are they being followed? 
D Yes cg] No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-513(b)): There is no evidence that the prerequisites were followed for one student. Ms. 

graduated from the clinical medical assistant program on December 12, 2014. She took 
the following courses out of sequence: MD2307, Medical Terminolo gy/Anatomy, Phy siology ill , and 
MD2308, Pharma cology, were taken before MD230 1 Medical Terminology/Anatomy and Physiology I. 
The 2012-2015 DBC Catalog, Volume 38, was used for this analysis. 

9. 15 Is an appropriately detailed syllabus on file for each course that includes the following elements? 
(a) Title and course descriptions 
cg] Yes D No 
(b) Course numbers 
cg] Yes D No 
(c) Course prerequisites and/or corequisites 
cg] Yes D No 
(d) Instructional contact hours/credits 
cg] Yes D No 
(e) Learning objectives 
cg] Yes D No 
(f) Instructional materials and references 
cg] Yes D No 
(g) Topical outline of the course 
cg] Yes D No 
(h) Instructional methods 
cg] Yes D No 
(i) Assessment criteria 
cg] Yes D No 
(j) Method of evaluating students 
cg] Yes D No 
(k) Date the syllabus was last reviewed 
cg] Yes D No 
For Title IV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour program s only: 
(I) Out-of-class work assignments that support the learning objectives for the course 
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IZ! Yes D No D Not Applicable (Clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the 

work assignments 
IZ! Yes D No D Not Applicable (Clock hour program) 

9. 16 Do students confirm that they receive a course syllabu s and that it is followed? 
IZ! Yes D No 

9.17 Are the courses availab le when needed by the student in the normal pursuit of a program of study? 
IZ! Yes D No 

9.18 What was the total number of graduates in all programs reported during the most recent Campus 
Accountability Report submitted to the Council? 
There are a total of 5 graduates reported on the 2015 CAR. 

9.19 Was the team able to verify the backup documentation to support the placement rate for the program(s) as 
reported on the last Campus Accountability Report submitted to the Council? 
IZ! Yes D No D Not Applicable (there have been no graduates) 

How many calls to graduates or employers were attempted? 
The following numbers of calls were made to employers or graduates for the following programs: 
Occupational associate' s degree in accounting/business administration: 1 
Occupational associate' s degree in clinical medical assistant: 3 
Occupational associate's in degree in executive assistant: 1 

How many caJls to graduates or em12Ioyers were successfu l? 
The following number of calls were successf ul, by program: 
Occupational associate' s degree in accounting/business administration: 1 
Occupational associate' s degree in clinical medical assistant: 2 
Occupational associate's degree in executive assistant: 0 

How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
All successful calls confirmed contacts as re22rted in the 2015 CAR. 

9.20 Was documentation on file to verify graduates classified on the CAR as "not available for placement "? 
D Yes D No IZ! Not Applicable 

9.21 Does the campus participate in Title IV financial aid? 
IZ! Yes D No (If No, skip to question 9.24) 

9.22 Does the campus's written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Department of Education for Title IV funding? 
IZ! Yes D No D Not Applicable (Clock hour programs only) 

9.23 Is there evidence that out-of-class work or the equiva lency is being evaluated? 
IZ! Yes D No D Not Appl icable (Clock hour programs only) 
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If Yes., brie fly describe the documen tation of evaluation viewe d on site. 
Durin g the class visits, students showed several examples of assignm ents they had submitt ed and had 
documentation of instructor comments/feedback. Both i(b)(G) ~n~(b)(G) p.rovided examples 
they maintain of completed homewo rk. 

FOR ALL VISITS 

9.24 Are the following appropriate to adeq uately support the numb er of students and nature of the progra m? 
(a) Facilities. 
[gl Yes D No 
(b) Instructiona l equipment. 
[gl Yes D No 
(c) Resources. 
[gl Yes D No 
( d) Personne l. 
[gl Yes D No 

9.25 Are the follow ing elements approp riately incorpora ted into the instruc tional components of the program? 
(a) Systema tic planning. 
[gl Yes D No 
(b) We ll-defined instructional objectives . 
[gl Yes D No 
(c) The selection and use of appropria te and curren t learning materia ls. 
[gl Yes D No 
(d) Appropriate modes of instructional delivery. 
[gl Yes D No 
(e) The use of appropria te assessme nt strategies. 
[gl Yes 0No 
(t) The use of appropriate expe riences. 
[gl Yes D No 

FOR NONDEGRE E PROGRAMS ONLY 

9.26 Is there an adeq uate co re of full- and /or part -time faculty to ensure sound direction and continuity of 
development for the educational programs? 
[gl Yes D No 

FOR NONDEGRE E PROGRAMS AND OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

9.27 Are all fac ulty assigned to teach in no more than three fields of instruc tion, with no more than five 
preparat ions? 
D Yes [gl No 

If No, insert the section number in paren theses, list the fac ulty and course, and exp lain: 
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(Section 3-3-302): Mr. is assigned to teach SE2101 Shorthand I; LE2403 Legal Office 
Procedures; SE2503 Executive Office Procedures; LE2406 Legal Terminology; LE2409 Legal Research; 
and SE2506: Executive Office Procedures. This is a total of si~ara tions. 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE'S , ACADEMIC ASSOCIATE'S , 
AND BACHELOR'S DEGREES ONLY 

9.28 Do the faculty members' qualifications meet the minimum requirements outlined in the Accreditation 
Criteria, and are their qualifications academica lly and experientially appropriate to the subject matter 
they teach and the leve l of the credential awarded? 
[gl Yes D No 

9.29 Is the size of the faculty appropr iate to the total student enrollment? 
[gl Yes D No 

FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE'S, BACHELOR 'S, AND 
MASTER'S DEGREES ONLY 

9.30 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
[gl Yes D No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.32 Do all instructors teach no more than 32 hours per week (except for an overload of one subject allowed 
with additional compensation)? 
[gl Yes D No 

9.33 What is the cunent student/teacher ratio? 
The cunent student/teacher ratios follow: 
Occupational associate' s degree in accounting/business administration: 2: 1 
Occupational associate' s degree in clinical medical assistant: 3: 1 
Occupational associate' s degree in executive assistant: 2: 1 

9.34 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
[gl Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.35 Is the number of hours required to complete the occupational associa te's degree at least 60 semester 
hours, 90 quarter hours, or 1800 clock hours or their equivalent, earned over a period of four semes ters, 
six quarters, or the equivalent? 
[gl Yes D No 

9.36 Does the cun iculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
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0Yes [gl No 

If No, insert the section number in parentheses and explain: 
(Section 3-3-203) : The ex la.nation of this finding is rovided in uestion 9 .13. 

9.37 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
[gl Yes D No D Not Applicable (no students in the second year) 

9.38 Are the second-year courses based upon appropriate first-year prerequisites? 
[gl Yes D No 
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SUMMARY 

Based on the team 's review, the following areas require an explanatory response: 

Number Section Summary Statement 
1 2-2-106 and The institution initiated distance education without seeking prior 

Appendix H approval from Council (page 19-20). 
2 3-1-111 The Campus Effectiveness Plan (CEP) does not include an evaluation 

of student learning outcomes (page 5). 
3 3-1-202(a) The campus does not demonstrate that emphasis is placed upon the 

efficiency and effectiveness of the overa ll admini stration of the 
campus (page 7). 

4 3-1-202(b) The administration does not maintain documentation of the evaluation 
of faculty and staff (page 7). 

5 3-1-303(a ) The team canno t verify the 20 15 Campus Accountability Report 
(CAR) as it relates to placement (page 44 ). 

6 3-1-413 The campus does not provide evidence that they adhere to a systematic 
policy for transfer of credit (page 12). 

7 3-1-413 The campus does not make publ ic a list of all institutions with which it 
has articulation agreements (page 13). 

8 3-1-414 The campus does not use enrollment agreeme nts (page 10). 

9 3-1-421 and The satisfactory academic progress (SAP) policy does not include a 
Appendix D statement on how repeated courses are included within the policy 

(page 14). 
10 3-1-432(a) Student fees and charges are not clearly stated in the catalog (page 16-

17). 

11 3-1-434(a) and 3-1- The campus does not have a designated on-site admini strator for 
434(c) student financial aid (page 18). 

12 3-1-441(c) The campus has not completed appropria te graduate or employer 
follow-up studies (page 26). 

13 3-1-501 The campus has not adopted and publi shed an appropria te policy on 
matters of faculty governance (page 2 1). 

14 3-1-511 The campus does not have academically or experientially qualified 
administrators in the legal assistant program (page 4 1). 

15 3-1-513 and 3-3- Some programs do not evidence a well-organized sequence of 
203 appropriate subjects leading to an occupational objective and do not 

quantitatively and qualitatively approximate the standards at other 
institutions offering similar programs (pages 35-36, 40, 46, 48-49, and 
53). 

16 3-1-513(a ) The campus does not have stated objectives for a number of progra ms 
(pages 42 and 48). 

17 3-1-513(b) The prerequisite system does not assure proper qualifications of 
students (page 49). 
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18 3-1-516(a)(i) and Some courses are not scheduled in a way that are educationally 
3-1-517 appropri ate and that meet the necessary contact hour s (page 22) . 

19 3-1-516(c)(ii) The campus does not maint ain document ation to support that all credit 
hours awarded are appropri ate based on the assessment of knowledge, 
skill s, or competencies acquired (page 23). 

20 3-1-532(c) The campus does not always select and use appropri ate learning 
materials (page 38). 

21 3-1-543 The campus does not provide evidence of faculty development plans 
for all faculty members (page 24 ). 

22 3-1-701, 3-1-702 The catalog does not contain all required elements as listed in the 
and Appendix C A ccreditation Criteria (pages 28-29 and 30). 

23 3-1-703 and Not all of the advertising and promotional material accurately portrays 
Appendix C the current status of the campus (page 30). 

24 3-1-800(a) and 3-3- Librar y resources are outdated, and reference and reso urce material do 
403 not enhance, augment, and support the curricular and educational 

offerings (page 31, 33, and 34). 
25 3-1-800(c) and 3-3- The campus does not develop a continuous assessment strategy to 

406 support library development, collection, organization, and access ibility 
and do not utilize input from the faculty in the acquisition of library 
resources (page 32 and 33). 

26 3-3-302 One faculty member has an inappropri ate number of teaching 
assignments (pages 45 and 52). 

27 3-3-302(b) There is insufficient documentation that some instructors are qualified 
to teach their assigned courses (pages 25, 39, and 45). 

28 3-3-404 There is insufficient evidence that faculty encourage the use of library 
resources (page 33). 
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RECOMMENDATION(S) 

Any recommendation(s) provided in this report are not included in the report seen by the Council: 

• Define and publi sh team lead roles and responsibilities to support the dean of academics. The dean is 
urrently overseeing all program s and all campuses. This process can hel12 to enrich all asP.ects of 
dministering the entire academic P.rogram, not ju st the curriculum. 

• Standardize the syllabi for all courses. In the interest of accuracy and consistency, the student s, faculty , 
d administration can avoid misunderstanding , miscomm unication, and misinte!l)retation of the course 

equirements and expectations 

• Consider enhancing the recordkeeping proce ss. It is a reflection of the attentiveness and discipline of the 
dministration and staff., The faculty files are disorganized and contain data that are not required (SSN and 

payroll data). Enriching the maintenan ce, organization, and accuracy of the data can offer im roved 
i:lecision-makin and analxsis b the cam us leadershi . 

• Choose one st le manual (such as APA or CMS for use in all courses at all cam uses. 

• For all books listed in the syllabi , add the edition, date of publication, and ISBN number for ease of 
student use. 

• Include on the library inventor y sheet the date of publication of all listed items. 

• Purge the medical and business sections of the physical learning resource center (LRC) of all old materi ili 
and focus on key current material s only. There are limited materials in the LRC that can be used for 
student s to gain skills and knowled ge. 

• Develop a plan for robust _periodic _program review to ensure courses offered are relevant by today 's 
em loyers. 

• Provide students with access to the next term' s schedule in a timely manner so they have the opportunity 
to purchase books and other suppliesfrom alternative sources; currently, they only receive their schedules 
and book s on the first day of the term. This is too late for comparative shoppin g for cost-effective choices. 

• Deve lop a formal extemship course for all assoc iate degree programs, to be taken after all core courses 
have been P.assed. 

• Consider subscribing to an online full-text database to provide easy access to students and faculty that 
would be current and all-encompassing of the rograms being offered at all of the campuses. 
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STUDENT SURVEY 

Please find below the results of the Stud ent Surv eys issued to seve ral students while th e team wa s on-site. Please note that 
the se result s are aggregated and are not distinguished by indi vidual. 

A.01. Prior to enrolling in this institution, have you attended any Yes 

other college or institution of higher learning? No 10 

A.02. If you had transfer credits, did your admissions 
representative describe the transfer of credit policies and 
procedures accurately? (Select NIA if no transfer credits) 15 

A.03. Did your admissions representative accurately describe the 
enrollment process regarding available courses and programs of 14 

study? 

A.04. Did your admissions representative accurately describe 15 

student services offered by the institution? 

A.05. Did your admissions representative accurately describe the Yes 

tuition and fees associated with your program of study? No 

A.06. Did you receive a catalog or were you provided access to Yes 16 

one during the enrollment process? No0 

A.07. Did the catalog accurately portray programs, services and 15 

policies of the institution? 

A.08. Was the information provided during enrollment sufficient 14 

for you to make your decision? 

A.09. Did you feel pressured into making the decision to enroll? Yes 

No 

B.01. Do you receive federal financial aid? 15 

B.02. Are you aware of your federal financial aid loan repayment 
obligations? (Select NIA if no loan repayment obligations) 

C.01. Are your instructors available to provide additional help, if Yes 16 

needed? No0 

C.02. Are the learning resources and lab equipment/supplies Yes 

adequate for your program of study? No 

C.03. Were textbooks available when you started classes? 
14 

C.04. Were the out of class activities sufficient to help you 11 

achieve the course objectives? (Select NIA if no out of class 
activities have been assigned) 

D.01. Overall, lam satisfied with the quality of education I am Agree 10 

receiving. 
Disagree o 

6 

10 

D.02. I would recommend this institution to others. 



June 29, 2016 

Mrs. Susan Ramey 
Campus Director 
DuBoi s Business College 
1001 Moore Street 
Huntingdon , PA 16652 
hcc@dbco llege.com 

Dear Mrs. Ramey: 

Evaluation Team Report -RENEW AL OF ACCREDITATION VISIT REPORT 
ID for Campu s Visited: 00012824 

Main Campus ID: 00011225 
Staff Contact: Ms. Niana Moore - Phone: (202) 336-6788 

Application ID: 66339 

VISIT RESPONSE DUE DATE: July 11, 2016 

A copy of the report prepared by the Council's evaluation team that recently visited your institution is attached. 
The Council invites you to respond to this report in two ways before it takes f01mal action on your institution 's 
application for accreditation. First, please e-mail Mr. Ian Harazduk at iharazduk@acics.org to 
acknowledge that you have received and read the report and include any comments about the report or 
the visit. Second, please submit your response to the findings in the report via your online application. The 
Council offers the institution ten days to formally respond to the report; therefore, your response should be 
uploaded by the date indicated above. 

We look forward to receiving your response. You will be notified in writing of the Council's decision 
following its next meeting . 

Visit Response 
Your respon se should pertain to the findings notated in the report or letter. The following inform ation 
provides suggest ions for developing your response. Please include information on any significant changes 
that have taken place at the institution since the site visit. 

Web-Based Submission of Campus Response 
ACICS has implemented a web-based submission process for all visi t responses. The response to each 
finding must be uploaded under the application ID number associated with the visit (this is noted on the 
cover page of the team report). Each finding must include a narrative and supportin g documentation (if 
applicable). If supportin g documentation covers more than one finding , the campu s is required to duplicate 
the documentation and upload it in each finding. Submission of a current catalog need only be uploaded 
once and only if referenced in the response. If you have any questions, please send your inquiry to Ian 

7S0 First Street, NE, Suite 980 e wash ington, DC 20002 - 4223 • I - 202.336 .6780 • f - 202 .842 .2S93 ewww .acics .org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



Harazduk at iharazduk@acics.org . 

Process: 
Once the campus logs on to the ACICS membership website, go to the "In Process Applications" heading, 
select the application name and ID. The campus will then click either "Citation Documents " and upload each 
response document as described below. (Please see the attached "Preparing the Institutiona l Response " for step­
by-step visual instruct ions on how to upload your response into your institution 's Member Center Account.) 

IMPORTANT: Document Labels 
The institution may name the document any appropriate file name. However, each document 
must be labeled with the correspond ing 'Document Type.' 

Example: the docume nt type submitted to satisfy respo nse: 
Finding 1 Narrative task must be labeled Narrative 1. 

If a campus needs to subm it multiple pieces of information to support one citation response, this information 
should be combined into one document prior to uploading. Note: The capac ity size for each upload task is 

100MB, if this comb ined document exceeds this limit , then the campus may separate the document and upload 
each of these documents separate ly with different file names, as long they are labeled with the correct 
"Docume nt Type." 

Response Tasks 
Below is the format for how the listing of "Document Type" will appear once the document is uploaded . Each 
visit type will have a standard amount of visit Response tasks. Upload your response document and label each 
one accordingly. Ignore tasks that exceed your response requirement. 

Narrative 1 
Supporting Document 1 
Narrative 2 
Supporting Document 2 
Narrative 3 
Supporting Document 3 
Narrative 4 
Supporting Document 4 

Respon ses should be profes sional in appearance. The responses should be paginated and well-organized to 
ensure a complete and sufficien t review. 

Sincerely , 

Linda J. Lundb erg 
Accreditation Conten t Editor 
Accreditation and Institutional Development 

Enclosures 
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Ms. Niana 
Moore 

RENEWAL OF ACCREDITATION VISIT REPORT 

DUBOIS BUSINESS COLLEGE 
1001 Moore Street 

Huntingdon , Pennsylvania 16652 
ACICS ID Code: 00012824 

Mrs. Susan Ramey, Campus Director (rameysa@dbco llege.co m) 
(hcc@dbccollege.co m) 

MAIN CAMPUS 
DuBois Business College 

DuBois, Pennsylvania 
ACICS ID Code: 00011225 

May 9-10, 2016 

Chair Kaplan University Onl ine 
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Educat ional Activities and Legal Ass istant Wes twood College 

Administrative Medical Assis tant and ASA Institute 
Clini cal Medical Ass istant 

Bu siness Administration, Management, National Center/Tourism & 
Exec utive Assis tant, and Data Integrity Hospitality 
Reviewer 

Staff Representative ACICS 
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PRO GRAMS OFFE RED BY 
DUBOIS BUSINESS COLLEGE 

HUNTINGDON, PA 
Enroll: CAR 
Full- Retention & Placement(%) 
time/ 2015 2014 

CREDENTIAL ACICS APPRO VED Contact Qtr. Part-
EARNED CREDENTIAL PROG RAM TITLE Hrs. Hrs. time Ret. Pia. Ret. 
Associa te in Occup ational Accou nting/Busi ness 1760 90 2/0 86 80 95 
Specia lized Assoc iate' s Admini stration 
Bu siness 
Associa te in Occupational Admi nistrative Medical 1760 90 4/0 84 100 79 
Specialized Assoc iate's Assistant 
Bu siness 
Associa te in Occupational Clinical Medical 2060 105 12/1 84 79 77 
Specialized Assoc iate's Assistant 
Bu siness 
Assoc iate in Occupational Computer 1760 90 3/ 1 90 80 100 
Spec ialized Assoc iate' s Appl ications/Management 
Business 
Assoc iate in Occupational Exec utive Ass istant 1760 90 7/ 1 100 67 100 
Specia lized Associate' s 
Business 
Assoc iate in Occu pational Lega l Ass istant 1760 90 1/0 57 NA 100 
Specialize d Associate' s 
Business 
Assoc iate in Occupational Entertai nment Prod uction 2100 106 0/0 NA NA NA 
Specia lized Associate' s Business** 
Business 
Assoc iate in Occupatio nal Information Systems 1760 90 010 NA NA NA 
Specia lized Associate' s Suppor t Technic ian ** 
Business 
Diploma Diploma Accoun ting Assis tant ** 900 46 0/0 NA NA NA 
Diploma Diploma Compute r Systems 1200 61 0/0 NA NA NA 

Sup port Technician* * 
Dipl oma Diploma Office Assis tant ** 900 46 010 NA NA NA 

TOT AL EN ROLLMENT 32 

I CAMPUS RETENT ION(%) 86 I CAMPUS PLACEMENT(%) 81 

Notes : Typed in bold are any retention rates below 65 percent (programs> 1 year in length) or 70 
percent (pro grams :S 1 year in length) and any placement rates below 70 percent. 

** Program(s) with no enrollment. The campus is actively recruitin g students for these pro grams. 
Some program areas are offered at both the diploma and the occupational associate' s degree 
levels. The campus has experienced students starting a diplom a program and then transferring to 
an occupational associate' s level program . 

Pia. 
60 

67 

83 

100 

67 

67 

NA 

NA 

NA 
NA 

NA 
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INTRODUCTIO N 

IT'he main campu s is located in DuBoi s Pennsylvania , with branch campuses located in Huntingdon and Oil 
City, and a learning site in Phillipsburg. DuBois Business College began in 1885, and over the years has proven 
to be an asset to the comm unities. DuBo is-Huntingdon is a branch campus located in rural central Pennsylvania 
in a commercial and residential area. There are an adequate number of classroom s and office space to support 
all programs, staff, faculty, and students. The campus has a gymnasium utilized by the community to support 
basketball programs, gymnastics, and other community activities. 

he following occu ational associate ' s degree rograms were reviewed by the team ; accounting and business 
administration; administrative medical assistant; clinical medical assistant; com uter ~ lications/management; 
executive assistant; and legal assistant. 

Based on the most recent data available, the Campu s Effectiveness Plan (CEP) report , the student popu lation is 
90 percent female and 10 percent male. Less than 10 percent of the student popul ation is classified as minority. 

While the team was on site some programs were below the ACICS approved retention and placement 
percentages. Tho se pro grams below the acceptable percentages prov ided retention and improvement plans. 

DATA INTEG RITY REVIEW SUMMA RY 

Grads Grads Reported Team Successful Confirmed 
Reported placed unava ilable attempted calls ca lls placements 

Acco unting / 13 8 3 8 8 8 
Business 
administrat ion 
Administrative 8 7 1 7 4 3 
Medical 
Assistant 
Clinica l Medical 15 11 1 11 9 5 
Assistant 
Computer 5 4 3 3 3 
Applicat ions 
Management 
Executive 6 4 2 3 3 3 
Assistant 
Legal Assistant 0 n/a n/a 0 n/a n/a 
Tota l 47 34 7 32 27 22 

he total number of graduates in all rograms re orted during the most recent Cam us Accountability Re_P,ort 
submitted to the Cou ncil was 47 , of which 34 were _P,laced. Of the 34 _P,laced graduat es, the team called 32 
graduates/emplo yers. 
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REPORT QUESTIONS 

1. MISSION 

1.01 Give the page number in the campus catalog on which the mission statement can be found. 
The campus mission statement is located on Page 7, in the DuBois Business College catalog 2016-2019, 
vol. 39. 

1.02 Does the campus have an appropriate mission statement with a set of supporting objectives? 
[XI Yes D No 

1.03 Are the objectives devoted substantially to career-related education? 
[XI Yes D No 

1.04 Are the objectives reasonable for the following: 
(a) The programs of instruction ? 
[XI Yes D No 
(b) The modes of delivery? 
[XI Yes D No 
(c) The facilities of the campus? 
[XI Yes D No 

1.05 Are the mission statement and supporting objectives appropriately disclosed in the campus catalog and 
in other publications that are readily available and understandable to the public? 
[XI Yes D No 

1.06 Is the campus committed to successful implementation of its mission? 
[XI Yes D No 

CAMPUS EFFECTIVENESS 

1.07 Does the campus have a current Campus Effectiveness Plan (CEP)? 
[XI Yes D No 

1.08 If the campus is a branch , does the branch have its own CEP, separate from the main campus IEP? 
[XI Yes D No D Not Applicable 

1.09 Does the CEP describe the following: 
(a) The characteristics of the programs offered? 
[XI Yes D No 
(b) The characteristics of the student population? 
[XI Yes D No 
(c) The types of data that will be used for assessment? 
[XI Yes D No 
(d) Specific goals to improve the educational processes? 
[XI Yes D No 
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(e) Expected outcomes of the plans? 
~Yes 0No 

1. 10 Are the following five required elements evaluated in the CEP? 
(a) Student retention. 
~Yes 0No 
(b) Student placement. 
~Yes D No D Not Applicable (new branch only) 
(c) Level of graduate satisfaction. 
~Yes D No D Not Applicable (new branch only) 
(d) Level of employer satisfaction. 
~Yes D No D Not Applicable (new branch only) 
(e) Student learning outcomes. 
~Yes 0No 

Page 5 of 50 

1.11 Define the measurable student learning outcomes used by the campus and how these outcomes are being 
assessed. 
The data used to measure student learning outcomes includes data that supports the acquisition of 
appropriate skill sets and knowledge; specifically, course grades, cumulative grade point averages, 
entrance assessments, advanced placement exams, certification exams, and retention results. 

1.12 Are the following identified and described in the CEP? 
(a) The baseline data for each outcome. 
~ Yes D No D Not Applicable 
(b) The data used by the campus to assess each outcome. 
~ Yes D No D Not Applicable 
(c) How the data was collected . 
~ Yes D No D Not Applicable 
(d) An analysis and summary of the data collected and an explanation of how the data will be used to 

improve the educat ional processes. 
~ Yes D No D Not Applicable 

1.13 Has the campus published annual placement and retention goals in its CEP that demonstrate its ability to 
maintain or improve retention and placement outcomes? 
~ Yes 0No 

1.14 Has the campus published specific activities that will be undertaken to meet placement and retention 
goals? 
~ Yes 0No 

1.15 Describe the specific activities that the campus will undertake to meet these goals. 
The campus has implemented the following specific activities to meet and/or exceed retention goals: 
• meetings with the CEP team, faculty, and staff to discuss retention as an ongoing review recess and 

assessment; 
• additional support staff to assist students with homework, classwork, and study preparations; 
• additional on campus tutoring; 
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• scheduled workshops for faculty and staff focused on retention; 
• tracking attendance daily; and 
• having students complete an exit interview. 

The campus has implemented the following specific activities to meet and/or exceed placement goals; 
• having students complete mock applications and participate in mock-job interview s; 
• ssisting students with profes sional dress, resumes, cover letters, and long-term career goals; 
• having students attend local career and employment fairs; and 
• having advisory board members support students during the application and interview proce sses. 

1.16 Does the campus have documentation to show the following: 
(a) That the CEP has been impl emented? 
~Yes 0No 
(b) That specific activities listed in the plan have been completed? 
~Yes 0No 
(c) That periodic progress repor ts have been completed? 
~Yes 0No 

1.17 Who is responsible for implementing and monitorin g the CEP? Describe this individual's qualifications. 
If a committee is utili zed, please describe the committee. 
Ms. Jackie Syktich, president and chief executive officer (CEO), is ultimately responsible for 
implementing and monitoring the CEP. She is assisted by a team consisting of the vice-president, 
secretary and corporate academic dean, campus directors, corporate student services director, and 
corporate director of admissions. Ms. Syktich owns DuBoi s College and has over 30 years of 
management and administrative experience. She holds a diploma in business and an associate's degree in 
medical assistant. Throughout her career she has attended many professional developm ent conferences 
and trainin g sess ions, and com leted the leader shi certificate rogram at Penn State University. 

1.18 Does the campus have documentation to show that the CEP is evaluated at least annually? 
~ Yes D No D Not Applicable (new branch or initial applicant only) 

2. ORGANIZATION 

2.0 1 Is the following informa tion regarding the campus appropriat ely stated in the catalog? 
(a) Governance , control, and corporate organization. 
~ Yes 0No 
(b) Names of the trustees, directors, and/or officers. 
~ Yes 0No 
(c) Names of the administrators. 
~ Yes 0No 

2.02 Does the campus: 
(a) Adequately train its employees? 
~Yes 0No 
(b) Provide them with constant and proper supervision? 
~Yes 0No 
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(c) Evaluate their work? 
~Yes 0No 

2.03 Is the administration of the campus eff icient and effective? 
~Yes 0No 

2.04 Does the campus maintain written documentation to show that faculty and staff members : 
(a) Clearly understand their duties and responsibilities? 
0Yes ~No 
(b) Know the person to whom they report? 
0Yes ~No 
(c) Understand the standards by which the success of their work is measured? 
~ Yes 0No 

If No for any item, insert the section number in parentheses and explain: 
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(Section 3-1-202(b)): The campus does not maintain written documentation for some faculty and staff 
members. Specifically, there is no written documentation that outlines the curric ulum chair 
respo nsibilities and direct supervisor for the administrative medical assistant and clinical medical 
assistant programs and for the legal assistant program. 

While Ms. Lucinda Neville understands all of her appoin ted duties and responsibilities for the medical 
programs, there is no official document that outlines her duties and responsibilities as curriculum chair 
for the programs and states to whom she reports at the campus. 

In addition, while Mr. Heath Hines understands his assigned duties and respons ibilities, there is no 
official document that outlines his duties and responsibilities as the curriculum chair for the legal 
assistant program. Moreover, Mr. Hines's ACICS data sheet reflects he teaches 100 percent of the time, 
with no time allocated for counseling students or administration of the legal assistant program. During 
the visit, the campus updated the data sheet outlining his hours and administration time; however, the 
team did not receive official documentation outlining his duties as the curric ulum chair and stating to 
whom he reports at the campus. 

2.05 Does the administration maintain documentation of the evaluatio n of the faculty and staff? 
~Yes 0No 

2.06 Has the campus adopted a policy on academic freedom that has been communicated to the faculty? 
~Yes 0No 

2.07 Does the campus have an appropriate grievance policy for faculty and staff? 
~Yes 0No 

2.08 Does the camp us catalog or the student handbook contain an appropriate grievance policy for students 
that includ es the name and address of ACICS? 
~ Yes D No D Not Applicable (initial applicants only) 
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2.09 Who is responsib le for the financial oversight of the campus, and what are this person's qualifications? 
Ms. Syktich, president and chief executive officer (CEO), is responsible for the financial oversight of the 
campus. As previously stated, Ms. Syktich owns DuBoi s Business College and has over 30 years of 
management and administrative experience. She has a diploma in busines s, an associate's degree in 
medical assistant, has attended many professional development conferences and training sessions, and 
completed the leadership certificate program at Penn State Univer sity. 

3. ADMINISTRATION 

3.01 Is there evidence that the chief on-site administrator(s) or the self-study coordinator for the campus 
attended an accreditation workshop within 18 months prior to the final submission of the self-study? 
[8J Yes D No 

3.02 Are all staff well trained to can·y out administrative functions? 
[8J Yes D No 

3.03 Who is the on-site administrator, and what are this person's qualifications? 
Ms. Susan Ramey, campus director, is the on-site administrator. She has over 20 years of management 
and administrative experience. Ms. Ramey has been the campus director since 2011. She holds a 
diploma in accounting assistant from DuBois Busine ss College and has attended many professional 
conferences related to the career college industry. 

3.04 Does the campus list degrees of staff member s in the catalog? 
[8J Yes D No 

If Yes, is appropriate evidence of the degrees on file? 
[8J Yes D No 

3.05 Is there evidence that the campus keeps adequate record s to support the following administrative 
operations? 
(a) Financial aid activities. 
D Yes [8J No D Not Applicable (campus does not participat e in financial aid) 
(b) Admissions. 
[8J Yes D No 
(c) Cun-iculum. 
[8J Yes D No 
( d) Accreditation and licensure. 
[8J Yes D No 
( e) Guidance. 
r:g] Yes D No 
(f) Instructional resources. 
[8J Yes D No 
(g) Supplies and equipment. 
[8J Yes D No 
(h) The school plant. 
[8J Yes D No 
(i) Faculty and staff. 
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D Yes cg] No 
G) Student activities . 
cg] Yes D No 
(k) Student personnel. 
0Yes 0No 

If No for any applicable item, insert the sectio n numb er in parentheses and explain : 
(Section 3-1-303(a)): The campus does not keep adequate records for some administrative functions. 
Specifically, the enrollment agreemen t used by the camp us does not outline the financial obligations of 
the camp us and the student, includin g program-related tuition or fees, and a signat ure of a school 
representative is not included on the agreeme nt. 

In addition, the campus does not maintain official documentation stating the duties and responsibilities 
of the curriculum chair positions held by Ms. Lucinda Nev ille for the administrative medical assistant 
and clinical medical assistant programs, and Mr. Heath Hine s for the legal assistant program. 

3.06 Does the camp us adm it ability-to-benefit students? 
D Yes cg] No (//No, skip to Question 3./1.) 

3.11 Do student files contain evide nce of graduation from high school or the equivale nt? 
cg] Yes D No 

3.12 Are appropriate transcripts maintained for all students? 
cg] Yes D No 

3 .13 Is the grading system fully explained on the transcript, and is it consistent with the grading system that 
appears in the camp us catalog? 
cg] Yes D No 

3.14 Are student records protected from theft, fire, water damage, or other possible loss? 
cg] Yes D No 

3.15 Does the campus maintain transcripts for all students indefinitely? 
cg] Yes D No 

3.16 Does the campus maintain admiss ions data and other records for at least five years from the last date of 
attendance for all students? 
cg] Yes D No 

4. RELATIONS WITH STUDENTS 

4.01 How many student files were reviewed during the evaluation? 
The team reviewed 21 student files, which included 5 files that evidenced transfer credit and 3 files of 
students with satisfactory academic progress counse ling. 

4.02 Does the campus ensure that its student relations reflect high ethical standards? 
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IZ!Yes □ No 

4.03 Does the campus have appropriate admissio ns criteria? 
IZ! Yes D No 

4.04 Does the camp us contract with third parties for admissions and recruiting purposes? 
D Yes IZ! No 

4.05 Is there evidence to document that admissions cliteria are applied consistently to all students admitted 
under the same version of the admissions criteria (e.g ., that stude nts admitted into spec ific programs for the 
same start date are admitted under the same adm issions criteria)? 
IZ! Yes D No 

4.06 Does the admissions policy conform to the campus's mission? 
IZ! Yes D No 

4.07 Is the admissions policy publicly stated? 
IZ! Yes D No 

4.08 Is the admissions policy administered as written? 
IZ! Yes D No 

4.09 Does the campus use an enrollm ent agreeme nt for each enro lled student that: 
(a) Clearly outlines the financial obligations of both the institution and the student? 
D Yes IZ! No 
(b) Outlines all program-related tuition and fees? 
D Yes IZ! No 
(c) Has a signature of the student and the appropriate school representative? 
D Yes IZ! No 

If No for any item, inse1t the section number in parentheses and explain: 
(Section 3-1-414): The enrollment agreement used by the camp us does not outline financial obligations 
of the campus or the student and program-related tuition or fees, and it does not include the signat ure of 
a school representative. 

Is there evidence that a copy of the agreement has been provided to the student? 
IZ! Yes D No 

4.10 Who is respons ible for the oversight of student recruitment at the campus and what are this person's 
qualifications? 
Mr. Brad Moore, director of admissions since January 2016, oversees student recruitment at the campus. 
Mr. Moore has an associate degree in mass communications from Pennsylvania College of Technology 
and a bachelor's degree in ed ucatio n from Juniata College. He was an admiss ions repr esentat ive for over 
two years and an instructor for two years within the DuBois College system before becoming a director. 
Mr. Moore spent five years with the Huntingdon School District as an instructor of gifted students, and 
held various marketing and management positions before joinin g DuBois. 
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4.11 Describe the recruiting process for new students. 
Once prospective students inquire about the college, they are invited in for a personal interview. During 
the interview the prosects tour the facility, review programs and the catalog in detail , and complete an 
entrance assessment. If they exceed the required score and are genuinely interested in one of the 
programs offered , they are invited to make application to the college. Once the application fee is paid 
and the entrance paperwork is completed, they return for a second appointment where they meet with a 
financial aid representative and complete the FAFSA. Upon completion and return of the financial aid 
documentation, an estimated award letter is prepared. The campus does not process aid, but rather, sends 
it to a third party processor, Student Aid Administrators. Prior to beginning class, new students attend an 
orientation session where all a erwork is com leted, and cam us olicies and rocedures are reviewed. 

Based on interviews, observations, and a review of recruitment materials, is the process compatible with 
the educational objectives for the campus? 
~Yes ONo 

4.12 Are individuals engaged in admissions or recruitment activities communicating cunent and accurate 
information regarding the following? 
(a) Courses and programs. 
~Yes ONo 
(b) Services. 
~Yes ONo 
( c) Tuition. 
~Yes ONo 
(d) Terms. 
~Yes ONo 
(e) Operating policies. 
~Yes ONo 

4.13 Does the campus use prospective student names obtained as a result of a survey, canvass, or promise of 
future employment or income while a student, or as a result of other marketing activity? 
OYes ~No 

4.14 Does the state in which the campus operates require representatives to be licensed or registered? 
OYes ~No 

4.15 Are the titles of recruitment and enrollment personnel appropriate? 
~Yes ONo 

4.16 Does someone other than recruitment and enrollment personnel make final decisions regarding financial 
aid eligibility, packaging, awarding, and disbursement? 
~ Yes D No D Not Applicable (campus does not participate in financi al aid) 

If Yes, who holds this responsibility and what are this person's qualifications? 
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Ms. Shelly Shoemaker is the financial aid administrator and works on a part-time basis. Ms. Shoemaker 
has been in this role since October 2015. She holds an associate's degree in specialized business from 
DuBoi s College and previous to her employment with DuBoi s was a small business co-ow ner. Ms. 
Shoemaker works directly with the financial aid departm ent at the main campus of DuBoi s College, 
where packaging and disbursing occur. A third party processor, Student Aid Administrators, makes final 
decisions on eligibility and awarding of financial aid. 

4.17 Are all recruiters supervised by the campus to ensure that their activities are in compliance with all 
applicable standards? 
C2J Yes D No 

4.18 Does the campus have written policies and procedures for evaluating and accepting transfer of credit? 
C2J Yes D No 

4.19 Is there evidence that the campus properly awards transfer of credit? 
C2J Yes D No D Not Applicable 

4.20 Does the campus publicize its transfer credit policies, including policies related to accepting transfer credit 
from another campus? 
D Yes C2J No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-413) The campus does not publicize its policy on acce ting credits taken _fil,P.ffi_vious 
institutions, and this policy is not included in the campus catalog. 

4.21 Has the campus established articulation agreements with other institutions? 
C2J Yes D No (Skip to question 4.23 for Master's Degree Programs or 4.24 for all programs) 

If Yes, has the campus published a list of institutions with which it has established the agreements? 
C2J Yes D No 

4.22 Does the campus provide documented notification to students of the articulation agreements and the 
transferability of credits in the programs that are offered? 
D Yes C2J No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-413): The campus does not provide documented notification to their students of the two 
articulation agreements established with other institution s, and notice of these agreements is not included 
in the cam us catalo&.:, 

FOR ALL PROGRAMS 

4.24 Is the standards of satisfactory academic progress policy published in the catalog? 
C2J Yes D No 

If Yes, state the page number(s) where the standards of satisfactory academic progress policy is published. 
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The standards of satisfactory academic progress policy is published on page 50 of the 2016-2019 Duboi s 
Business college catalog, vol. 39. 

4.25 Does the standards of satisfactory academic progress (SAP) policy published in the catalog contain the 
following? 
(a) A definition of the maximum time frame allowed for student s to complete a program as 1.5 times the 

normal program length. 
~Yes 0No 
(b) A schedule that designates the minimum percentage of work that a student must successfully 

complete at the end of each evaluation increment to complete the program within the maximum time 
frame. 

~Yes 0No 
( c) Procedure s for re-establishing satisfac tory academic progress. 
~Yes 0No 
( d) A definition of the effect s of the following on the CGP A and successful course-completion 

percentage: 
Withdrawal s. 
~Yes 0No 
Incomplete grades. 
~Yes 0No 
Repeated courses. 
0Yes ~No 
Non-punitive grades. 
D Yes D No ~ Not Applicable (campus does not offer) 
Non-credit or remedial courses. 
D Yes D No ~ Not Applicable (campus does not offer) 
A warning status. 
~ Yes D No D Not Applicable (campus does not use) 
A probationary period. 
~Yes 0No 
An appeal process. 
~Yes 0No 
An extended-enrollment status. 
D Yes D No ~ Not Applicable (campus does not offer) 
The effect when a student changes program s. 
~ Yes D No D Not Applicable (campus only offers one program of study 
The effect when a student seeks to earn an additional credential. 
~ Yes D No D Not Applicable (campus only offers one program) 
The implications of transfer credit. 
~Yes 0No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-421 & Appendix D): 
The campus satisfactory academic progress policy does not include a description of the consequences of 
repeated courses on the quantitative effects on SAP, nor does it include quantitative consequences of 
repeated courses (which has no limit on repeat attempts). 
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4.26 Does the campus apply its SAP standard s consistently to all student s? 
~Yes 0No 

4.27 Are students who are not making satisfactory academic progress properly notified? 
~ Yes D No D Not Applicable (no student s are in violation of SAP) 

4.28 Is SAP evaluated at the end of each academic year or at 50 percent of the normal program length if the 
program is one academic year in length or short er? 
~Yes 0No 

4.29 Is SAP evaluated at the end of the second academic year and at the end of each subsequent academic year 
where student s must have a minimum CGPA of 2.0 on a scale of 4.0 or its equivalent, or have academic 
standing consistent with the institution's requirements for graduation? 
D Yes D No ~ Not Applicable (all programs are less than two years) 

4.30 Are students who are not making satisfactory academic progress at the end of the second year dismissed or 
allowed to continue without being eligible for Federal financial aid? 
D Yes D No ~ Not Applicable (all program s are less than two years) 

4.31 Are qualitative and quantit ative components evaluated cumulatively for all periods of a student ' s 
enrollment? 
~Yes 0No 

4.32 Are students allowed to remain on financial aid while under warning or probation status? 
~ Yes D No D Not Applicable (campus does not participate in finan cial aid) 

If Yes, is the student informed of this policy? 
~Yes 0No 

4.33 Are students whose appeal s are granted due to mitigating circumstances placed on probation, eligibility for 
financial aid reinstated, and considered to be making satisfactory academic progress? 
~ Yes D No D Not Applicable (there are no such students) 

4.34 Are students who are placed in an extended-enrollment status denied eligibility for federal financia l aid 
(unless there are mitigating circumstances)? 
D Yes D No ~ Not Applicable (campus does not have extended enrollment and/or does not 
participate in financial aid) 

4.35 Do credits attempted dming the extended-enrollment status count toward the 1.5 times of normal program 
length? 
D Yes D No ~ Not Applicable (campus does not have extended enrollment) 
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4.36 For student s who have exceeded one and one-half time s the standard time frame and were awarded the 
original credential, were any additional financial obligations waived? 
D Yes D No [Z] Not Applicable (there is no such student and/or the campus does not have 
such a policy) 

4.37 Are students required to have a minimum COPA of 2.0 or its equivalent upon graduation from all 
program s? 
[Z] Yes D No 

4.38 Who is responsible for the administration of satisfactory academic progress, and what are this person's 
qualification s? 
Ms. Ramey , campus director, is responsible for administering satisfactory academic progres s. As 
previou sly stated , she has over 20 years of management and administrative experience. Ms. Ramey has 
been the campus director since 2011. She holds a diploma in accounting assistant from DuBoi s Busines s 
Colle ge and has attended many Qrofessional conferences related to the career college industry 

In addition, she hold s membership in the Pennsylvania Association of Student Financial Aid 
Administrators. 

4.39 How does the campus encourage and assist students who are experiencing difficulty in progressing 
satisfactorily in their programs? 
Faculty and school administrators work closely with students, both during the quarter as well as at 
quarter end. Tutoring is also available; and as classes meet Monday through Thursday, Fridays remain 
open for assistance. 

4.40 Does the campus finance any of the following? (Mark all that apply.) 
(a) [Z] Scholarships. 
(b) D Grants. 
(c) D Loans. 
(d) D The campus does not offer scholarships, grants, and/or loans. (Skip to Question 4.42.) 

If Yes for any item, does the campus properly identify all scholarship, grant , and loan programs? 
[Z] Yes D No 

4.41 Does the campus fully disclose the terms, conditions, and application procedure s regarding campus loan, 
scholarship and grant programs in its catalog? 
[Z] Yes D No 

4.42 Are all similarly circumstanced students who enrolled at the same time and in the same program s charged 
the same tuition and fees? 
[Z] Yes D No 

4.43 Are tuition and fees clearly stated in the catalog? 
[Z] Yes D No 
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If Yes, have student s confirmed receiving a copy of the catalog? 
~ Yes D No D Not Applicable 

4.44 Do the financial records of students clearly show the following? 
(a) Charges. 
~Yes 0No 
(b) Dates for the posting of tuition. 
~Yes 0No 
(c) Fee s. 
~Yes 0No 
(d) Other charges . 
~Yes 0No 
(e) Payment s. 
~Yes 0No 
(f) Dates of payme nt. 
~ Yes 0No 
(g) The balanc e after each tran saction. 
~Yes 0No 

4.45 Is the effective date listed on announcements of changes in tuition and fees? 
~ Yes D No D Not Applicab le (campus has not changed tuition or fees) 

4.46 Is the campus's refund policy publi shed in the cata log? 
~Yes 0No 

4.47 Is the refund policy fair, equitable , and applicable to all students? 
~Yes 0No 

4.48 Is the campus following its stated refund policy? 
~Yes 0No 

4.49 Does the campus participate in Title IV financial aid? 
~ Yes D No (Skip to question 4.57) 

4.50 Who is respons ible on-s ite for adm inistering student financial aid, and what are this person' s 
qualifications? 
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Ms. Shelly Shoemaker is the financial aid administrator and works on a part-time basis. Ms. Shoemaker 
has been in her role since October of 20 15. She holds an assoc iate in spec ialized busine ss from DuBois 
College. Previous to her em loyment with DuBois she was a small busine ss co-ow ner. 

4.5 1 Is the per son who determines the amount of student awards not also responsib le for disbursing those 
awards? 
~Yes 0No 

4.52 Are final student financial aid award determinations made by administrative individuals who are not 
responsible for recruitment? 
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IZ!Yes □ No 

4.53 Is the financial aid administrator a member of a state, regional, or national financial aid association and up 
to date on procedures and changes in the field? 
D Yes IZ! No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-434(c)): The financial aid administrator is not a member of a state, regional, or national 
financial aid association; therefore, her current knowledge of procedures and changes in the the field 
could not be verified . The camp us director, Ms. Ramey, is a member of PASFAA; however, her position 
res onsibilities are not rimarily financial aid related, and she is not the financial aid administrator. 

4.54 Describe how the financial aid office stays current with regulation and policy changes in financial aid 
(include all appropr iate memberships in professional organizations held by this individual). 
The main campus oversees all financial aid activities and works directly with its third party servicer, 
Student Aid Administrators. The main campus comm unicates with the Huntingdon campus and 
notifications are directly sent to the campus from the main when aid is disbursed. Ms. Ramey, campus 
director, holds membership in P ASF AA and participates in various trainings sponsored by the 
organization as well as with the main cam us financial aid de artment. 

4.55 Is there evidence that the financial aid administrator regularly participates in professional awareness 
activities? 
IZ! Yes D No 

4.56 Does the campus have a written policy that accurately reflects the U.S. Department of Education's 
definition of a credit hour for credit hour programs and/or clock-to-credit hour programs, including 
conversion ratios? 
D Yes IZ! No 

If No, insert the section number in parentheses and explain: 
(Section 2-2-S0l(a)): The catalog includ ed a definition of a quarter-hour cred it hour as 15 hours theory 
equal to 1 quarter-hour credit, and 30 hours of laboratory equal to 1 quarter-hour credit. This conversion 
is equivalent to a semester- hour credit rather than a quarter-hour credit, and further, no description of the 
requirem ents of out-of-class work are included in the catalog. 

4.57 Does the campus provide discounts for cash received in advance of the normal payment schedule? 
D Yes IZ! No (Skip to question 4.58.) 

4.58 The beginning enrollment on the most cmTent Campus Accountability Report (CAR) is 75. 
The ending enrollment reported on the previous year's CAR is 75. 

4.59 Was the team able to verify the retention rate for the campus and for each program as reported on the 
Campus Accountability Report (CAR) last submitted to the Council? 
IZ! Yes D No D Not Applicable 

4.60 Are students who receive financial aid counseled concerning their student loan repayment obligations? 
IZ! Yes D No D Not Applicable (camp us does not participate in financial aid) 
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4.61 Describe the process the campus utilizes to ensure that students are counseled concerning their student loan 
repayment obligations. 
Every student applying to participate in financial aid programs is required to complete the entrance 
counse ling through the U.S. Department of Education (USDOE), and upon leaving the campus by either 
graduating or withdrawi ng, they are required to complete the exit counseling also offered through the 
USDOE. In addition, the catalog includes a brief description of "Understa nding Pay Back: Grants vs 
Loan s" that clarifies the requirements of loan repayment. Beyond this, the main campus has a part-time 
employee who focuses on communicating with any individuals at or nearing loan delinquencies. 

5. EDUCATIONAL ACTIVITIES 

5.01 Are the credentials awarded by the campus in compliance with its accreditation approval and in 
comp liance with applicable state laws? 
[g] Yes D No 

5.02 Who is assigned to oversee the educationa l activities of all programs at the campus, and what are this 
person's qualifications? 
Ms. Mary Jones is assigned to oversee the educational activities of all programs at the campus. Ms. Jones 
has a bachelor's degree in business education from SUNY New York at Albany and a master's in office 
technology from Indiana University of Pennsylvania. In addition to her academic training, Ms. Jones has 
worked as a legal secretary and office manager and is affiliated with the Pennsylvania Association of 
Private School Administrators. 

5.03 Does this person have approp riate academic or experiential qualificat ions? 
[g] Yes D No 

5.04 Describe how the campus makes provisions for program administrators to have sufficient authority and 
resJ?onsibility for the development and administration of the programs. 
The team was provided with ACICS data sheets that indicate that the program administrator, with the 
support of department heads, has sufficient authority and res onsibility for the development and 
administration of their respective programs. 

5.05 Is the time devoted to the administration of the educat ional programs sufficient? 
[g] Yes D No 

5.06 Is there a published policy on the responsibility and authority of faculty in academic governance? 
[g}Yes D No 

5.07 Does the policy, at a minimum, address the role of the faculty in the following areas? 
(a) Development of the educat ional program. 
[g}Yes D No 
(b) Selection of course materia ls, instructional equipment and other educational resources. 
[g] Yes D No 
(c) Systematic evaluation and revision of the curricu lum. 
[g}Yes D No 
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(d) Assessment of student learning outcome s. 
~Yes 0No 
(e) Planning for institutional effectiveness. 
~Yes 0No 

5.08 Is there evidence that this policy has been adopted and faculty members are aware of it? 
~Y es 0N o 

5.09 Does the campus have any program s that require specialized or programmati c accreditation to obtain entry­
level employment or licensure by the state in which the campus is approved? 
D Yes ~ No (Skip to question 5.10 for renewal of accreditation. Skip to 5.14for initial grants.) 

FOR RENEWAL OF ACCREDITATION ONLY 

5.10 Does the campus have any programs with current specialized or programmati c accreditation? 
D Yes ~ No (Skip to question 5.14) 

FOR ALL CAMPUSES 

5 .14 Was the team able to verify the backup documentation to support the placement rate for the program(s) 
that had placements as reported on the last Campu s Accountability Report submitted to the Council but are 
not being reviewed (no enrollment, discontinu ed, etc.)? 
D Yes D No ~ Not App licable 

5.15 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes D No ~ Not Applicable 

5. 16 Are the educationa l program s consistent with the campus's mission and the needs of its students? 
~Yes 0No 

5. 17 Do the formation of policie s and the design of educational program s involve students, graduates, 
admini strators, faculty, and other intere sted parties such as advisory committees? 
~Yes 0No 

5.18 What provi sions are made for individual differences among students in the learnin g environment? 
The campus provides tutorin g services for students who are not making satisfactory academic pro gress. 
In addition, the campus provide s reasonable accommodations for students with qualifying disabiliti es in 
complian ce with the Americans with Disabilitie s Act. In addition, facu lty are encouraged to provide 
"challenged assignments" to meet the needs of the academ ically exceptio nal student. 

5 .19 Describe the system in p lace to evaluate, revise, and make changes to the curriculum. 
The faculty participates in a committee that meets twice annually to evaluate and make revisions to the 
curriculum. Ms. Bobbie Spiggle is the chair of the curriculum committee; she takes the faulty 
recommendations and submits them to Ms. Jones, academic dean, for consideration for revisions and 
changes to the curriculum. 
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5.20 Does the faculty participate in this process? 
~Yes 0No 

5.21 Is credit appropriately converted in relation to total student contact hours in each class? 
~Yes 0No 

5.22 Does the campus award academic credit to student s who demon strate subject competency based on 
academic, occupational, or persona l experiences? 
~ Yes D No (If No, skip to Question 5.23.) 

If Yes, summariz e the method s used for evaluating subject competency and awarding such credit. 
Student s are permitted to demonstrate subject competency based upon tests-out s in accordance with the 
campus policy and procedure for advanced class placement. The team was able to verify this 
information, which is located on page 39 of the 2016-2019 college catalog. 

Does the campus have an established systema tic method for evaluating and awarding such academic 
credit to which the campus adheres? 
~Yes 0No 

If Yes, is there appropriate docum entation of the assessments of knowledge, skills, or competencies 
required? 
~ Yes D No D Not Applicable (no student has made such a reques t) 

5.23 Are courses and breaks scheduled appropriately, given the student s' academic background and the 
coursework involved? 
~Yes 0No 

5.24 Are the following appropriate to adequately support the number and nature of the general education 
courses? (If only nondegree programs are offered with no general education courses, or if all general 
education courses must be transferred in, skip to 5.25) 
(a) Facilities. 
~Yes 0No 
(b) Instructional equipment. 
~Yes 0No 
(c) Resources. 
~Yes 0No 
(d) Personnel. 
~Yes 0No 

5.25 Does the campus provide an environment for its faculty that is conducive to effective classroom 
instruction? 
~Yes 0No 

5.26 Are the quantity and type of instructional materials and equipment proport ionate to the size of the campus 
and types of programs? 
~Yes 0No 
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5.27 Based on the team' s observation of the instructiona l materials used, interviews with students and faculty, 
and a review of software licenses, is the campus in compliance with applicable licensing and copyright 
laws? 
~Yes 0No 

5.28 Are official transcript s for all qualifyin g credentia ls and for those credentials listed in the catalog on file for 
all instructor s? 
~Yes 0No 

5.29 Have faculty transcripts from institutions not accredited by agencies recognized by the United States 
Department of Education been translated into English and evaluated by a member of the Association of 
Internationa l Credential Evaluators (AICE) or the National Association of Credentia l Evaluation Services 
(NACES) to determine the equivalency of the credentials to credent ials awarded by institutions in the 
United States? 
D Yes D No ~ Not Applicab le (no faculty members hold foreign credentia ls) 

5.30 Is there documented evidence of a systematic program of in-service training at the camp us? 
~Yes 0 No 

If Yes, how is this document ed? 
The camp us maintain s a folder with docume ntat ion of the in-service training, consist ing of a sign-in 
sheet of the atte ndees and an agenda detailing the activ ity pre sented for facu lty. 

5.31 Is there evidence that appropriate faculty development plans have been developed and implemen ted 
annua lly, includin g documentat ion to support completed activities listed on the plans? 
~Yes 0 No 

5.32 Is there evidence that full-time and part-time instructors participate in regularly scheduled faculty 
meetings? 
~Yes 0No 

5.33 Is there an adequate core of full- and/or part-time facu lty to assure sound directio n and contin uity of 
development for the educat ional programs? 
~Yes 0No 

5.34 Does the institution utilize contracts and/or agreeme nts with other institution s or entities? 
~Yes 0 No 

If Yes, do the contracts and/or agreements comply with all requirements of the applicab le criterion, 
includin g disclosure in the catalog? 
0Ye s ~ No 

If No, insert the applicab le section number (s) in parentheses and explain: 
(Section 3-1-413): Although the campus provided art iculatio n agree ments with Natio nal American 
University (NAU) and Saint Francis University, this information was not disclosed in the DuBois 
Co llege 2016-2019 cata log. 
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FOR OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

5.35 Does the program include at least 10 semester hours, 15 quarter hours, or their equivalent and less than 15 
semester hours, 22.5 quarter hours, or their equivalent in genera l education or applied genera l education 
courses? 
IZ! Yes D No 

5.36 Are the general education and/or applied general educat ion courses relevant to the chosen degree , and do 
they meet Council standard s? 
IZ! Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, AND BACHELOR'S 
DEGREES ONLY 

5.37 Are instructor s teaching general education courses assigned in keepin g with the minimum requirement s 
as stated in the Accreditation Criteria? 
IZ! Yes D No 

FOR ALL PROGRAMS 

5.44 Describe the student services offered by the campus such as, but not limited to, structured tutoring, 
academic or personal counseling, student orientation, etc. 
Faculty and staff identify students who may require academic assistance and advis ing. Academic 
assistance is provided by faculty and staff throughout the term. During student orientation, students 
receive information for various campus activitie s, student services available , financial aid, whom to 
contact for academic services, and counseling needs. 

5.45 Who is the person on staff responsible for the oversight of counseling students on employment 
opportunitie s, and what are this person's qualification s? 
Ms. Ramey, camp us director, has oversight of counseling students on employment opportunitie s. She 
has over 20 years of management and administrative experience. Ms. Ramey has been the campus 
director since 2011. She holds a diploma in accounting from DuBoi s Business College and has attended 
many profes sional conferences related to the career college industry. 

5.46 Does the campus offer employment assistance to all students? 
IZ! Yes D No D Not Applicable (campus enroll s only international student s on a student 
visa) 

5.47 Are follow-up studies on graduate and employer satisfaction conducted at specific measuring points 
following the placement of the campus's graduates? 
IZ! Yes D No D Not Applicable (there have been no graduates) 

5.48 Does the campus use placement percentages or salary projections as part of its recruiting activities? 
D Yes IZ! No 
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5.49 Describe the extracmTicular educational activities of the campus (if applicable). 
The following extracurricular activities are provided at the Huntin gdon campus: 

• student council; 
• Christmas Dinner/Dance; 
• game nights throughout the year; 
• volunteer work with Make-a-Wish; 
• American Heart Association; 
• Agape Community Services; and 
• campus awards and an appreciation party each term. 

COMMENDATIONS: 
The campus is to be commended for maintaining the integrity and historical character of their quaint career 
college. 

6. EDUCATIONAL FACILITIES 

6.01 Describe the physical facility of the campus (include details such as campus location, square footage, 
distribution of space, parking situation, and any other pertinent information). 
The camp us is located in a commercial and residential area. The building has three floors and occupies 
15,000 square feet, which does not include a gymnas ium space. There are eight classrooms, a learning 
resource center and computer lab, administrative and staff offices, faculty and student lounges, and other 
administrative offices. The cam us is handica access ible and there is am le student , faculty, staff, and 
visitor parking. 

6.02 Does the campus utilize any temporary additional space locations? 
D Yes [Z] No 

6.03 Does the campus utilize learning sites? 
D Yes [Z] No 

6.04 Are all facilities (including additional space and learning sites) appropriate for the size of the student 
population and the programs offered? 
[Z] Yes D No 

6.05 Are the following appropriate to support the student population and the programs offered at all locations 
(including additional space and learning sites)? 
(a) Equipment 
[Z] Yes D No 
(b) Instructional tools 
[Z] Yes D No 
(c) Machinery 
[Z] Yes D No 

6.06 Is there evidence on file to show that all campus facilities are in compliance with fire, safety, and sanitation 
regulations? 
[Z] Yes D No D Not Applicable 
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7. PUBLICATIONS 

7.01 What catalog was used during the evaluation (please include the year, number, and volume, if 
appropriate)? 

Page 24 of 50 

The catalog used during the evaluation was the 2016-2019 DuBois Business College multi-campJ!§ 
cata log, vol. 39 with addendum effective March 31, 2016. 

7.02 Does the self-study or branch application part II accurately portray the camp us? 
[gl Yes D No 

7.03 Does the campus publish a catalog that is appropriately printed and bound and availab le to all enrolled 
students? 
[gl Yes D No 

7.04 Does the catalog contain the following items? 
(a) A table of contents and/or an index. 
[gl Yes D No 
(b) An indication of the year or years for which the cata log is effective on the front page or cover page 
[gl Yes ONo 
(c) The names and titles of the administrators. 
[gl Yes D No 
( d) A statement of legal control which includes the names of trustees, directors, and officers of the 

corporatio n. 
[gl Yes ONo 
(e) A statement of accreditation 
[gj Yes D No D Not Applicab le (initial applicant) 
(f) A mission statement. 
[gl Yes D No 
(g) A listing of full-time faculty members which lists all qualifying credentia ls held along with the 

awarding institution and the area of teaching specialization. 
[gl Yes ONo 
(h) An academic calendar. 
[gl Yes D No 
(i) A full disclosure of the admission requirements. 
[gl Yes ONo 
(j) A statement for each curric ulum offered that includ es a statement of objective or purpose; an acc urate 

and comp lete listing of all courses in the curriculum with a unique identifying number and title, the 
credit or clock hours awarded; the total credit or clock hours required to complete the cunicu lum; any 
necessa ry requirements for certification, licensing, or registrat ion needed to work in the field; and any 
additiona l requirements that must be met to complete the curric ulum. 

[gl Yes D No 
(k) A description of each course offered that includes the identifying number , title, credit or clock hours 

awarded , a concise description of the course contents, and any necessary prerequ isites. 
[gl Yes D No 

(1) An explanation of the grading system that is consistent with the one that appears on the student 
transcript. 
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IZ! Yes D No 
(m) A definition of the unit of credit. 
IZ! Yes D No D Not Applicable (The campus does not award cred it.) 
(n) A complete explanation of the standards of satisfactory academic progress. 
D Yes IZ! No 
( o) A description of the certificates, diplomas, and/or degrees awarded along with a statement of the 

requirements necessary for completion of each. 
IZ! Yes 0No 
(p) The transfer of credit policy. 
D Yes IZ! No 
(q) A statement of the tuition, fees, and any other charges . 
IZ! Yes D No 
(r) A complete and accurate listing of all scholarships, grants, and/or loans offered. 
IZ! Yes D No D Not Applicab le (no scholarships, grants, or loans offered) 
(s) The refund policy. 
IZ! Yes D No 
(t) A statement describing the student services offered. 
IZ! Yes 0No 
(u) A student grievance policy that includes the name and address of ACICS (may be in the student 

handbook instead of catalog). 
IZ! Yes D No D Not Applicab le (initial applicants only) 

If No for any item, inse1t the section number in parentheses and explain: 
(Sections: 3-1-413, 3-1-421 & Appendices C & D): A complete explanation of the standards of 
satisfactory academic progress, a complete policy on the transfer of credit, as well as a complete 
exp lanation of the transfer of credit policy were not found in the catalog provided to the team. Refer to 
Section 4 of this rep_ort for s ecific details. 

7.05 Does the campus offer degree programs? 
IZ! Yes 0No 

If Yes, does the catalog contain the following? 
(a) An explanation of the course numbering system (for all levels). 
IZ! Yes D No 
(b) Identification of courses that satisfy general education requirements (for occupational associate's, 

academic associate's, and bachelor's degrees only). 
IZ! Yes D No D Not Applicable 
(c) Identification of courses that satisfy the concentration requirements (for academic associate's and 

bachelor's degrees only). 
IZ! Yes D No D Not Applicable 
(d) Identification of courses that satisfy the upper-division (for bachelor's degrees only). 
D Yes D No C8] Not Applicable 

7.06 Does the campus offer courses and/or programs via distance education? 
D Yes IZ! No (rfNo, skip to Question 7.07.) 
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7.07 Does the catalog contain an addendum/supplement? 
~ Yes O No at No, skip to Question 7.08.) 

(a) Is the catalog updated at an appropriate interval (the addendum/s upplement should not be used as a 
substitute for meeting this expectation)? 

~Yes 0No 

(b) Does the addendum supplement include the school name, location, and effective date for the entire 
document ( or for individual sections if effective dates vary)? 

~Yes 0No 

(c) Do students receive a copy of the addendum/s upplement with the catalog? 
~Yes 0No 

7.08 Is the catalog available online? 
~ Yes D No (If No, skip to Question 7.09.) 

If Yes, does it match the hard copy version? 
~Yes 0No 

7.09 Does the campus utilize a multiple-school catalog? 
~ Yes O No at No, skip to Question 7.10.) 

If Yes, answer the following: 
(a) Are all campuses using the same catalog of common ownership? 
~Yes 0No 
(b) Are all photographs utilized properly labeled to identify the location depicted? 
~Yes 0No 
(c) Are faculty and staff listings properly identified with respect to the campus to which they belong? 
~Yes 0No 

7 .10 Is all advertising and promotional literature, through any type of media (social media, website , newspapers, 
etc.), truthful and dignified? 
~Yes 0No 

7 .11 Is the correct name of the campus listed in all advertising, web postings, and promotional literature? 
~Yes 0No 

7.12 Where does the campus advertise (publications, online, etc.)? 
The campus advertises via mailings, the Dubois Business College quasi - annual newspaper, flyers, 
pamphlets, billboard s, mobile ads, as well as the campus official website, Facebook, Y ouTube, Instagram, 
and Twitter pages. 

Are all print and electronic advertisements under acceptable headings? 
~Yes 0No 
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7 .13 Does the campus use endorsements, commendations, or recommendations in its advertising? 
0 Yes ~ No ({f No, skip to Question 7.14.) 

7 .14 Does the campus utilize services funded by third parties? 
D Yes ~ No (If No, skip to Question 7.15.) 

7 .15 Does the campus avoid offering monetary incentives to attract students and avoid making guarantees for 
job placement or salary for graduates? 
~Yes 0No 

7.16 Is the phrase "for those who qualify" properly used in all advertising that references financial aid? 
~ Yes D No D Not Applicable (campus does not participate in financial aid) 

7.17 What institutional performance inf01mation does the campus routine ly provide to the public? 
The cam us routinely re orts cost estimates, retention, and lacement rates as calculated by ACICS to the 
P.Ublic. 

Where is this inform ation published and how frequently is this information being updated? 
This information can be found on the DuBois College website; http://www.dbcollege.edu/about -the­
college/studen t-consumer-information/ and in the student orientation information P.acket. This information 
is updated annually. 

8. LIBRARY, INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

8.01 Does the campus develop an adequate base of library resources? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-S00(a)): The campus learning resource center's library collection does not have an adequate 
base of learnin g resources. The camp us houses a limited number of print references and does not include 
online collections for the accounting/ business administration, computer applications / management, 
executive assistant, medical assistant, and legal assistant programs, which are offered by the campus. 

8.02 Does the campus ensure access of library resources to all facu lty and students, including students at 
nonmain campuses? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-S00(b): There is no information posted as to where to go or whom students or faculty 
should con tact when a member of the library staff is not on the P.remises. 

8.03 Does the campus provide training and support to faculty and students in utilizing library resources as an 
integral part of the learning process? 
~Yes 0No 
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8.04 Are adequate staff provided to support the development , organization of the collection, and access of 
library resources? 
D Yes lZ] No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-S00(d)): The team was unable to determine specific Huntingdon campus staff tasked to 
support library development, collection organization, and accessibility, and there is no designated 
individual on site to rovide su ort for the learning resource center. 

8.05 Describe how the campus develops continuous assessment strategies for resources and information 
services? 
The campus has a library committee who determines what resource s and information services are 
needed. A review of materials by date and instructional or program value is considered. The assessment 
strategy also takes into account the demand for items by faculty, staff or students. 

Are these methods appropriate? 
lZJ Yes D No 

8.06 Is the library staff adequately trained to support the library? 
D Yes lZJ No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-S00(d)): As previously stated, there is no designated individual on site to provide support 
for the learning resource center. 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

8.07 Is the campus's established annual budget appropriate to the size and scope of the campus and the 
programs offered, and is the allocation appropriat ely expended for the purchase of books, periodi cals, 
library equipment, and other resource and reference materials? 
lZJ Yes D No 

8.08 What is the amount of the current year's library budget excluding personnel allocations? 
The current year's library budget is $2,040.00. 

8.09 What portion of the current year's library budget has been spent? 
To the date of the visit, $850.00 had been spent. 
How has the money been allocated? 
Documentation provided to the team shows the camP.US has allocated $170.00 a month to acquisitions and 
subscriptions. 

8.10 Is there evidence that the faculty have major involvem ent in the selection of library resources? 
lZJ Yes D No 

8.11 Are the library hours adequate to accommodate the needs of all students? 
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IZ! Yes □ No 

FOR OCCUPATIONAL ASSOCIA TE'S DEGREES ONLY 

8.30 Has the campus designated an individual with the ability to maintain the resources and to assist student s 
and faculty? 
D Yes IZ! No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-S00(d) and 3-3-401) : The team was unable to verify a designated trained individual tasked 
to maintain the resources, to assist students and faculty, and oversee the library resources. 

8.31 Do the resources include the study, reading, and inf01ma tion technology facilities necessary to support the 
effectiveness of all the courses and programs offered by the campus? 
IZ! Yes D No 

8.32 Is there a current inventory of instructional resources, including online resources? 
IZ! Yes D No 

8.33 Are the resources organized for easy access and usage? 
IZ! Yes D No 

8.34 Is it evident that faculty encourages the use of the library? 
IZ! Yes D No 

8.35 Do the library holdin gs, including online collections, support all of the offerings of the campus? 
D Yes IZ! No 

If No, insert the section number in parentheses and explain: 
(Section 3-3-405) : The learning resource center does not have professional journal s or current 
periodicals for the medical assistant and legal assistant program s offered by the campus. 

9. PROGRAM EVALUATION 
Occupational Associate's Degree in Legal Assistant 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes IZ! No (If No, skip to question 9.02) 

9.02 Who is assigned to administer the academic program(s), and what are this person's qualifications? 
Ms. Ramey, campus director, is responsible for the administration of all academic programs. As previously 
noted , she holds a diploma in accounting assistant, and prior to assuming her responsibilities as the 
director, she gained campus management experience by working in financial aid, student services, and 
placement. Prior to working at the campus, she worked for 12 years in the garment industry as a 
department director with approximately 50 employees reporting to her. As department director she was 
responsible for hiring, evaluating and training staff, assigning work schedules, approving time sheets and 
monitoring quality control of end-products. 
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Ms. Ramey is supported at the corporate level by Ms. Jones, corporate academic dean. Ms. Jones holds a 
bachelor 's degree in business education from SUNY New York at Albany and a master's in office 
technology from Indiana University of Pennsylvania. In addition to her academic training , Ms. Jones has 
worked as a legal secretary, office manager and is affiliated with the Pennsylvania Association of Private 
School Administrator s. 

During the site visit the team was informed that Mr.l(b)(6) I the only legal program instructor , is 
designated as the curriculum chair for the legal assistant program. However, on review of his personnel file 
there was no job description indicating this. Mr¥b>(6) !holds a bachelor's degree in political science from 
Lock Haven University. In addition to his academic training , Mr. ~has worked as a pro shop 
attendant with the American Legion Country Club, a stock merchandise clerk with Target, and a sales and 
marketing specialist with Support My City. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
D Yes cg] No 

If No, insert the section~ parentheses and explain: 
(Section 3-1-511): Mr. ~academic trainin g and work experience do not provide him with the 
appropriate academic or experiential qualifications to administer the legal assistant program that gives 
students "an advanced level of training to develop administrative skills and proficiency in legal 
terminology , legal transcription , preparing legal correspondence and various court and non-court 
documents." 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for the 
development and administration of the educational program(s)? 
cg] Yes D No 

9. 05 Are the time and resources devoted to the administration of the educational pro gram( s) sufficient? 
D Yes cg] No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-511): According to Mr. ~CICS data sheet, he teaches 100 percent of the time; 
therefore, there is no time allocated f~ministration of the legal assistant program. The team 
requested clarification on this from the campus and did not receive a response during the visit. 

9.06 Does the program meet the needs of its students and the requirement s of the Council, as shown by student 
achievement outcomes which meet or exceed the standards for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs :::; I year in 
length)? 
cg] Yes D No D Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
D Yes D No cg] Not Applicable (Data not available.) 

If No, does the campus provid e the following: 
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A Campus Effectiveness Plan (CEP) that includes an improvement plan for this program with data, 
analysis, and activities to meet or exceed Council requirements? 
~Yes 0No 

9.07 List the community resources and describe how they are utilized to enrich the program(s). 
DuBois Business College promotes the "school to work" concept and require s the students to complete 
community service hours to promote a Community Outreach Day, which was held on March 19, 2015. 
In addition, legal students in the applied legal terminology course (LE2408) attended a field tri on 
March 17, 2016, to the Huntingdon County Court of Common Pleas. 

9.08 Is the utilization of community resources sufficient to enrich the program? 
~Yes 0No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
~Yes 0No 

9.10 Does the program include an externship? 
D Yes ~ No (JfNo, skip to question 9.11) 

9 .11 Does the program use independent studies? 
D Yes ~ No (If No, skip to question 9.13) 

9.13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
~Yes 0No 

9.14 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
~Yes 0No 

9.15 Is an appropriately detailed syllabus on file for each course that includes the following elements? 
(a) Title and course descriptions 
~Yes 0No 
(b) Course numbers 
~Yes 0No 
(c) Course prerequisites and/or corequisites 
~Yes 0No 
(d) Instructional contact hours/credits 
~Yes 0No 
(e) Leaming objectives 
~Yes 0No 
(t) Instructional materials and references 
~Yes 0No 
(g) Topical outline of the course 
~Yes 0No 
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(h) Instructional methods 
~Yes 0No 
(i) Assessment criteria 
~Yes 0No 
(j) Method of evaluating students 
~Yes 0No 
(k) Date the syllabu s was last reviewed 
~Yes 0No 
For Title IV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(I) Out-of-cla ss work assignments that support the learning objectives for the course 
~ Yes D No D Not Applicable (Clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the 

work assignment s 
~ Yes D No D Not Applicable (Clock hour program) 

9.16 Do student s confirm that they receive a course syllabu s and that it is followed? 
~Yes 0No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
~Yes 0No 

9.18 What was the total number of grad uates in all program s reported during the most recent Campus 
Accountability Report submi tted to the Council? 
There were no graduates reported for this program on the 2015 CAR. 

9.19 Was the team able to verify the backup documentation to support the placement rate for the program(s) as 
reported on the last Campus Accountability Report submitted to the Council? 
D Yes D No ~ Not Applicable (there have been no graduates) 

9.20 Was docum entation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes D No ~ Not Appli cable 

9.21 Does the campus participate in Title IV financial aid? 
~ Yes D No (If No, skip to question 9.24) 

9.22 Doe s the campus's written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Department of Education for Title IV fundin g? 
D Yes ~ No D Not Applicable (Clock hour programs only) 

If No, insert the section number in ,_P,arentheses and explain: 
(Section 2-2-S0l(a)): The catalog included a definition of a quarter-hour credit hour as 15 hour s theory 
equal to 1 quarter-hour credit, and 30 hours of laboratory equal to 1 quarter-hour credit. This conversion 
is equivalent to a semes ter-hour credit rather than a quarter-hour credit. 

9.23 Is there evidence that out-of-class work or the equivalency is being evaluated? 
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IZ!Yes □ No D Not Applicable (Clock hour programs only) 

If Yes, briefly describe the documentation of evaluation viewed on site. 
The team was provided with an out-of-class graded assignment for the legal terminology class, which 
was a series of questions on Chapters 8, 9, and 10, complete with instructor's comments and a letter 
grade. 

FOR ALL VISITS 

9.24 Are the following appropr iate to adequate ly support the number of students and nature of the program? 
(a) Facilities. 
IZ! Yes D No 
(b) Instructional equipment. 
IZ! Yes D No 
(c) Resources. 
IZ! Yes D No 
( d) Personnel. 
IZ! Yes D No 

9.25 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning. 
IZ! Yes D No 
(b) Well-defined instructional objectives . 
IZ! Yes D No 
(c) The selection and use of appropriate and current learning materials. 
IZ! Yes D No 
(d) Appropriate modes of instructional delivery. 
IZ! Yes D No 
(e) The use of appropriate assessment strategies. 
IZ! Yes 0No 
(f) The use of appropriate experiences. 
IZ! Yes D No 

FOR NONDEGREE PROGRAMS, AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.27 Are all faculty assigned to teach in no more than three fields of instruction, with no more than five 
preparations? 
IZ! Yes D No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.28 Do the faculty members' qualifications meet the minimum requirements outlined in the Accreditation 
Criteria, and are their qualifications academica lly and experientially appropriate to the subject matter 
they teach and the level of the credentia l awarded? 
IZ! Yes D No 
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9.29 Is the size of the faculty appropr iate to the total student enrollment? 
~ Yes 0 No 

FOR OCCUPATIONAL ASSOCIATE 'S, ACADEMIC ASSOCIATE'S, BACHELOR 'S, AND 
MASTER'S DEGREES ONLY 
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9.30 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuit y of 
development for the progra m? 
~ Yes 0 No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

9.32 Do all instructors teach no more than 32 hours per week (except for an overload of one subject allowed 
with additional compensation)? 
~ Yes 0 No 

9.33 What is the cun ent student/teacher ratio? 
The cunent student/teacher ratio is 1: 1. 

9.34 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
~ Yes 0 No 

FOR OCCUPATIONAL ASSOCIA TE'S DEGREES ONLY 

9.35 Is the number of hours required to complete the occupational assoc iate's degree at least 60 semester 
hours, 90 quarter hours, or 1800 clock hours or their equivalent, earned over a period of four semesters, 
six quarters, or the equivalent? 
~ Yes 0N o 

9.36 Does the curriculum quantitatively and qualitatively approximate the standards at other co llegiate 
institutions offering the same degree? 
~ Yes 0 No 

9.37 Is enrollment in the second academic year of the two-year pro gram sufficient to support regularly 
scheduled classes? 
~ Yes D No D Not Applicable (no students in the second year) 

9.38 Are the second-year courses based upon appropri ate first-year prerequisites? 
~ Yes 0 No 

COMMENDATIONS : 
he team would like to commend the legal assistant program 's incorporation of a standard questionnair e for the 

students to complete to check their kno wledge after a field trip. 
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9. PROGRAM EVALUATION 
Occupational Associate 's Degree in Accounting/ Business Administration 
Occupational Associate's Degree in Computer Applications/Management 
Occupational Associate's Degree in Executive Assistant 

FOR ALL PROGRAMS 

9.01 Is licensure, certifi cation, or reg istra tion req uired to practice in the spec ific career field? 
D Yes ~ No (If No, skip to question 9.02) 
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9.02 Who is assigned to admini ster the academic program(s) , and what are thi s person's qualifications? 
M s. Ram ey, camp us dire ctor , is respon sible for the administration of all academic progra ms. As pre viou sly 
noted , she hold s a diplom a in accounting assistant, and prior to assuming her respon sibilities as the 
direc tor, she gained campu s mana gement experience by working in financial aid, stud ent services , and 
placement. Prior to working at the campus, she worked for 12 years as a departme nt director withl 
approximately 50 employees reporting to her. 

9.03 Does this individual possess appropriate academic or experientia l qualifications? 
~Yes 0No 

9.04 Is there evidence that the program adminis trator has sufficien t author ity and responsibility for the 
development and adminis tration of the educational program(s)? 
~Yes 0No 

9.05 Are the tim e and resources devoted to the adminis tratio n of the educational program(s) sufficien t? 
~Yes 0No 

9.06 Does the program meet the needs of its stude nts and the requireme nts of the Council, as shown by student 
achievement outcomes which meet or excee d the standards for the following areas: 
(a) Student retention rate of 65 per cen t (programs > 1 year in length) OR 70 percent (programs :S 1 year in 
length)? 
~ Yes D No D Not Applicab le (Data not avai lab le.) 

(b) Student placement rate of 70 percen t? 
D Yes ~ No D No t Applicab le (Data not avai lab le.) 
The Occ upational Associate's Degree in Executive Assistant program reported a 67 percent placement rate 
on the 20 15 CAR. 

If No, does the camp us provide the following: 
A Campus Effectiveness Plan (CEP) that includ es an improveme nt plan for this program with data, 
analysis, and activit ies to meet or excee d Council requir emen ts? 
~ Yes 0No 

9.07 List the comm unity reso urces and describe how they are utilized to enrich the pro gram(s). 
Examples of comm unit y resources util ized for the three progr ams include guest speaker s and field trip s. 
Guest spea kers regularly come from Career Link Employment Agency and focus on different aspects 0£ 
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the hiring process. There are documented annual visits from a representative of Edward Jones Financial 
Services, letters from employers, and advisory board meeting minutes. 

9.08 Is the utilization of community resources sufficient to enrich the program? 
~Yes 0No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
~Yes 0No 

9.10 Does the program include an externship? 
D Yes ~ No (If No, skip to question 9.11) 

9 .11 Does the program use independent studies? 
D Yes ~ No (ff No, skip to question 9.13) 

9 .13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
~Yes 0No 

9. 14 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
~Yes 0No 

9. 15 Is an appropria tely detailed syllabu s on file for each course that includes the following elements? 
(a) Title and course descriptions 
~Yes 0No 
(b) Course numbers 
~Yes 0No 
(c) Course prerequisites and/or corequisites 
~Yes 0No 
(d) Instructional contact hours/credits 
~Yes 0No 
(e) Leaming objectives 
~Yes 0No 
(f) Instructional materials and references 
~Yes 0No 
(g) Topical outline of the course 
~Yes 0No 
(h) Instructional methods 
~Yes 0No 
(i) Assessment criteria 
~Yes 0No 
(j) Method of evaluating students 
~Yes 0No 
(k) Date the syllabus was last reviewed 
~Yes 0No 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 37 of 50 

For Title IV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(1) Out-of-class work assignments that support the learning objectives for the course 
[8'.i Yes D No D Not Applicable (Clock how-program) 
(m)A description of the minimum amount of time a student is expected to spend on completion of the 

work assignments 
[8'.i Yes D No D Not Appl icable (Clock hour program) 

9. 16 Do students confirm that they receive a course syllabus and that it is followed? 
[8'.I Yes D No 

9 .17 Are the courses availab le when needed by the student in the normal pursuit of a program of study? 
[8'.i Yes D No 

9.18 What was the total number of graduates in all programs reported during the most recent Campus 
Accountability Report submitted to the Council? 
There were 13 graduates from the Occupational Associate's degree program in Accounting/Business 
Administration, 5 graduates from the Occupational Associate's degree program in Computer 
Applications/Management, and 6 graduates from the Occupational Associate' s degree program in 
Executive Assistant. 

9.19 Was the team able to verify the backup documentation to support the placement rate for the program(s) as 
reported on the last Campus Accountab ility Report submitted to the Council? 
D Yes [8'.i No D Not Applicable (there have been no graduates) 

If No, insert the section number in parentheses and explain: 
(Section 3-1-303 (a)): The team could not verify placement for all placed graduates based on 
documentation in students' records. In addition, three students were listed on the CAR but not on the list of 
placed graduates provided to the team. The students were Ms. in the 
Accountin Business Administration program, Ms. in the Medical Assisting program, and 
Ms. in the Executive Assistant program. Also, three student names were on the list of 
graduates provided to the team and identified as "not employed," but classified on the 2015 CAR as 
placed. The students were Ms. in the Med~ program, Mr. in the 
Computer Applications/Management program, and Ms. - in the Executive Assistant program. 
The team concluded that these discre ancies on the CAR challenge the accuracy and ability to verify the 
CAR. 

How many caJls to graduates or employers were attempted? 
The following numbers of calls were made to employers or graduates for the following programs: 
Occupational Associate's Degree in Computer Applications/Management: 3 
Occupational Associate's Degree in Accounting/Business Administration: 8 
Occupational Associate's Degree in Executive Assistant: 3 

How many calls to graduates or emP12.yers were successful? 
The following numbers of calls, by program, were successfu l: 
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Occupational Associate's Degree in Computer Applications Management: 3 
Occupational Associate's Degree in Accounting/ Business Administration: 8 
Occu ational Associate's Degree in Executive Assistant: 3 
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How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
Please explain any discrepancy between the number of successful contacts and confirmatio ns. 
While all contacts confirmed employment (verbally) with either the graduate or employer, the campus 
provided inaccurate information; therefore, the team cannot verify the classification of lacement as 
reported on the 2015 CAR. 

9.20 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
~ Yes D No D Not Applicable 

9.21 Does the campus participate in Title IV financial aid? 
~ Yes D No (If No, skip to question 9.24) 

9.22 Does the campus's written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Department of Education for Title N funding? 
D Yes ~ No D Not Applicable (Clock hour programs only) 

If No, insert the section number in parentheses and e~ lain: 
(Section 2-2-S0l(a)): The catalog included a definition of a quarter-hour credit hour as 15 hour s theory 
equal to 1 quarter-hour credit, and 30 hours of laboratory equa l to 1 quarter-hour credit. This conversio n 
· s equivalent to a semeste r-hour credit rather than a quarter-hour credit. 

9.23 Is there evidence that out-of-class work or the equivalency is being evaluated? 
~ Yes D No D Not Applicable (Clock hour programs only) 

If Yes, briefly describe the documentation of evaluation viewed on site. 
The campus utilizes its learning management system, Moodie, to record attendance and grades. The team 
was shown examples of the applications. Students reported that grading was completed and uploaded to 
Moodie in a timely manner and that if they had questions or concerns about grades or attendance, 
instructors were open to meeting with them to discuss the accuracy and methodology of reported data. 
Students expressed they were particularly appreciative that they could access their academic progress on a 
24/7 basis. 

FOR ALL VISITS 

9.24 Are the following appropr iate to adequate ly support the number of students and nature of the program? 
( a) Facilities. 
~Yes ONo 
(b) Instructional equipment. 
~Yes ONo 
(c) Resources. 
~Yes ONo 
(d) Personnel. 
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IZ!Yes □ No 

9.25 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning. 
IZ! Yes D No 
(b) Well -defined instructional objectives . 
IZ! Yes D No 
(c) The selection and use of appropriate and current learning materials. 
IZ! Yes D No 
(d) Appropr iate modes of instructional delivery. 
IZ! Yes D No 
(e) The use of appropriate assessment strategies. 
IZ! Yes 0No 
(t) The use of appropriate experiences. 
IZ! Yes D No 

FOR NONDEGREE PROGRAMS, AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.27 Are all faculty assigned to teach in no more than three fields of instruction, with no more than five 
preparations? 
IZ! Yes D No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.28 Do the faculty member s' qualifications meet the minimum requirement s outlined in the Accreditation 
Criteria, and are their qualifications academically and experientially appropriate to the subject matter 
they teach and the level of the credential awarded? 
IZ! Yes D No 

9.29 Is the size of the faculty appropriate to the total student enrollment? 
IZ! Yes D No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

9.30 Is an adequate core of full- and part-time faculty employed to ensure sound direct ion and continuity of 
deve lopment for the program ? 
IZ! Yes D No 
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FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.32 Do all instructors teach no more than 32 hours per week (excep t for an overload of one subject allowed 
with additional compensa tion)? 
~Yes 0No 

9.33 What is the current student/teacher ratio? 
The current student/teacher ratio is 6: 1. 

9.34 Is the current student-teacher ratio reaso nable for the mode of delivery and course content? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

9.35 Is the number of hours required to complete the occupational assoc iate's degree at least 60 semester 
hours, 90 quarter hours, or 1800 clock hours or their equivalent, earne d over a period of four semes ters, 
six quarters, or the equivalent? 
~Yes 0No 

9.36 Does the curriculum quantita tively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
~Yes 0No 

9.37 Is emo llment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
~ Yes D No D Not Applicable (no students in the seco nd year) 

9.38 Are the second-year courses based upon appropr iate first-year prerequisi tes? 
~Yes 0No 

GENERAL COMMENTS: 
he team congratulates the campus for its emphasis on ensuring that student s successfu lly complete a total of four 

English classes leading to graduation from all of the associate' s degree programs. 

9. PROGRAM EVALUATION 
Associate of Occupational Studies in Clinical Medical Assistant 
Associate of Occupational Studies in Administrative Medical Assistant 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes ~ No (If No, skip to question 9.02) 

9.02 Who is assigned to admini ster the academic program(s), and what are this person's qualifications? 
Ms. Lucinda Neville is the curriculum chair of the administrative medical assistant and clinical medical 
assistant programs. Ms. Neville holds a bachelor's degree in communication disorders from Penn sylvania 
State University and an associate degree in nursing from Lock Haven University. Prior to joinin g the 
teaching staff at Duboi s Business College in 2004, Ms. Neville worked at various health care facilities in 
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the role of registered nurse and nursing supervisor. In addition, she is an active member of the American 
Academy of Professional Coders and has earned numerous continuing education units and certifications 
from the organization. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
IZ] Yes D No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibility for the 
development and administration of the educational program(s)? 
D Yes IZ] No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-511): It was not evident that the individual named as lead instructor/ curriculum chair had the 
authority or responsibility for th~ment and administration of the medical programs, as there was 
no documentation to verify Ms. - Lrole for the osition. 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient ? 
D Yes IZ] No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-511): According to documentation provided to the team, Ms. - allocation of time 
indicates her responsibilities are 100 teaching. Based on this information, the team concluded that the 
administrator does not have adequate time to fulfill the respon sibilities of the development and 
administration of the programs. The information was presented to the campus during the visit, and the 
team received no response from the administration. 

9.06 Does the program meet the needs of its students and the requirement s of the Council, as shown by student 
achievement outcomes which meet or exceed the standards for the following areas: 
(a) Student retention rate of 65 percent (programs > 1 year in length) OR 70 percent (programs ::S 1 year in 
length)? 
IZ] Yes D No D Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
IZ] Yes D No D Not Applicable (Data not available.) 

9.07 List the community resources and describe how they are utilized to enrich the program(s). 
Community resources utilized to enrich the medical assistant program s include field trips and guest 
speakers. 

For example, in winter 2015, student s toured the chemistry, urine , hematology , blood bank, and 
microbiology departments at J.C. Blair hospital and participated in discussions focused on cultures and 
sensitivities , DNA probe s for gonorrhea and chlamydia, and blood cultures. The hospital tour concluded in 
the morgue where student s observed instrument s used during an autopsy and the equipment used to 
transport bodies. On April 27, 2016, the clinical laboratory class attended the Disease s Around the World 
exhibit sponsored by the Huntingdon High School, where students learned about a range of diseases. 
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Guest speakers have includecfb)(G) I program alumni 
and employees of Blair Convenient Care Center. On June 2, 2015, the three took part in a panel discussion 
at which students asked impromptu questions and the organizer asked previously prepared questions. 
Additionally, 38 medical students participated in a school luncheon wher~(b)(6) jNeville of PA 
CareerLink discussed the employer expectations. 

Finally, minutes from advisory board meetings demon strate the use of community resources. 

9.08 Is the utilization of community resources sufficient to enrich the program? 
C2J Yes D No 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurately describe the 
program and its objectives? 
C2J Yes D No 

9.10 Does the program include an externship? 
D Yes C2J No (If No, skip to question 9.11) 

9 .11 Does the program use independent studies? 
D Yes C2J No (If No, skip to question 9.13) 

9 .13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
C2J Yes D No 

9.14 Are course prerequisites appropriate , are they identified in the catalog, and are they being followed? 
C2J Yes D No 

9.15 Is an appropriately detailed syllabu s on file for each course that includes the following elements? 
(a) Title and course descriptions 
D Yes C2J No 
(b) Course numbers 
C2J Yes D No 
(c) Course prerequisites and/or corequisites 
D Yes C2J No 
(d) Instructional contact hours/credits 
C2J Yes D No 
(e) Leaming objectives 
D Yes C2J No 
(f) Instructional materials and references 
C2J Yes D No 
(g) Topical outline of the course 
D Yes C2J No 
(h) Instructional methods 
C2J Yes D No 
(i) Assessment criteria 
D Yes C2J No 
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(j) Method of evaluating students 
D Yes IZI No 
(k) Date the syllabus was last reviewed 
IZI Yes D No 
For Title IV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(1) Out-of-class work assignments that support the learning objectives for the course 
IZI Yes D No D Not Applicable (Clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the 

work assignments 
IZI Yes D No D Not Applicable (Clock hour program) 

If No, insert the section number in J:>arentheses, list the courses, and ex_JJlain: 
(Section 3-1-513 and Glossary): Two courses do not have an appropriately detailed syllabus on file that 
contains all of the r uired elements as s ecified below: 

1. During student interviews, the team learned that students take part in 40 hours of practice at 
personally selected health facility. This was confirm ed by administration who further explained 
that students perform this practice during GE6500-Profe ssional Career Planning. A review of the 
course syllabus found no reference to this experience. There was no mention in the course 
description , course objectives, specifi c objectives, neither methodology nor evaluation criteria . 

2. The course description for MD2315-Clinical Pharmacolo gy indicates that students in this course 
will perform dosing conversions and the course objectives lists students will perform adult and 
pediatric dosages calculations. Though the team was given a course progression outline of the 
program, which does indicate the basic mathematics course as being offered in Term 1 of the 
program, there is no prerequisite for MA4106 -Basic Mathematics identified on the MD231 5-
Clinical Pharm acology syllabus. 

9.16 Do students confirm that they receive a course syllabu s and that it is foll owed? 
IZI Yes D No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
IZI Yes D No 

9.18 What was the total number of graduates in all programs reported dmi ng the most recent Campus 
Accountability Report submitted to the Council? 
The following total number of graduates, by program, reported in the most recent Campus Accountability 
Re ort submitted to the Council is: Clinical Medical Assistant - 15; and Administrative Medical Assistant -
8. 

9.19 Was the team able to verify the backup documentation to support the placement rate for the program(s) as 
reported on the last Campus Accountability Report submitted to the Council? 
IZI Yes D No D Not Applicable (there have been no graduates) 

How many calls to graduates or employers were attempted? 
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The following numbers of calls were made to employers or graduates for the following programs: 
Occupational Associate's Degree in Clinical Medical Assistant: 11 
Occu ational Associate's degree in Administrative Medical Assistant: 7 

How many calls to graduates or employers were successful? 
The following numbers of calls, by program , were successful: 
Occupational Associate' s Degree in Clinical Medical Assistant: 9 
Occupational Associate's Degree in Administrative Medical Assistant: 4 

How man y of the successful contacts confirmed the emplo yment of the graduate as reported on the CAR? 
Please explain any discrepancy between the number of successful contacts and confum ations. 
There were 5 successful contacts that confirmed placement in the Clinical Medical Assistant program 
There were 3 successful contacts that confirmed placement in the Administrative Medical Assistan~ 
program. 

(Section 3-1-303(a)) : The team was unable to verify the employment of the following graduates, listed by 
program, as reported on the CAR : 

Clinical Medical Assistant: 

• 
• 
• 
• 

Administrative Medical Assistant: 

• 

9.20 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
~ Yes D No D Not Applicable 

9.21 Does the campus participate in Title IV financial aid? 
~ Yes D No (If No, skip to question 9.24) 

9.22 Does the campus's written procedures (as evidenced by their academic credit analysis) support the written 
policy and definition of a credit hour as defined by the U.S. Department of Education for Title IV funding? 
D Yes ~ No D Not Applicable (Clock hour programs only) 
If No, insert the section number in parentheses and explain: 
(Section 2-2-S0l(a)): The catalog included a definition of a quarter-hour credit hour as 15 hour s theory 
equal to 1 quarter-hour credit , and 30 hour s of laborator y equal to 1 quarter -hour credit. Thi s conversion 
· s equivalent to a semes ter-hour credit rather than a quart er-hour credit. 

9.23 Is there evidence that out-of-class work or the equivalency is being evaluated? 
~ Yes D No D Not Applicable (Clock hour programs only) 

If Yes, briefly describe the documentation of evaluation viewed on site. 
The team interviewed students and faculty and reviewed course syllabi and gradebooks to verify out-of­
class work by students. Faculty review and assess homework assignments and other assigned projects, and 
utilizing Moodie teachers record attendance and grades. 
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FOR ALL VISITS 

9.24 Are the following appropriate to adequately support the number of students and nature of the program? 
( a) Facilities. 
~Yes 0No 
(b) Instructional equipment. 
~Yes 0No 
(c) Resources. 
~Yes 0No 
(d) Personnel. 
~Yes 0No 

9.25 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning. 
~Yes 0No 
(b) Well-defined instructional objectives. 
~Yes 0No 
(c) The selection and use of appropriate and current learning materials. 
~Yes 0No 
(d) Appropriate modes of instructional delivery. 
~Yes 0No 
(e) The use of appropriate assessment strategies. 
~Yes 0No 
(t) The use of appropriate experiences. 
~Yes 0No 

FOR NONDEGRE E PROGRAMS , AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.27 Are all faculty assigned to teach in no more than three fields of instruction, with no more than five 
preparations? 
~Yes 0No 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE'S , ACADEMIC ASSOCIATE 'S, 
AND BACHELOR 'S DEGREES ONLY 

9.28 Do the faculty members' qualifications meet the minimum requirements outlined in the Accreditation 
Criteria, and are their qualifications academically and experientially appropriate to the subject matter 
they teach and the level of the credential awarded? 
~Yes 0No 

9.29 Is the size of the faculty appropriate to the total student enrollment? 
~Yes 0No 
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FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

9.30 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
IZ] Yes D No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.32 Do all instructors teach no more than 32 hours per week (except for an overload of one subject allowed 
with additional compensation)? 
IZ] Yes D No 

9.33 What is the cunent student/teacher ratio? 
The cunent student/teacher ratio is 6: 1. 

9.34 Is the cunent student-teacher ratio reasonable for the mode of delivery and course content? 
IZ] Yes D No 

FOR OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

9.35 Is the number of hours required to complete the occupational associate's degree at least 60 semester 
hours , 90 quaiter hours, or 1800 clock hours or their equivalent, eai·ned over a period of four semeste rs, 
six quarters, or the equivalent? 
IZ] Yes D No 

9.36 Does the curriculum quantitatively and qualitatively approximate the standard s at other collegiate 
institutions offering the same degree? 
IZ] Yes D No 

9.37 Is enrollment in the second academic year of the two-year program sufficient to support regulai·ly 
scheduled classes? 
IZ] Yes D No D Not Applicable (no student s in the second yeai') 

9.38 Are the second-yeai· courses based upon appropriat e first-yeai· prerequi sites? 
IZ] Yes D No 
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SUMMARY 

Based on the team's review, the following areas require an explanatory respon se: 

Number Section Summ ary Statement 
1. 2-2-501 (a) The campus does not have an accurate written policy for the definition 

of a credit hour for credit hour programs (page 17, 32, 38, and 44). 
2. 3-1-202(b) There was no documentation on file to support the assignment of 

curriculum chair for the medical and legal program chairs (page 7). 
3. 3-1-303 (a) The campus does not keep adequate records related to financial aid and 

faculty and staff members (page 9). 
4. 3-1-303(a) The team was unable to verify placements as categorized on the 2015 

CAR (pages 37 and 44). 
5. 3-1-413 The campus does not publicize its policy on accepting transfer credits 

in the catalog (pages 12 and 25). 
The campus does not provide notification of its articulation agreements 
in the campus catalog (pages 12 and 21). 

6. 3-1-414 The enrollment agreements used by the campus do not contain all 
elements required by the council (page 10). 

7. 3-1-421 , 3-1-701, The campus's satisfactory academic progress policy, as written in the 
Appendices C and D catalog, is not complete (pages 13 and 25). 

8. 3-1-434 (c) The financial aid admini strator is not a member of a state, regional, or 
national financial aid association (page 17). 

9. 3-1-511 Sufficient time and resources are not given to the admin istration of the 
medical and legal pro grams (pages 30 and 4 1). 

The individual assigned to administer the legal program does not 
possess appropri ate academic or experiential qualifications (page 30). 

10. 3-1-513 and Glossary Two syllabi on file did not contain all required elements (page 43). 

11. 3-1-S00(a ) and The campus's library lacks adequate resources - includin g j ournals and 
3-3-405 periodicals, access ibility, and trained staff (pages 27 and 29). 

12. 3-1-S00(b)(d) and 3- The campu s does not appropri ately staff the learning resource center 
3-401 (pages 27, 28, and 29). 
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RECOMMENDATIONS 

Any recommendations provided in this report are not included in the report seen by the Council: 

Legal Assistant Program 

he course LE 2409, lega l research "introduces students to performing legal research using online and librar y 
materials." While on site, the current lead instructor informed the team that their subscription for their online 
legal research provid ed had expired. It is strongly recommended that the campus renew the subscription to 
provide the legal assistant student s with the tools and resources to meet the objectives of LE 2409 when the 
course is offered. 

he team recommend s the campus assess the value of continuing to require two shorthand courses. 

Secretarial and Typing Courses 

The team recommend s the following syllabi be reviewed to consider whether each needs to focus on Microsoft 
Word to the extent they all currentl y do: SE2506, TY2 111A, TY2117 , TY2 112A, and TY 3333. 

Community Resources 

he team recommend s a more systemma tic approach to using community resources to enrich classroo m 
instruction be developed to insure value to all classes, each term. This increased usage of creative, comm unity 
resources needs to be consistently recorded. 

Capstone Courses 

The team recommend s that the course numberin g of the capstone classes be reviewed to insure that numberin g 
of the capstone courses reflects the advanced content of those courses within the individual programs of study 
offered by DuBoi s College. 
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Survey Report 
Generated: June 13, 2016 
ACICS ID: 000 12824 
Surveys Between: 
May 9, 2016 and May 9, 2016 

A.01 . Prior to enroll ing in th is institut ion, have you attended any other college or 
inst itution of higher learning? 

A.02. If you had transfer cred its , did your admissions representative descr ibe the 
transfer of credit policies and procedures accurately? (Select N/A if no transfe r cred its) 

A.03. Did your admissions representative accurately descr ibe the enrollment process 
regarding availab le courses and programs of study? 

A.04. Did your admissions representative accurately descr ibe student serv ices offered 
by the institut ion? 

A.OS. Did your admissions representative accurately describe the tu ition and fees 
assoc iated with your program of study? 

A.06. Did you rece ive a cata log or were you provided access to one during the 
enrollment process? 

A.07 . Did the catalog accurately portray programs, services and policies of the 
inst itution? 

A.08. Was the informa tion provided during enrollment sufficient for you to make your 
decision? 

A.09. Did you feel pressured into making the decision to enroll ? 

B.01. Do you receive fede ral financial aid? 

B.02. Are you aware of your federa l financia l aid loan repayment obligations? (Select 
N/A if no loan repayment obligations) 

C.01. Are your instructors available to provide additional help, if needed? 

C.02. Are the learn ing resources and lab equipment/s upplies adequate for your 
program of study? 

C.03. Were textbooks avai lable when you started classes? 

C.04. Were the out of class activities sufficient to help you achieve the course 
objectives? (Select N/A if no out of class activ ities have been assigned) 

Yes 
No _____________ 16 

Yes 

No■l 

Yes■ 
No 2 

Yes. 
No 3 

Yes. 
No 3 

13 

16 

16 

18 

17 

18 
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D.01. Overall , I am satisfied with the quality of education I am receiv ing. Aaree 

,4 
10 

Dlsasre• I 
s Neutral 

D.02. I wou ld recommend this institution to others. A1ree 10 

01,.,, .. 
Neutral 4 



August 26, 2016 

VIA E-MAIL AND UPS DELIVERY 

Ms. Jackie Syktich 
President/CEO 
DuBois Business College 
One Beaver Drive 
DuBoi s, PA 15801 

Dear Ms. Syktich: 

DUBOIS BUSINESS COLLEGE , DUBOIS , PA 
DUBOIS BUSINESS COLLEGE , OIL CITY , PA 
DUBOIS BUSINESS COLLEGE, HUNTINGDON, PA 
DUBOIS BUSINESS COLLEGE, PHILIPSBURG , PA 

Subject: Renewal of Accreditation Denial Letter 

mainc@dbcollege .com 

ID CODE 00011225(MC) 
ID CODE 00012819(BC) 
ID CODE 00012824 (BC) 
ID CODE 00250238(LS) 

The Council considered your institution 's application for a renewal of accreditation. As a result 
of its review of the application materials, the on-site eva luation visit reports, and the institutional 
respon ses, the Council found the following based on the Accreditation Criteria: 

DuBoi s main campus 

1. The campus initiated distance education without seeking prior approva l from the Council 
and included reference to this mode of delivery in promotional brochure s, its website, 
student handbook , and catalog (Section 2-2-106 and Appendix H). 

2. The camp us does not demon strate that emphas is is placed upon the efficiency and 
effectivene ss of the overa ll administration of the campus or its learning site. There was 
insufficient evidence to support that the admini strative staff can manage the campus 
effect ively and in compliance with the Accr editation Criteria . The admi nistration of the 
Phillip sburg location was severely lacking, evidenced most notably by the fact that the 
courses were taught by an unqualified and unprepared faculty member (Section 3-1-
202( a)). 

3. The team was unable to verify placements as categorized on the 2015 Campu s 
Accountab ility Report due to the campus not maintaining sufficient documentation to 
support the classification of two graduates (Section 3-1-303(a)). 

4. The camp us does not provide evidence that they adhere to a systemat ic policy for transfer 
of credit. In one instance, a graduate of the Executive Assistant program took GR7002, 
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Digital Photo graphy, in the fall 2015 term and MG6220, Marketing, in the winter 2016 
term. Follo wing the graduate's successful completion of these two courses, they were 
removed from the pro gram and replaced with two different courses: Economics and 
Computer 2-D Animation. The graduat e's transcript awards her outside credit for these 
two classes as well as credit for Digital Photography in the fall 2015 term and Mark eting 
in the winter 2016 term. The graduate was awarded transfer credits for courses she did 
not take and a degree by the institution (Section 3-1-4 13). 

5. The campus does not utilize enrollm ent agreements for its cun ently enrolled students 
(Section 3-1-414 ). 

6. The satisfactory academic pro gress (SAP) policy does not include an appropri ate 
statement regarding how repeated courses are included and is not compli ant with Section 
3-30 of the 2015-2016 Federal Student Aid Handbook. The campus, in at least two 
instances, issued a qualitative grade and awarded credits for the same cour se that was 
taken twice. In addition, the campus does not appropriately monit or SAP related to these 
instances (Section 3-1-42 1 and Appendix D). 

7. The admini stra tion of the Legal Assistant program is not assigned to qualified 
individuals. The information presented by the institution in its response does not support 
the qualification of the cun ent curriculum chair of the legal assistant program (Section 3-
1-511 ). 

8. The Computer Systems Support Technician and Inform ation Systems Support Technician 
programs do not evidence a well-organized sequence of appropri ate subjects leading to an 
occupational objective and do not quantitatively and qualitatively approximate the 
standards at other institutions offering similar degree programs. The pro grams include the 
following course, which does not reflect current industry needs and standards: TY2 120, 
Software Applications- DOS (Sections 3- 1-513 and 3-3-203). 

9. Some courses are not scheduled in a way that is educationally appropri ate and that meets 
the necessary contact hours. The campus had a practice of scheduling two courses in the 
same classroom at the same time . In this instructional situation the focus and quality of 
instruction is comprom ised, and it is not poss ible for students to receive the contact hours 
listed on the campus's Academic Credit Analysis (Section 3-1-516(a)(i) and 3-1-517). 

10. The campus does not mai ntain documentation to support that all credit hours awarded are 
appropri ate based on the assessment of knowledge, skills, or competencies acquired. 
Furthermore, the advanced placement examinations developed by the institution, and 
available for all courses at the institution, do not evidence collegiate-level standards in 
every instance (Section 3- 1-516(c)(ii)). 
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11. The catalog does not clearly state certain required elements as listed in the Accreditation 
Criteria, such as information regarding students fees and charges and the mode of 
delivery for which courses are approved to be offered (Sections 3-1-432(a), 3-1-701, 3-1-
702 and Appendix C). 

12. There is evidence that one faculty member is teaching in six different courses in the 
current term, which is an inappropriate number of teaching assignments (Section 3-3-
302). 

13. There is insufficient documentation that some instructors are qualified to teach their 
assigned courses or that students, specifically at the Phillipsburg learning site , have any 
qualified instructor to teach their courses (Section 3-3-302(b)). 

Oil City branch campus 

1. The campus initiated distance education without seeking p1ior approval from the Council 
and included reference to this mode of delivery in promotional brochures, its website, 
student handbook , and catalog (Section 2-2-106 and Appendix H). 

2. The campus does not demonstrate that emphasis is placed upon the efficiency and 
effectiveness of the overall administration of the campus. There was insufficient evidence 
to support that the administrative staff can manage the campus effectively and in 
compliance with the Accreditation Criteria (Section 3-1-202(a)). 

3. The team was unable to verify placements as categorized on the 2015 CAR due to the 
campus not maintaining sufficient documentation to support the classification of one 
graduate (Section 3-1-303(a)) . 

4. The campus does not provide evidence that they adhere to a systematic policy for transfer 
of credit (Section 3-1-413). 

5. The campus does not utilize enrollment agreements for its cunent ly enrolled students 
(Section 3-1-414). 

6. The satisfactory academic progress (SAP) policy does not include an appropriate 
statement regarding how repeated courses are included within the policy (Section 3-1-421 
and Appendix D). 

7. The campus does not have a designated on-site administrator for student financial aid 
(Section 3-1-434(a)). 
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8. The campus has not completed appropriate graduate or employer follow-up studies 
(Section 3-1-441(c)). 

9. The individual assigned to administer the occupational associate's degree program in 
Legal Assistant does not have sufficient time to devote to oversight, given her other 
duties and responsibilities (Section 3-1-511 ). 

10. The Computer Systems Support Technician and Information Systems Support Technician 
programs do not evidence a well-organized sequence of appropria te subjects leading to an 
occupational objective and do not quantitatively and qualitatively approximate the 
standards at other institutions offering similar degree programs. The programs include the 
following course, which does not reflect current industry needs and standards: TY2120, 
Software Applications- DOS (Section 3-1-513 and 3-3-203). 

11. The prerequisite system does not assure proper qualifications of students. In one instance, 
a Clinical Medical Assistant graduate was able to take MD2307, Medical Terminology 
IIVAnatomy and Physiology, and MD2308, Pharmacology , before taking MD2301 , 
Medical Terminology VAnatomy and Physiology, which does not follow its stated 
prerequisite system (Section 3-1-513(b)). 

12. Some courses are not scheduled in a way that is educationally appropria te and that meets 
the necessary contact hours. The campus had a practice of scheduling two courses in the 
same classroom at the same time. In this instructional situation the focus and quality of 
instruction is compromised and it is not possible for students to receive the contact hours 
listed on the campus's Academic Credit Analysis (Sections 3-l -516(a)(i) and 3-1-517). 

13. The campus does not maintain documentation to support that all credit hours awarded are 
appropriate based on the assessment of knowledge, skills, or competencies acquired. 
Furthe1more, the advanced placement examinations developed by the institution, and 
available for all courses at the institution, do not evidence collegiate-level standards in 
every instance (Section 3-1-516(c)(ii)) . 

14. The campus does not always select and use appropriate learning materials . In one 
instance, faculty members teaching students in EL4200 , Basic Electricity and Electronics, 
self-publishe d a book which stated in its copyright page that "some information in this 
book may be misleading or simply wrong." The administra tion required the students to 
purchase the book for the course (Section 3-1-532(c)) . 

15. The campus does not provide evidence of faculty development plans for all faculty 
members (Section 3-1-543). 



Ms. Jackie Syktich 
August 26, 2016 
Page 5 

16. The catalog does not clearly state certain required elements as listed in the Accreditation 
Criteria, such as information regarding students fees and charges and the mode of 
delivery for which courses are approved to be offered (Sections 3-1-432(a), 3-1-701, 3-1-
702 and Appendix C). 

17. Not all advertis ing and promotional material accurately portrays the current status of the 
campus. The campus created, displayed , and distributed to students brochures that offered 
and promoted an unapproved mode of instructional delivery (Section 3-1-703 and 
Appendix C). 

18. Library resources are outdated, and reference and resource material do not enhance, 
augment, and support the cun-icular and educational offerings (Section 3-l-800(a) and 3-
3-403). 

19. There is evidence that one faculty member is teaching in six different courses in the 
current term, which is an inappropriate number of teaching assignments (Section 3-3-
302). 

20. There is insufficient documentation that some instructors are qualified to teach their 
assigned courses. There is no evidence that the Legal Assistant program has a qualified 
faculty member to teach its courses (Section 3-3-302(b)). 

Huntingdon branch campus 

1. The campus does not have an accurate written policy for out-of-class work (Section 2-2-
501 (a)). 

2. The team was unable to verify placements as categorized on the 2015 CAR due to the 
campus not maintaining sufficient documentation to support the classification of three 
graduates (Section 3-1-303(a)). 

3. The campus does not utilize enrollment agreements for its cunent ly enrolled students 
(Section 3-1-414) . 

4. The catalog does not clearly state certain required elements as listed in the Accreditation 
Criteria, such as the mode of delivery for which courses are approved to be offered. In 
addition, the satisfactory academic progress (SAP) policy does not include an appropriate 
statement regarding how repeated courses are included within the policy (Sections 3-1-
421, 3-1-700, 3-1-701, and Appendices C and D). 
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5. The individuals assigned to administer the medical and legal programs do not have 
sufficient time to devote to oversight, given other duties and responsibilities (Section 3-1-
511 ). 

Council Action 

Due to the serious nature of the findings discovered during the institution's on-site evaluation 
visits and the failure of the institution to prov ide evidence to resolve a significant number of the 
findings, the Council acted to deny the institution' s application for a renewal of accreditation. 

Please notify the Council office in writing within ten days of receipt of this notice if you desire to 
appeal this decision to the Review Board. The appeal notification must include payment of 
$10,000 in the form of a cashier's check, which includes the $5,000 Review Board fee and a 
$5,000 deposit on the expense of the Review Board, which will be reconciled based on actual 
expenses. The payment is also due within ten days of receipt of this notice. If the appeal notice 
and appropriate fee are not provided within ten days of receipt of this notice, then the Council' s 
decision is final and will be published and disseminated. If the institution elects to appeal this 
action to the Review Board and remit s the appropriate fee by the established deadline, then more 
detailed appeal procedure s and information will be forwarded to the institution. 

If the institution elects not to appeal this action, any comments you may wish to make with 
regard to this decision must be submitted to the Council office within two weeks of the date of 
this letter. Should you choose to submit any comments, these comments will be included in the 
summary detailing the reasons for the Council 's decision that will be made available to the U.S. 
Secretary of Education, the appropriate State licensing or authorizing agency, and the public 
through www.acics.org. 

Institutional Teach-Out Plan 

Finally , in compliance with Section 2-2-303 of the Accreditation Criteria, the institution is 
directed to submit to the Council office by September 15, 2016 , the ACICS Campu s Closing 
and Teach -Out Application along with all applicable documentation requested by that 
application. The Council expects that the institution will take the appropriate steps to assist its 
students through any transition to successfully complete their programs in an orderly manner. 

You are advised that Section 2-3-900 of the ACICS Accreditation Criteria stipulates that the 
Council may bar any person or entity from being an owner or senior manager of an ACICS­
accredited institution if that person or entity was an owner or manager of an institution that loses 
its accreditation as a result of a denial or suspension action or that closes without providing a 
teach-out or refunds to students matlicu lated at that time of closure. 
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Current Grant Expires December 31, 2016 

The institution is advised that the current grant of accreditation expires on December 31, 2016. 
Tho ugh, should the institution elect to appeal the decision and remit the approp riate fee by the 
established deadline, the grant of accreditation will be extended through the appeal process. 

Please contact Mr. Ian Harazduk at iharazd uk@acics.org or (202) 336-6795 if you have any 
questions. 

Sincerely, 
b)(6) 

Roger J. Williams 
Interim President 

c: Ms. Cathy Sheffield, Accreditation and State Liaison, U.S. Department of Education 
( aslrecordsma nager@ed .gov) 

Ms. Nancy Gifford , U.S. Department of Educat ion, School 
Participation Team , Region III (nancy.paula.gifford@ed.gov) 

Ms. Patric ia Landis, Penn sylvania Division of Private Licensed Schools, 
(plandis@pa.gov) 



September 6, 2016 

Mr. Ian Harazduk 
750 First Street 
Suite 980 
Washington, DC 20002-4223 

Dear Mr. Harazduk: 

DuBois Business College will cease classes after the current term ends on September 
22, 2016. 

Please e-mail me at jackie@dbcollege.com with any questions. 

Sincerely, 

Jackie D. Syktich 
President 

) 

•· 



From: 
To: 
Cc: 
Subject : 
Date: 

Jackie, 

Ian Harazduk 
Jackie Syktich <syktichjd@dbcoUege com) 
majnc@dbcollege com: Roger J Williams: Perliter Walters-Gilliam: Terron King 
ACICS Campus Closure Inform at ion: DuBois Business College 

Thursday, September 22, 2016 4:24:34 PM 

As we discussed on te lephone ear lier this week, we are in need of your instituti on's campus closing 

applicat ions, wh ich include the teach-out plans for t he instit ut ion that include appropriate outcomes 

for each student. Please complete t he information thro ugh t he Member Center account with all 

requi red parts and suppleme ntal documen t at ion. 

You must complete t hese applications with the requested info rmatio n. Othe rwise, the owner, senior 

admin istrato rs, and/or govern ing board members of t he institutio n may be subje ct to a debarment 

actio n for not providing a teac h-out or refunds to st udents matriculati ng at t he t ime of closure. 

If you have any questio ns, please let me know. Thank you. 

Ian Harazduk 
Associate Vice President, Accreditation and Institutional Development 
Accrediting Council for Independent Colleges and Schools 
750 First Street, NE I Suite 980 I Washington, DC 20002 
www.acics.org I 202.336.6795 - p I 202.842.2593 - f 



September 23, 2016 

VIA E-MAIL 

Ms. Jackie Syktich 
President 
DuBois Business College 
One Beaver Drive, 
DuBois, PA 15801 

Dear Ms. Syktich: 

DUBOIS BUSINESS COLLEGE , DUBOIS, PA 
DUBOIS BUSINESS COLLEGE, OIL CITY, PA 
DUBOIS BUSINESS COLLEGE , HUNTINGDON, PA 
DUBOIS BUSINESS COLLEGE, PHILIPSBURG , PA 

Subject: Acknowledgement of Campus Closures 

mainc@dbcollege.com 

ID CODE 00011225(MC) 
lD CODE 00012819(BC) 
ID CODE 00012824(BC) 
ID CODE 00250238(LS) 

The Council acknowledges that the following institution-consisting of one main campus, two 
branch campuses and one learning site--ceased operations and closed on September 22, 2016: 

• DuBois Business College, One Beaver Drive, DuBois, PA 15801, ACICS ID 00011225 

• DuBois Business College, 701 East Third Street, Oil City, PA 16301, ACICS ID 
00012819 

• DuBois Business College, 1001 Moore Street, Huntingdon, PA 16652, ACICS ID 
00012824 

• Dubois Business College, 200 Shady Lane, Suite 100, Philipsburg, PA 16866, ACICS ID 
00250238 

Therefore, ACICS, in accordance with Section 2-3-401 of the Accreditation Criteria, has 
withdrawn your institution's grants of accreditation by way of revocation effective September 
22, 2016. 

ACICS issued a letter on August 26, 2016, denying the institution's renewal of accreditation 
application. The institution decided not to appeal this decision and informed ACICS on 

750 First Street, NE, Suite 980 e washington, DC 20002 - 4223 • t - 202 .336.6780 • f - 202 .842 .2593 eww w.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 
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September 6, 2016, that the institution planned to cease operations following the end of its 
current term on September 22, 2016. 

Per Section 2-2-300 of the Accreditation Criteria, ACICS requires that provisions are made for 
presently enrolled students to complete their program of instruction for which they have enrolled, 
either at their current institution or at another acceptable institution. ACICS has not received the 
necessary documentation to determine that all camp uses have acceptab le and approvab le teach­
out plans that meets Council standards. 

You are advised that Section 2-3-900 of the ACICS Accreditation Criteria stipulates that 
Council may bar any person or entity from being an owner or senior manager of an ACICS­
accredited institution if that person or entity was an owner or manager of an institution that loses 
its accreditation without providing a teach-out or refunds to students matriculated at that time of 
closure. 

Public Notification 

The Council's decision is being made available to the U.S. Secretary of Education and the 
appropriate State licensing or authorizing agency via this commu nication, and to the public via 
ACICS' website at www.acics.org. 

If you have any questions about this action, please contact Mr. Ian Harazduk at (202) 336-6795 
or iharazduk@acics.org . 

Sincerely. 

Roger J . William s 
Interim President 

c: Ms. Terry Khoury, Oil City branch campus (occ@dbco llege.com) 
Ms. Susan Ramey , Huntingdon branch campus (hcc@dbcollege.com) 
Ms. Cathy Sheffield, Accreditatio n and State Liaison, U.S. Department of Education 

(aslrecordsma nager@ed .gov) 
Ms. Nancy Gifford, U.S. Department of Education, School Participation Team, Region 

III (nancy.pau la.gifford@ed.gov) 
Ms. Alekia Campbe ll, U.S. Department of Education, Schoo l Participation Team , 

Philadelphia Region (Alekia.campbe ll@ed.gov) 
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Ms. Patricia Landis, Penn sylvania Division of Private Licensed School s 
(plandis@pa.gov) 

Mr. Ian Harazduk , ACICS Assoc iate Vice President (iharazduk@acics.or g) 
Ms. Perliter Walter s-Gilliam , ACICS Associate Vice President (pwgilliam@acics.org) 
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Adverse Actions 

The following adverse actions were taken by the ACICS Council . Click on the instutution 's name to review the Council 

letter . 

Adverse actions can be appea led as described In Section 2-3-600 of the Accreditation Crltena. An InstItutlon who has 

appea led a denial or withdrawal of accreditation remains accredited untfl the appeal Is resolved . 

Click on the institution name to view the Council notification letter. 
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MAIN CAMPUS ADDRESS ID ACICS ACTION NOTIFICATION DA TE 

Action to Debar 

Br1stol Umver s11y 

!
Computers ~ 

Institute 

West Virgin 

Business 

ems 

la 

ican Spanish-Amer 

Institut e 

2390 East Orangewood 

Avenue, Suite 485 
Anaheim, CA - -

5330 Grand Avenue 

Gurnee, IL 60031 

1052 Main Street 

Wheeling, WV 26003 

240 West 35th Street, 

2nd Floor 

New York. NY 10001 ~ 
College 

- -· 
DuBois Busin 

College 

ess 

~ .... 
lnle1nal1ona 

College 

I 

One Beaver Dr. 
DuBois, PA 15801 

4481 NW 167th St. 

Miami Gardens, FL 33055 
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l 
-

00015728 Denial of Accreditation June 14, 2017 

. 

l All IIV!thdrawal of Accred itation by 
May 9, 2017 

locations Suspension 

Final Council Action Following 
00010484 April 10, 2017 

000107911 

Remand 

Denial of Renewal of 

Accreditation 
March 3, 2017 

·-7 
Institution chose not to appeal 

and ceased operations on August26,2016 
00011225 

09/22/16 

Denial of Initia l Grant 
August 26, 2016 

00248377 of Accreditation 

j 



Dcccmbor 13, 2016 

VIA E-MAIL ONLY - REVISED 

Ms. Jackie Syktich 
·President 
DuBois Business College 
One Beaver Drive 
DuBois. PA 15801 

;..c , c~; I 

Subject: Approval of Teach-Out Agreements and Plnns - Corrected 

Dear Ms. Syktich: 

DUBOIS BUSINESS COLLEGE, DUBOIS, PENNSYLVANIA 
DUBOIS BUSINESS COLLEGE, OIL CITY. PENNSYLVANIA 
DUBOIS BUSINESS COLLEGE. HUNTINGDON, PENNSYLVANIA 

mainc({i)<ibcollege.ed11 

ID CODE OOOl 1225(MC) 
ID CODE 000128 I 9(BC) 
ID CODE 000J2824(BC) 

The Council has reviewed the teach-out agreements submitted by the institution with Laurel Technical 
institute. Pittsburgh Technical College. South Hills School of Business & Technology. and Butler County 
Community College, as part of its institutional closure application. In accordance with Section 2-2-303 of 
the Accreditation Criteria, the Council approves the teach-out agreements and plans. 

As described in the reach-out pbn and articulated in the agreements, .a Dubois Business College credential 
will be awarded as part of these arrangements, as approved and con finned by the Pennsylvania State 
Division of Private Licensed Schools. 

Further, the Council acknowledges the com1>letion of all requirements for the campus closure application. 

Sincerely, 

Perliter Walters-Gilliam 
Vice President - Accreditation 

c: Ms. Cathy Sheffield, Accreditation and State Liaison, U.S. Department of Education 
(asl rccordsmanagcr@ed.gov) 
Ms. Patricia Landis, Pennsylvania Division of Private Licensed Schools (plandis@pa.gov) 
Ms. Nancy Gifford, School Participation Division Region m (nancy.paula.gifford@ed.gov) 
Ms. Alckia Campbell. School Participation Division Pennsylvania (Alckia.campbell@cd.gov) 
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Real Degrees 
for the Real World. 

laurel Business Institute, Suite 2014, 847 North Main Street, Meadville, PA 16335, hereby agrees 

to provide tcach--out services to currently enrolled students at DuBois Business CollP-ge, The 

following DuBois BusJness College programs will be completed via teach-out services provided by 

laurel Business Institute in accordance with the current Bo;:ird-;:ipprovcd program description: 

Accounting/Business Administration 90 credits 1760 Hours ASB Degree 

Administrative Medi ca I Assistant 90 credits 1760 Hours ASB Degree 

Clinical Medical Assistant ' 105 credits 2060 Hours ASB Degree 

Computer Applications/Management 90 credits :1760 Hours ASB Degree 

Enterta lnrrient Production Business 106 credits 2100 Hours ASB Degree 

Executive Assistant' 90 credits 1760 Hours ASB Degree 

Information Systems Support Techniclan 90 credits 1.760 Hours ASB Degree 

I ~g.i/ Assistant 90 credits 1760 Hours ASB Degree 

Accou11tlng Assistant 46 credits 900 Hours Dip!omi'l 
Office Assistant 46 credlts 900 Hours Diploma 

Computer Systems Supputt Technician 61 credits 1200 Hours Diploma 

Tr;:ilnlng/tcnch-out services will be provided at Laurel Business Institute locations. DuBois Business 

College has authorized Laurel Business Institute to award all DuBois Business College degrees for 

students participating in a teach-out agreement. DuBois Business College wlll provide transc ripts of 

students partlcipatlng in the teach-out to Laurel Business Institute for processing, 

There is no unearned tuition for DuBois Business Co liege students; therefore DuBois Business 

College students will be required to apply for loans and/or financial aid, or to privately pay 

tuition/fees to Laurel Business Institute for the remalnfng portion oftheit program. 

Date of DuBois Business College Closure! 

Teach-Out Effective Date: 

(b)(6) 

e D. Syktich, President 

ois Business College 

September 22, 2016 

September 221 2016 r~) I -.... .----;-----------
Signature 

laurel Buslne5s Institute 

L~urel Business Institute~ .1.1 East Penn Street/ PO Box 877 e Uniontown, PA 15401 • 724-439-4900 11 www.laurel.edu 
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Pittsburgh Technlcal College, 1111 McKee Road, Oal,dale, PA 15070, hereby agrees to provide teach•out 
services to currently enrolled students at OuBols Business College. The fol!oWJng DuBois Bustn~ss 
College programs will be completed via teach-out servrce.s provrded by Pittsburgh rechnrcal college In 
accordance with the current Board-apprnved program descrrptlon: 

Accounting/Business Administration 90 credits 1760 Hours ASB Degree 
Admfnl$tratlve Medical Assistant .90 credit~ :t.160Hours ASBOegree 
Clinical Medical Assistant 105 credits 2060 Hours ASaoearee 
lnformatlon Systems Support Tachnldan 90credits 1760Hours ASB Degree 

TralnTl'lg/teach•out W\lfces will lie provided at Pittsburgh Tethnlcal College locations Qr online. , . 
Students wlll have access to all Pittsburgh Technkal College services f nclw:Ung emplovrmmt search 
assJstance, Ou8ols Ousiness College has authorized Pittsburgh TechnTi;al College to award all DuBois 
auslness Colli?ge degr~es for students participating in a teach-out agreement. DuBofs Business College 
wfll provide ttanscrlpts of students parUclpatfng fn the teach-out to Pittsburgh Technical College for 
processing. 

There is no unearned tttltlon for ouaols Business Co11ege students; therefore DuBois BuslnesiS Coll~ge 
students w~ll be required to apply fur loans and/or financial aid, or t-0 priv~terv pay tuition/fees to 
Pittsburgh iechnh:al College for the remaining port1on of th err program. 

In addftion, Pittsburgh Technical College wlll assist anv student wrshlng to transfer. 

Pate of DuBois Business College Closure: 

Teach-Out Effective Date: 

(b)(6) 

Stgnatu,e 

Jackie D. Syktich, President 
DUBOIS Business College 

SeptemberU, 2016 

September 22, 2016 

J~'; 
s 

Gteg Defeo, President 
P/tt5burgh ,echnfcal College 

l 

\ 
\ 
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South HIils School of Bus!ness & Technology, 480 Waupelani Drive, State College, PA 16801, hereby 
agrees to provide teach-out services to currently enrolled students at DuBois Business College, The 

followine DuBois nusiness College progrnms will be completed via teach-out services provided by South 

HIiis School of Business & Technology in accorda11ce with the current Board-approved program 
description: 

Accountlne/Duslness /\dministration 90 credits 1760 Hours ASB Degree 
Administrative Medic.JI Assistant 90 credits 1760 I-fours ASB Degree 

Cllnical Medical Assistnnt 105 credits 2060 Hours ASB Degree 

Computer ApplJcat/ons/Management 90 credits 1760 Hours ASB Degree 

Entertainment Production Busines!i 106 credits 2100 Hours AS!l Degree 

fxecu tlve Asslst;i nt 90 credits 1760 Hours ASB Degree 

lnformt1t!on Systems Support Technician 90 credits 1760 Hours ASB Degree 
legal Assistitnt ' 90 credits 1760 /fours ASB Degree 

Accounting Assisttl nt 46 credits 900 Hours Diploma 

Office Assistant 46 credits 900 Hours Dlploma 
Computer Systems Support Technician 61 credits 12.00 Hours Diploma 

Training/teach-out services wHi be provided at South HIiis School of Business & Technology locations. 

Duaois Business College hns authoriz~d So.uth H!lls School of Business & Technology to award all DuBois 
Business College degrees for students participatinc in a teach-out agreement. DuBois Business College 
wlll provide transcripts of students pt1rtlcipating In the teach-out to South HIils School of Business & 

Technology for processing. 

There Is no unearned tuition for DuBois Business College students; therefore DuBois Business College 

students will IJc required to ilpply for loans and/or financfaJ aid, or to privately pay tuition/fees to south 
llills School of Business & Technology ror the remaining portion of their program, 

Dare of DuBois Business College Closure; 

Teach-Out Effective Date: 

b)(6) 

Signatum 

Jackie D. Syktich, PresidC!nt 

DuUois Business CollC!ge 

September 22, 2016 r Septembe, 22, 20~ : 

~Ure 

South Hills School of Business & Technology 

I 
1-

' 
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Butler County Community College, Suite C, 1200 Wood Street, Brockway, PA 15824 hereby agrees to 

provide teach-out services to currently enroll ed students at DuBois Busines~ College. The followi ng 

DuBois Business College programs will be comple ted via teach-o ut services provided by Butler County 

Commun ity College in accorda nce wi th the current Board-approved program description : 

Accounting/Business Admi nistration 90 cred its 1760 Hours ASB Degree 

Administrative Medical Assistant 90 credi ts 1760 Hours ASB Degree 

Clinical Medical Assistant 105 credits 2060 Hours ASB Degree 

Computer Applica t ions/Management 90 credits 1760 Hours ASB Degree 

Entertainment Production Business 106 credi ts 2100 Hour-s ASB Degree 

Execut ive Assistant 90 credi ts 1760 Hours ASB Degree 

Information Systems Suppor t Technician 90 credits 1760 Hours ASB Degree 

Legal Assistant ' 90 credits 1760 Hours .ASB Degree 

Accou"!ting Assistant 46 credits 900 Hours Diploma 

Office Assistant 46 credits 900 Hours Diploma 

Computer Systems Support Technician 61 credits 1200 Hours Diploma 

Training/teac h-out services will be provided at Butle r County Community College locations. DuBois 

Business Colleg~ has aut horized But ler County Community College to award all DuBois Business College 

degrees for st udents participati ng in a teach-out agreement. DuBois Business College will provide 

transc ripts of students participa ting in the teach-out to Butle r County Community College for 

processing. 

There is no unearned tuition for DuBois Business College stude nts; t herefor e DuBois Busine-ss College 

student s will be required to apply for loans and/or fina ncial aid, or to pr ivately pay tuition/fees to Butle r 

County Community College fo r the remaining portio n of thei r pro gram. 

Date of DuBois Business College Closure: 

Teach-Out Effectiv e Date: 

b)(6) 

Signature 

Jackie D. Syktich, President 

DuBois Business College 

September 22, 2016 

Septem 6er 22, 2016 

b)(6) 

Signat ure 

Dr. Nicholas C. Neupauer 

But ler County Community College 
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Cindy A Nowacki 
Assistant Director of Admissions 

Tramifot and Non Traditional Connselm· 
University of Pittsburgh at Bradford 

300 Campus Drive 
Bradford, PA 16701 

Can! 8@12\l!,,<lu 
1-800-872-1787 

Will be at DBC Main Campus on 
Wednesday,Sept. 14,2016 

From 10 a.m. to 2 p.m. 



( 

TWO TOURS SCHEDULED 

FOR COLLEGE VISITS 

SOUTH HILLS SCHOOL OF BUSINESS 
ALTOONA-10:30 A.M. 

WEDNESDAYi SEPTEMBER 14TH, 2016 
TOUR - HOLLY EMERICK 

LOCK HAVEN UNIVERSITY 
· CLEARFIELD CAMPUS-10:00 A.M. 
THURSDAY, SEPTEMBER 15TH, 2016 

TOUR - CASEY FRIEBERG 

S+. FrnJ\£,iS Gln,vers, 

✓ ~Si @l 

• 
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Saint Francis 

University 

will be at DBC · 

( ·· Main Campus on 
r"A <Av~s ~ 

We··ef•#fl~e-s~GJ~a-v~ 

( 

( 

lS.. 
September pZl, at 

lunch timee 
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PTI 
WILL BE AT DBC 

TOMORROW, 

SEPT. 15 AT 10:30 TO 

SPEAI< WITH ALL OF THE 

STUDENTS IN ROOM 115 

AND THEN IN ROOM 109 

ON AN INDIVIDUAL BASIS. 

HE WILL BE HERE UNTIL 

APPROX. 12:30 



( --- iiill 
~fount 

1,Aloysius 
, College 

Mt. Aloysius will be here 

Monday, Septemb er 19, 

From 11:30 to 1 p.m. 

During lunch to talk to the 

students . 



Case Name: In the Matter of Accrediting Council for 
Independent Colleges and Schools 

Docket No.: 16-44-0 

Filing Party: Respondent, Accrediting Council for Independent 
Colleges and Schools 

Exhibit No.: B-0-123 



December 21, 2016 

VIA E-MAIL AND CERTIFIED MAIL 

Mr. Jack Massimino 
Chief Executive Officer 
Corinthian Colleges, Inc. 
560 Mission Street, 2ih Floor 
San Francisco, CA 84105 

/C IC:. ! 

Subject: Debarm ent Notice - Five Years 

Dear Mr. Massimino: 

blanca.young@mto.com 

On Apr il 27, 2015, four (4) branch camp uses of Everest College in California ceased operat ions 
without providing an appropriate teach-out or refunds to students enrolled at the time of closure. 
In a letter dated Aug ust 26, 2015, the Council notified you of its intent to bar you from being an 
ow ner, sen ior adm ini strato r, or gove rnin g board member of an AC ICS- accred ited institution for 
five (5) years, until December 31, 2020 , in accordance with Section 2-3-900 of the Accreditation 
Criteria. 

In accorda nce with Section 2-3-900 of the Accreditation Criteria, you were entitl ed to present 
informat ion and materials to appea l the intent to bar act ion. At the schedu led in-writing hearing 
review on December 2, 2016, the Counci l reviewed the November 5, 2015, and November 15, 
2016, responses provided by your attorney on your behalf. 

As a result of its review , the Co unci l has determined that, as the chief executive office r of the 
corporation, you were responsible for the actions of the institution that preceded the decision to 
precipitously close the four campuses, and the campuses' failure to submit to ACICS teach-out 
plans that were to be exec uted in the interest of students. Therefore, the Council acted to bar you 
from being an owner, senior adm inistrator, or governing board member of an ACICS -accred ited 
institution for a period of five (5) years from the original date of the Intent to Bar Notice, until 
August 26, 2020. 

The final debarment action wi ll be published on the ACICS website . If you have any quest ions, 
please contact Ms. Katie Morrison at kmorrison@acics.org or (202) 336-6783. 
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Mr. Jack Massimino 
December 21, 2016 
Page 2 

Roger J. W illiams 
Interim Pre sident 

c: Ms. Cathy Sheffield, Accreditation and State Liaison, U.S. Department of Education 
( as lrecordsma nager@ed.gov) 

Ms. Leeza Rifredi , Californ ia Bureau for Privat e Postseco ndary Ed ucatio n 
(leeza.rifredi@dca.ca.gov) 

Ms. Perliter Walters-G illiam, ACICS Vice Pre sident - Accreditation 
(pw gilliam @acics.org) 



December 21, 2016 

VIA E-MAIL AND CERTIFIED MAIL 

Mr. Earl Wes ton 
Owner 
Missomi College 
7928 Allot A venue 
Fort Collins, CO 80525 

Dear Mr. Weston: 

Subject: Intent to Bar Notice - Earl Weston 

4westons@gmail.com 

On November 3, 2016, ACICS received official notification of the closure of Missouri College 
on November 1, 2016 1

• According to our records, and as indicated in the notification letter, you 
were the sole shareholder of Missouri College, 1405 South Hanley Road, Brentwood, MO 63144 
(ID Code 00040730). 

Pursuant to Section 2-2-300, "[i]n all instances of termination of activity at either main or 
nonmain camp uses, ACICS must be assured that provision is made for presently enrolled 
students to complete the program of instructio n for which they have enrolled, either at that 
institution or at another acceptable institution. In addition, ACICS must be assured that student 
academic transcripts are safely stored and protected and that the transcripts will be accessib le to 
students and alumni indefinitely. ACICS and the appropr iate regulatory agency must be notified 
of the an-angements made in this regard." In cases where campuses do not comply with this 
provision, the Council may, pursuant to Section 2-3-900, bar a person from being an owner, 
senior administrator, or governing board member of an ACICS-accredited institution. 

The following is a description of the specific reasons that Missouri College did not meet Section 
2-2-300 of the Accreditation Criteria: 

1. The institution did not complete a camp us closure application, as directed by ACICS, to 
include the following items: 

o Pertinent student information to evidence that each student enrolled at the time of 
closure was offered an acceptable educational outcome. 

o An appropriate teach-out plan that provided an acceptable outcome for each 
student to include teach-out and/or transfer-out agreements. 

o Evidence that the student records would be appropriate ly maintained. 

'Document entitled "Missouri Co llege_Closure ACICS Notification" received on November 3, 2016 . 

750 First Street, NE, Suite 980 e washington, DC 20002 - 4223 • t - 202 .336.6780 • f - 202 .842 .2593 eww w.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 
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2. The last information received from Weston Education Group was the written notification 
of Missouri College's closure, e-mai led to ACICS by the national director of 
accreditation for Heritage College/Heritage Institute/Missouri College, which indicated 
the following: 

o Missouri College sent closure notices to all students, via e-mail. Some students 
did not originally receive the notice due to a technical error and the students were 
resent the notice. 

o Missouri College was working on locating other institutions to teach out its 
students, and stated it would provide a formal teach-out plan in the coming days. 

o Contact was made with various state associat ions. 

The Council e-mailed the national director of accreditation for Heritage College/Heritage 
Institute/Missouri College, to follow-up on the submission and execut ion of a teach-out 
plan, but the e-mail was returned as unsuccessful. While some information has been 
provided by the former campus president, Mr. Karl Petersen, a complete teach-out plan 
was not provided and attempts to get information about the whereabouts of the students 
have been unsuccessful. No documentation was uploaded to the campus closure 
application made available to the institution in the ACICS Member Center. 

Council Action 

Therefore, the Council has acted to issue an Intent to Bar Notice to you, Mr. Earl Weston, for ten 
years through December 31, 2026. 

As per Section 2-3-900 of the Accreditation Criteria , you are entitled to present infonnati on and 
materials in writing or in person to appeal the intent to bar at the next schedu led meeting of the 
Council. If you intent to appeal the intent to bar notice, you must inform the Council office in 
writing within ten days of receipt of this notice that you will appeal the intent to bar in writing or 
in person. The Council also needs any written materials that you wish to be reviewed as a part of 
this decision to be submitted by March 1, 2017. 

If you choose not to appeal this Intent to Bar Notice, then the Council's decision for debarment is 
final and no additional appea l rights are available under these procedures. All final debarment 
actions will be published on the ACICS website. 



Mr. Earl Wes ton 
December 21, 2016 
Page3 

If you have any questions, plea se contact Ms. Katie Morri son, Accreditation Coordinator, at 
kmorrison@aci cs.o rg or (202) 336-6783. 

Roger J. Williams 
Interim President 

c: Ms. Cathy Sheffield, Accreditation and State Liai son, U.S. Department of Education 
(aslrecord smanager @ed.gov) 

Mr. Leroy Wade, Missouri Department of Higher Education (leroy.wade@dhe.mo.gov) 
Ms. Perliter Walters-Gilliam, ACICS Vice President - Accreditation 

(pwg illiam @acics.org) 



February 3, 2017 

VIA E-MAIL AND CERTIFIED MAIL 

Mr. Earl Westo n 
Owner 
Missouri Coll ege 
7928 Allot A venue 
Fort Collin s, CO 80525 

Subject: Debarment Notice - Ten Years 

Dear Mr. Weston: 

4westons@gmail.com 

On Nove mber 1, 2016, Missouri Coll ege ceased operations without prov iding an approp riate 
teach-out or refund s to students enrolled at the time of closure. Hence, pursuant to 
Section 2-3-90 0 of the Accreditation Criteria, the Counci l, in its December 2 1, 2016 , letter, 
notifi ed you of its inte nt to bar you from being an owner, senior admini strator , or govern ing 
board member of an ACICS-accredited institution for ten (10) years . 

As a result of this Intent to Bar notic e, you were entitl ed to presen t inform ation and material s to 
appeal this deci sion at the Coun cil 's next scheduled mee ting, if you inform ed the Counci l 's 
office of your desire to app eal the intent to bar within ten (10) business days of original receipt of 
the notice . Howeve r, accordin g to our record s, you did not prov ide such notifi cation and have 
exha usted your right to appea l the Intent to Bar action. 

The refore, the Council 's deci sion is fin al and you are deb arred from being an owne r, senior 
administrator, or governin g board member of an ACICS-acc redited institution for a period of ten 
(10) years through Decemb er 3 1, 2026. No addition al appeal rights are avai lable. 

The final debarm ent action will be publ ished on the AC ICS website . If you have any questions, 
please contact M s. Katie Morri son at kmorrison@acics .org or (202) 336-6783 . 

Sincere ly, 

Roger J. Williams 
Interim President 

750 First Street, NE, Suite 980 e washington, DC 20002-4223 • t - 202 .336.6780 • f - 202 .842 .2593 eww w.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



Mr. Earl Weston 
February 3, 2017 
Page2 

c: Ms. Cathy Sheffield, Accreditation and State Liaison, U.S. Department of Education 
( aslrecordsmanager@ed .gov) 

Mr. Leroy Wade , Missouri Department of Higher Education (leroy .wade@dhe.mo.gov) 
Ms. Perliter Walters-Gilliam , Vice President - Accreditation (pwgilliam@acics.org) 



December 27, 2016 

VIA E-MAIL AND CERTIFIED MAIL 

Ms. Barbara Alonso 
1256 Ponce de Leon Ave. 
Stop 18 1/2 
San Juan , PR 00907 

balonso@mbtipr .edu 

Subject: Intent to Bar Notice - MBTI Business Training Institute President 

Dear Ms. Alonso: 

On September 26, 2016, ACICS received official notification from you of the imminent closure 
of MBTI Business Train ing Institute (MBTI) on September 30, 2016. According to ACICS's 
records, the MBTI website, and your e-mai l notific ation to the Council , you were one of the 
MBTI board memb ers and the president of the institution, which included a main campus in 
Santurce, PR (ID Code 00010107); and three branch campuses in Fajardo, PR (ID Code 
00039406) , Bayamon, PR (ID Code 00039407 ), and Mayaguez, PR (ID Code 000706 23). 

Pursuant to Section 2-2-300, " [i]n all instances of termination of activity at either main or 
nonmain campu ses, ACICS must be assured that provi sion is made for presently enrolled 
students to complete the program of instruction for which they have enrolled, either at that 
institution or at another acceptable institution ." In cases where campu ses do not comply with this 
provision, the Council may, pur suant to Section 2-3-900, bar a person from being an owner, 
senior administrator, or governing board member of an ACICS -accredited institution. 

While the Council acknowledges that the institution provided some options for students by 
inviting other institution s to visit its campuses to offer transfer and admissions services to the 
MBTI student s, which did occur on September 26 and September 28, 2016 , you informed the 
ACICS representative over the phone that you made the decision not to submit a teach-out plan 
due to the limited time frame. Addition ally, below is a description of the specific reasons that 
MBTI Business Training Institute did not meet Section 2-2-300 of the Accreditation Criteria : 

1. The institution ceased academic activities several weeks prior to the noted closure on 
September 15, 2016, without notice to students until a declaration of academic recess for 
the week of September 19, 2016. 

2. The institution did not complete campus closure applications, as directed by ACICS, to 
include the followin g items: 
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o Pertinent student information to evidence that each student emo lled at the time of 
closure was offered an acceptab le educational outcome. 

o An appropr iate teach-out plan that provided an acceptab le outcome for each 
student to include teach-out and/or transfer-out agreements . 

o Evidence that student records would be appropriate ly maintained. 

3. The institution indicated to ACICS that it would provide Consejo de Educaci6n de Puerto 
Rico (CEPR) and ACICS with a list of students who were enrolled at the time of closing 
along with their available financial aid balance, those who were able to transfer, and 
those who could not be transferred or located. However, this information has not been 
received by ACICS. 

Council Action 

Therefore, the Council has acted to issue an Intent to Bar Notice to you, Ms. Barbara Alonso, for 
ten years through December 31, 2026. 

As per Section 2-3-900 of the Accreditation Criteria, you are entitled to present information and 
materials in writing to appeal the intent to bar at the Council's next scheduled meeting. If you 
intend to appeal this Intent to Bar Notice , you must notify the Council, in writing, within ten 
days of initial receipt of this notice. Any materials that you wish to be considered as part of your 
appeal must be submitted electronically and in hard-copy by March 1, 2017. 

If you choose not to appea l this Intent to Bar Notice, then the Council's decision for debarment is 
final, and no additiona l appeal rights are available under these procedures. All final debarment 
actions will be published on the ACICS website. 

If you have any questions, please contact Ms. Katie Morrison, Accreditatio n Coordinator, at 
kmorrison@acics.org or (202) 336-6783. 

Sincerely, 
b)(6) 

Roger J. Williams 
Interim President 

c: Ms. Cathy Sheffield, Accred itation and State Liaison, U.S. Department of Education 
( aslrecordsma nager@ed .gov) 

Mr. David Baez Davila, Consejo de Educaci6n de Puerto Rico (dbaez@ce.pr.gov) 
Ms. Perliter Walters-Gilliam , ACICS Associate Vice President (pwgilliam@acics.org) 



April 18, 2017 

VIA CERTIFIED E-M AIL balonso@mbtipr.edu 

Ms. Barbara Alon so-Vil a 
MBTI Business Trainin g Institute President & Board Member 

Subject: Debarment Notice - Five Years 

Dear Ms. Alon so-Vila: 

On September 26, 2016 , ACICS received official notifi cation from MBTI Business Train ing 
Institute (MBTI) , an institution consisting of one main campu s and three branch campu ses, of its 
immin ent closure on Septemb er 30, 2016 . An unannounced visit condu cted to the institution 
following the notifi cation indicated that it had ceased academic activity startin g on September 
15, 2016 , with an academic recess decl ared the week of Septemb er 19, 2016. MBTI provided 
minim al options for students by hosting other institution s at its campu ses to offer trans fer and 
admissions services to its students. However, the instituti on ceased operations without pro viding 
an appropriat e teac h-out or refund s to student s enrolled at the time of closure, and without 
completing appropriate campu s closure applications, as directed by ACICS . The instituti on 
notifi ed ACICS that it would provid e the Consejo de Edu caci6n de Puerto Rico (CEPR ) and 
ACICS with a list of students who were enroll ed at the time of closing along with their available 
financial aid balance, tho se who were able to transfer , and those who co uld not be transferred or 
located, but failed to do so. 

In a letter dated December 27 , 2016, the Coun cil notified you of its intent to bar you from being 
an owner , senior adm inistrator, or governing board member of an ACICS-accreditation 
institution for ten (10) years, until December 31, 2026 , in accordance with Section 2-3-9 00 of the 
A ccreditation Criteria. Accord ingly, you were entitl ed to present inform ation and materials to 
appeal the intent to bar action. Th e Coun cil reviewed your February 25, 2017, respon se durin g its 
April 2017 meeting. 

As a result of its review, the Coun cil has determined that , as the institution 's president and a 
member of the board of directors of MBTI , you were respon sible for staying up-to-d ate on the 
institu tion 's operations and financial respon sibilities , independent of the previous on-site 
administrato r' s action s, and using your jud gment to analyze all matters imp acting the instituti on, 
which may have led to the board 's decision to close the instituti on. As the impetus for the intent 
to bar action , however, you were responsible for guidin g and supporting the institution in its 
effort to submit to ACICS a teach-out plan or evidence of refund s for current students at the time 
of closure. Therefore, the Council acted to bar you from being an owner, senior admini strator, or 

750 First Street. NE, Suite 980 e washington, DC 20002 - 4223 • t - 202.336 .6780 • f - 202.842 .2593 eww w.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



Ms. Barbara Alonso-Vila 
April 18, 2017 
Page 2 

governing board member of an ACICS-accredited institution for a period of five (5) years from 
the date of the Council's debarment action, until April 7, 2022. 

The final debarment action will be publi shed on the ACICS website. If you have any questions, 
please contact Ms. Katie Morri son at km01Tison@acics.org or (202) 336-6783. 

Sincerely , 

Roger J. William s 
Interim President 

c: Mr. Emilio E. Huyke, Consultant to MBTI Busines s Training Institute 
( ehuyke@yahoo.com) 

Ms. Cathy Sheffield, Accreditation and State Liaison, U.S. Department of Education 
( aslrecordsma nager@ed .gov) 

Mr. David Baez Davila , Con sejo de Educaci6n de Puerto Rico (dbaez@ce .pr.gov) 
Ms. Perliter Walters-Gilliam, Vice President- Accred itation (pwgilliam@acics.o rg) 



June 2, 2017 **REVISED June 13, 2017** 

VIA E-MAIL ONLY 

Dr. Candice Griffith 
Vice President / Director of Education 
Trumbull Business College 
3200 Ridge Road 
Warren, OH 44484 

Subject: Intent to Bar Notice 

Dear Dr. Griffith : 

candicegriffith@yahoo.com 

On March 9, 2017 , ACICS prompted Trumbull Business College (ID Code 00010514) to submit 
a Campu s Closure Application imm ediately, having seen a notice of upcoming closure on the 
institution's website, but not yet received such application. Following receipt of the application 
with its required documents, ACICS acknowledged the March 21, 20 17, closure but noted that 
the institution had not provided evidence of its efforts to secure teach-out agreemen ts with other 
institutions or provide refunds for its students. 

According to ACICS' records, you were the vice president and director of education , as well as a 
30 percent shareholder, of the institution at the time of its closure. Pursuant to Section 2-2-300, 
"[i]n all instances of termination of activity at either main or nonmain campuses, ACICS must be 
assured that provision is made for presently enrolled students to complete the program of 
instruction for which they have enrolled, either at that institution or at another acceptable 
institution." In cases where campuses do not comply with this provision, the Council may, 
pursuant to Section 2-3-900, bar a person from being an owner , senior administrator, or 
governing board member of an ACICS -accredited institution. 

While the Council acknowledge s that the institution provided some options for students by 
inviting three other institution s to visit its campus to be available to students who might have 
questions about transferring, Trumbull Business College did not meet Section 2-2-300 of the 
Accreditation Criteria because it did not assure ACICS, with evidence, that provision was made 
for enrolled student s to complete the program of study for which they enrolled. 

The institution did not have teach-out agreements with other institutions. When asked, via e­
mail , for an updated audit of students to indicate which students graduated, withdrew, were 
refunded, and what institution students would be contin uing at if they hadn 't yet completed their 
programs , you identified five students who had graduated but noted that you did not have a list of 
where the students chose to attend , only some personal knowledge of what institution two 
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Dr. Candice Griffith 
June 13, 20 17 
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enrolled student s were headed to. Hence , the institution is also not tracking where students 
transferred to , if they were able to do so, to ensure that they are able to complete their programs 
of study. ACICS also inquired as to whether refunds would be rewarded to the students, as an 
alternative, but received no information on the matter. 

Council Action 

Therefore, the Council has acted to issue an Intent to Bar Notice to you, Dr. Candice Griffith , for 
five (5) years through December 31, 2022. 

As per Section 2-3-900 of the Accred itation Criteria, you are entitled to present information and 
materia ls, in writing or in person, to appeal the intent to bar at the Counci l's next scheduled 
meeting. If you intend to appeal this Intent to Bar Notice, you must notify the Council, in 
writing, within ten (10) business days of initial receipt of this notice and remit the appropriate 
hearing fee, according to the ACICS Schedule of Fees . Upon receipt of your intent to appeal 
notification with the fee, additional information concerning the proceedings will be forwarded to 
your attention. 

If you choose not to appeal this Intent to Bar Notice, then the Council' s decision for debarment is 
final, and no additiona l appeal right s are available under these procedures. All final debarment 
actions will be publi shed on the ACICS website. 

This Intent to Bar Notice was previously e-mailed to you at cgriffith@trumbull. edu on June 2, 
2017, but was returned with a notification that the message could not be deliver ed to that e-ma il 
address. 

If you have any questions, please contact Ms. Kat ie Morri son, Senior Coord inator, Accreditatio n 
Compliance, at kmorrison@acics.org. 

\ 
Roger J. William s 
Interim President 

c: Ms. Cathy Sheffield, Accreditation and State Liaison, U.S. Department of Education 
(aslrecordsmanager@ed.gov) 

Mr. John Ware, Ohio State Board of Career Colleges and Schools 
Gohn. ware@scr.state.o h.us) 

Ms. Stephanie McC ann, Ohio Board of Regents (smccann@regents.state.oh.us) 
Ms. Perliter Walters-Gilliam, Vice President - Accreditat ion (pwgilliam@acics. org) 
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July 30, 2017 

VIA E-MAIL AND CERTIFIED MAIL 

Dr. Candice Griffith 
Vice President / Director of Education 
Trumbull Business College 
3200 Ridge Road 
Wan en, OH 44484 

Subject: Debarment Notice - Five Years 

Dear Dr. Griffith : 

~ lf,,,: 
, ,~ 

candicegriffith @yahoo.com 

On March 21, 2017, Trumbull Business College closed without assuring ACICS that provi sion 
had been made for all enrolled studen ts to complete the program of study for which they 
enrolled. Hence, pursuant to Section 2-3-900 of the A ccreditation Criteria, the Council, in its 
June 13, 2017, letter, notified you of its intent to bar you from being an owner, senior 
admini strator, or governing board member of an ACICS- accredited institution for five (5) years. 

As a result of this Intent to Bar Notice, you were entitled to present information and materials to 
appeal this decision at the Council's next scheduled meeting, if you informed the Coun cil' s 
office of your desire to appeal the Intent to Bar within ten (10) business days of original receipt 
of the notice. On June 14, 2017, you responded to the e-mailed notice of Intent to Bar, 
summarizing some events and the communications with ACICS leading up to the closure, and 
provided the name of the institution to which a few addition al students transfen ed to, though 
many students remained unaccounted for. On June 22, 2017, you e-mailed the same list of 
students to ACICS, updated with information for two addition al students. On both occas ions, 
ACICS replied to the communications, stating that if you would like to appeal the Intent to Bar 
issued to you, you must indicate your intent in writing, as was noted in the Intent to Bar Notice. 
However, you did not provide such notification and have exhausted your right to appeal the 
Intent to Bar action. 

Therefore, the Council's decision is final and you are debmTed from being an owner, senior 
admini strator, or governing board member of an ACICS-accredited institution for a period of 
five (5) yem·s through December 31, 2022. No additional appeal rights are available. 

The final debarment action will be publ ished on the ACICS website. If you have any questions, 
please contact Ms. Katie Morri son at kmorrison @acics.org. 
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Sioc ecelv 

Roger J. Willi ams 
Interim President 

c: Ms. Cathy Sheffield, Accreditation and State Liaison, U.S. Department of Education 
(aslrecordsmanager@ed.gov) 

Mr. John Ware , Ohio State Board of Career Co lleges and Schoo ls 
Gohn.ware@scr.state.o h.us) 

Ms. Stephan ie McCann, Ohio Board of Regents (smccann@regents.state.oh.us) 
Ms. Perliter Walter s-Gilliam , Vice President - Accreditati on (pwgilliam@acics.org) 



Case Name: In the Matter of Accrediting Council for 
Independent Colleges and Schools 

Docket No.: 16-44-0 

Filing Party: Respondent, Accrediting Council for Independent 
Colleges and Schools 

Exhibit No.: B-0-124 



Annual Financial Repo rt (AFR) - 2017 

Profile Detail s: 

AOCSID : 

Fiscal Year End: March 

ONnership : Private ly Held Corporat ion 

AFR Contact Details : 

Tit le: Olief Financial Of icer & Olief AdministrativeOficer 

Name: 

A1one: 

Email: 

Ownership Disclosure 

Senio r Entity: 

Subsidiary Details 

sCorporate Officer 

Name: 

Tit le: Olief Financial Of icer & Olief AdministrativeOficer 



Statement Of Affirmation 
I hereby affirm that I am an officer or stockholder of the above named institution and that this Annual Financial Fleport has 

been prepared using the original records of the inst itution. 

The following indiv idual is authorized to be contacted regard ing this institution's financial matters: 



b)(4) 

Annual Financial Report (AFR) - 2017 

Income Statement 

Balance Sheet 

Curren t Asse ts 



Annual Financial Report (AFR) - 2017 

Cash - Unrestricted 
Cash - Restricted 
Accounts Receivable, 9:udents 
Accounts Receivable, Related Parties 
Accounts Receivable, Qher 
Accounts Receivable (Goss Total) 
Allowance for Doubtful Accounts 
Accounts Receivable (Net Total) 
Notes Receivable, Related Part ies 
Notes Receivable, Qhe r 
Inventory - Books and 9..ippli es 
91ort Term Investments 
Prepaid Expenses 
Qher Qirrent Assets 
To ta l Curr ent Assets 

Fixed Assets 

Buildings 
Accumulated Depreciati on - Buildings 
Furniture and Equipment 
Accumulated Depreciati on - Furnitu re and 
Equipment 
Leasehold Improvements 
Amortization of Leasehold Improvements 
Land 
Lib rary 
Accumulated Depreciat ion - Library 
Qher Rxed Assets 
Accumulated Depreciat ion - Oher Fixed 
Assets 
To ta l Fixed Assets 

Other Assets 

Deposits 
Qher Prepaid Expenses 
C?oodwill 
Revolving Book Account 
g:A Matching Funds 
Qher Assets 
Tota l Othe r Assets 

Total Assets 

Current Liabiliti es 

Accounts Payable - Trade 
Notes Payable - Equipment 
Notes Payable - Oher 
Tuition Refunds Payable 
Clir rent Portion - Long-Term Debt 
Payroll Taxes P'ayable 

Latest Fisca l Year End Previous Fisca l Year End 
b)(4) 



Annual Financial Report (AFR) - 2017 

Acx:rued Salaries and Wages 
Unearned Tuiti on 
Unearned Dormitory Fees 
Qhe r Oment Liabi lit ies 
Total Current Liabiliti es 

Long-Term Liabilities 

Notes or Bonds Payable 
Mortgage Payable 
Qher Long-Term Liabili ti es 
Total Long-Term Liabilitie s 

Total Liabiliti es 

Stockholder's Equity 

Preferred Sock 
O:>mmon Sock 
Qher Equity 

Retained Earnings 

Beginning Balance 
Earnings/ Loss for Year 
Dividends 
Qhe r Retained Earnings Olanges 
Ending Balance 
Tot al Stockhold er's Equity 

Total Liabilitie s and Stockholder' s 
Equit y 

Current Ratio 

Current Asse ts/C urrent Liabilities 

Disclosure 

Methods Used to Determine 

Inventory - Books and 9.Jpplies 
Depreciat ion • Bui ldings (induding useful 
l ives) 

Latest Fiscal Year End Previous Fisca l Year End 

(b)(4) 

Latest Fisc· 

Latest Fisc: 

Latest Fisc: 

Latest Fisa 



Annual Financial Report (AFR) - 2017 

Depreciation - Furnitu re and Equipment 
(induding useful l ives) 
Depreciation • Library (induding useful 
l ives) 
Depreciat ion • Qher Fixed Assets (including 
useful lives) 
Unearned Tuit ion ( indicate if calculated 
ratab ly over period or other method) 

Other Disclosures 

Total Acoounts Receivable, 3udents , 
indudingtheprovision for bad debt 
Have adjustments been made to the stock , 
other equit y, or other retained earnings line 
-times in the 
Terms of significant Notes Receivable 
Terms of significant Notes Payable 

Educational Income Explanation 

3ra ight line over 5 years 

3raight line over 5 years 

3raight line over 5 years 

Calculated ratably over per iod 

413292 

No adjustments made 

None 
None 

Your Educatio nal Income is not a positive value. Please supp ly a MANDATORY explanation. 

Loss Explanation 

You have report ed a los s. Please supply a MANDATORY exp lan ation : 



Annual Financial Report (AFR) - 2017 

Profile Details: 

AOCSID: 

Fiscal Year End: Apri l 

ONnership : Private ly Held Corporation 

AFR Contact Details: 

Title: ~nior VP of Finance 

Name: 

Phone: 

Email : 

Ownership Disclosure 

Senior Entity: 

Subsidiary Details 

oCorporate Officer 

Name: 

Title : 

Address: 



Statement Of Affirmation 
I hereby affirm that I am an officer or stockholder of the above named institution and that this Annual Financial Fleport has 

been prepared using the original records of the inst itution. 

The following indiv idual is authorized to be contacted regard ing this institution's financial matters: 



Annual Financial Report (AFR) - 2017 

Income Statem ent 

Educati onal Reven ues 

Qoss Tuition 
Q oss 0:mt r act Revenue 
Less: Tu it ion P.efunds 
Less: Textbook Expenses 
Total Educatio nal Reven ues 

Educat ion al Expenses 

Instructiona l Salaries 
Inst ructiona l Expenses 
Sudent Recruitment 
Deprec iation of Equipment 
O:cupancy Expenses 
Administrat ive Salaries 
Qficer Salaries 
Administrat ive Expenses 
Sudent Personnel ~ rvices 
Tota l Education Expe nses 

Educational Income (Loss) 
Opera tion al Income (Loss) 

Othe r Inco me and Expenses 

Net Dormito ry Income 
Net BookstoreQ:,erations Income 
Net Interest Income and Expenses 
Net Q her Income and Expenses 
Net Extraord inary and Unusual Income and 
Expenses 
Total Other Income and Expenses 

Net Income (Loss) before Taxes 
Federal and Sa te Income Taxes 
Net Income (Loss) after Taxes 

Balance Sheet 

Cur ren t Asse ts 

Latest Fisca l Year End 
$9,781,479.00 
($190,800.00) 

$0.00 
$722,779.00 

$8,867,900.00 

Lates t Fisca l Year End 
$1,445,153 .00 
$110,149.00 
$451 ,119.00 
$165,1 59.00 

$1,332,839.00 
$995,774.00 

$0.00 
$2,979 ,126.00 
$523,914.00 

$8,003,233.00 

Latest Fisca l Year End 
$864,667.00 

$1,029,826.00 

Latest Fisca l Year End 
$0.00 
$0.00 

($70,864.00) 
($507 ,621.00) 

($6 ,683.00) 

($585,168.00) 

Latest Fisca l Year End 
$279,499 .00 
$935,041.00 

($655,542.00) 

Operating Ratios 
110.30% 
-2.15 % 
0.00% 
8.15% 

100.00% 

Operat ing Ratios 
16.30% 
1.24% 
5.09% 
1.86% 

15.03 % 
11.23 % 
0.00% 

33.59% 
5.91 % 

90.25 % 

Prev ious Fisca l Year End 
$11,750 ,393.00 

($83,742.00) 
$0.00 

$885 ,720.00 
$10,780 ,931.00 

Prev ious Fisca l Year End 
$1 ,492,370.00 
$175 ,941.00 
$493 ,179.00 
$306 ,333.00 

$1 ,298,584.00 
$1,314,132.00 

$0.00 
$3,167,130.00 
$520 ,508.00 

$8,768,177.00 

Previo us fi sca l Year End 
$2 ,012 ,754.00 
$2 ,319 ,087.00 

Operat ing Ratios 
0.00% 
0.00% 
-0.80 % 
-5.72% 

-0.08 % 

-6.60% 

Prev ious Fisca l Year End 
$0.00 
$0.00 

($89,185.00) 
($563 ,883.00) 

$0.00 

($653,0 68.00) 

Prev ious Fisca l Year End 
$1 ,359 ,686.00 
$376,167.00 
$983,519.00 



Annual Financial Report (AFR) - 2017 

Cash - Unrestricted 
Cash - Restr icted 
Accounts Receivable, 9:udents 
Accounts Receivable, Related Parties 
Accounts Receivable, Qher 
Accounts Receivable (Goss Total) 
Allowance for Doubtful Accounts 
Accounts Receivable (Net Total) 
Notes Receivable, Related Part ies 
Notes Receivable, Qhe r 
Inventory - Books and 9..ippli es 
91ort Term Investmen ts 
Prepaid Expenses 
Qhe r Qir rent Assets 
To ta l Current Assets 

Fixed Assets 

Build ings 
Accumulated Depreciati on - Buildings 
Furnitu re and Equipment 
Accumulated Depreciati on - Furn it ure and 
Equipment 
Leasehold Improvements 
Amortization of Leasehold Improvements 
Land 
Lib rary 
Accumulated Depreciat ion - Library 
Qhe r Rxed Assets 
Accumulated Depreciati on - Oher Fixed 
Assets 
To ta l Fixed Assets 

Other Assets 

Deposits 
Qhe r Prepaid Expenses 
C?oodwill 
Revolving Book Account 
g:A Matching Funds 
Qhe r Assets 
Total Othe r Assets 

Total Assets 

Current Liabili ties 

Accounts Payable - Trade 
Notes Payable - Equipment 
Notes Payable - Oher 
Tuition Refunds Payable 
Clirrent Porti on - Long-Term Debt 
Payroll Taxes P'ayable 

Latest Fisc al Year End Prev ious Fisca l Year End 

(b)(4) 

L 

L 

L 

L 



Annual Financial Report (AFR) - 2017 

Acx:rued Salaries and Wages 
Unearned Tuiti on 
Unearned Dormitory Fees 
Qhe r Oment Liabi lit ies 
Total Current Liabiliti es 

Long-Term Liabilities 

Notes or Bonds Payable 
Mortgage Payable 
Qher Long-Term Liabili ti es 
Total Long-Term Liabilitie s 

Total Liabiliti es 

Stockholder's Equity 

Preferred Sock 
O:>mmon Sock 
Qher Equity 

Retained Earnings 

Beginning Balance 
Earnings/ Loss for Year 
Dividends 
Qhe r Retained Earnings Olanges 
Ending Balance 
Tot al Stockhold er's Equity 

Total Liabilitie s and Stockholder' s 
Equit y 

Current Ratio 

Current Asse ts/C urrent Liabilities 

Disclosure 

Methods Used to Determine 

Inventory - Books and 9.Jpplies 
Depreciat ion • Bui ldings (induding useful 
l ives) 

Latest Fiscal Year End Previous Fisca l Year End 

(b)(4) 

Lates 

Lates 

Lates 

Lates 

2.1 :1 

FIFO 

SfRAI G-ff LI NE 2 + 1 O YEARS 



Annual Financial Report (AFR) - 2017 

Depreciation - Furnitu re and Equipment 
(induding useful l ives) 
Depreciation • Library (induding useful 
lives) 
Depreciat ion • Qher Fixed Assets (includ ing 
useful lives) 
Unearned Tuit ion ( ind icate if calculated 
ratab ly over period or other method) 

Other Disclosures 

Total Acoounts Receivab le, 3udents , 
indudingthep rov ision for bad debt 
Have adjustments been made to the stock , 
other equit y, or other retained earn ings line 
-times in the 
Terms of sign ifican t Notes Receivable 
Terms of sign ifican t Notes Payable 

Loss Explanation 

SfRAI G-ff LI NE 2 + 1 0 YEARS 

SfRAI G-ff LI NE 2 + 1 0 YEARS 

SfRAI G-ff LI NE 2 + 1 0 YEARS 

RAT ABLE OVER PERI OD 

l(b)(4) 

0 

0 
0 

You have reported a lo ss. Please supply a MANDATORY exp lanation: 

Reduction in population in the campus has resu lted in a 
reduction in revenue. Costs remain in line with prior year due to fix faculty 
expenses resu lting in a net loss. We are working to offer new programs that 
enable us to increase revenue .. 



Annual Financial Report (AFR) - 2016 

Profile Details: 

AOCSID: 

Fiscal Year End: December 

ONnership : Limited Liability Company 

AFR Contact Details: 

Tit le: Director of Development 

Name: 

A1one: 

Email : 

Ownership Disclosure 

Senior Entity: 

Subsidiary Details 

A1one: Corporate Officer 

Name: 

Tit le: 

Address: 



Statement Of Affirmation 
I hereby affirm that I am an officer or stockholder of the above named institution and that this Annual Financial Fleport has 

been prepared using the original records of the inst itution. 

The following indiv idual is authorized to be contacted regard ing this institution's financial matters: 



Annual Financial Report (AFR) - 2016 

Income Statement 

Educational Revenues 

Goss Tuition 

Goss Contract Revenue 

Less: Tu it ion Refunds 

Less: Textbook Expenses 

Tota l Educational Revenues 

Educational Expenses 

Inst ructional Salaries 

Instructiona l Expenses 

3uden t Recruitment 

Depreciation of Equipment 

O;cupancy Expenses 

Administrat ive Salaries 

Ofioer Salaries 

Administrat ive Expenses 

3udent Personnel Services 

Tota l Education Expenses 

Educational Income (Loss) 

Operational Income (Loss) 

Other Income and Expenses 

Net Dormit ory Income 

Net BookstoreCperations Income 

Net Interest Income and Expenses 

Net 0: her Income and Expenses 

Net Extraordinary and Unusual Income;; 
Expenses 

Total Other Income and Expenses 

Lntvst Fis ' ->I Yv:lr End 
b)(4) 

Latest Fiscal Year End 

Previous Fiscal Year End 

Previou s Fiscal Year End 

ca l Year End 

Previous Fiscal Yea r End 

Pre viou s Fisca l Year End 



Annual Financial Report (AFR) - 2016 

Net Income (Loss) before Taxes 

Federal and Sate Income Taxes 

Net Income (Loss) after Taxes 

Balance Sheet 

Current Assets 

C.ash - Unrestricted 

Qish - Restricted 

Accounts Receivable, Sudents 

Accounts Receivable, Related Parties 

Accounts Receivable, ()her 

Accounts Receivable (Qoss Total) 

Allowance fo r Doubtful Accounts 

Accounts Receivable (Net Total) 

Notes Receivable, Related Part ies 

Notes Receivable, ()her 

Inventory - Books and 9.Jppli es 

Slort Term Investmen ts 

Prepaid Expenses 

Qher OJrrent Assets 

Total Current Assets 

Fixed Assets 

Build ings 

Accumulated Depreciat ion - Build ings 

Furnitu re and Equipment 

Accumulated Depreciati on - Furn it ure and 
Equipment 

Leasehold Improvements 

Amortization of Leasehold Improvements 

Land 

Library 

Accumulated Depreciat ion - Library 

Qhe r Fixed Assets 

Accumulated Depreciati on - Qher Fixed 
Assets 

Total Fixed Asse ts 

Latest Fisca l Year End 
'"""fb,...,..)(4,.,-) -----. 

$0.00 

Latest Fisca l Yef~~_f_<.r_r ____ ~ 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

Kb)(4) 

Latest Fisca l Year End 

$0.00 

$0.00 

l(b)(4) 

l(b)(4) 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

Previous Fisca l Year End 

Previous Fisca l Year End 

Previous Fisca l Year End 



Othe r Asse ts 

Deposits 

et her Prepaid Expenses 

Cbodw i ll 

Revolving Book Acoount 

'2FA Matching Funds 

ethe r Assets 

Tot al Other Asset s 

Total Asset s 

Current Liabiliti es 

Accounts Payable - Trade 

Notes Payable • Equipment 

Notes Payable - ether 

Tuit ion Refunds Payable 

Qment Port ion - Long-Term Debt 

Payroll Taxes Payable 

Accrued S:!laries and Wages 

Unearned Tui ti on 

Unearned Dormito ry Fees 

ethe r Omen t Liab ilit ies 

Tot al Curren t Liabilit ies 

Long-Term Liabiliti es 

Notes or Bonds Payable 

Mortgage Payable 

ethe r Long-Term Liabili ti es 

Tota l Long-Te rm Liabiliti es 

Tot al Liabiliti es 

Annual Financial Report (AFR) - 2016 

Lates t Fisc al Year End 

$0.00 

$0.00 

$0 .00 

$0.00 

$0.00 

□ 
Latest Fiscal Ye~ 

L_J 
Lates t Fiscal Year,_E=n=d~--~ 

l(b)(4) 

l(b)(4) 

$0.00 

$0 .00 

$0.00 

$0.00 

$0.00 

l(b)(4) 

$0.00 

D 
Latest Fiscal Year End 

$0.00 

$0 .00 

Lates t Fisc al Ycp.__r_(•f_)d ____ ___. 

Prev ious Fisc al Year End 

Prev ious Fisca l Year End 

Prev ious Fisca l Year End 

Previous Fisca l Year End 

Prev ious Fisca l Year End 



Annual Financial Report (AFR) - 2016 

Stockhold er's Equit y 

Prefer red Sock 

Common Sock 

Ohe r Equit y 

Retained Earnings 

Beginning Balance 

Earnings'Lossfor Year 

Dividends 

Oher Retained Earnings Oianges 

Ending Balance 

Tota l Stockhold er's Equity 

Tota l Liabiliti es and Sto ckhold er's 
Equi ty 

Current Ratio 

Curre nt Assets/C urre nt Liabiliti es 

Disclosure 

Methods Use d to Determine 

Inventory - Books and 9..Jppli es 
Depreciation • Bui ldings (including useful 
l ives) 

Depreciation - Furnitu re and Equipment 
(including useful l ives) 

Depreciat ion • Libra ry (including useful 
l ives) 

Lates t Fisc al Year End 

$0.00 

$0.00 

l(b)(4) 

$0.00 

$0.00 

$0.00 

$0.00 

$0.00 

Lates t Fiscal Year End 
"'"j<b-,a;)(4~)~---. 

Pr ev iou s Fisc al Year End 

Pr ev ious Fisca l Year End 

0.11 :1 

Coogle ~readsheet 

n/ a 

Property and equipment are stated at cost and depr eciated over their estima ted useful lives using the 
straigh t -l ine method. Routine repai rs and maintenance are charged to expense when incu r red. When 

property and equipm ent are ret ired or sold, the relat ed cost and accumulated dep reciat ion are 
removed from the respect ive accounts, and the resulting gains and losses are inclu ded in income. 

n/ a 

The Company reviews for impairmen t of long-l ived assets in accordance w ith account ing standards. 
These standards requ ire compan ies to determine if changes in circumstances indica te that the carrying 

D • r O h Fi ed A t C I d' amount of its long-l ived assets may not be recoverable. If a change in circumst ances warran ts such an 
~r~ ia '

0t · er ix sse s inc u ingevaluation, undiscounted future cash flows from the use and ultimate disposit ion of the asset, as well as 
use u ives respect ive mar ket va lues, are estima ted to determine if an impair ment exists. Management believes 

Unearned Tuiti on ( ind icate if calculated 
ratably over peri od or other method ) 

that the re has been no imp ai rment of the carry ing value of its long-lived assets at December 31, 2015 
and 2014. 

inclu ded in current liabil iti es 



Annual Financial Report (AFR) - 2016 

Other Disclos ures 

Total Accounts Receivable, Sudents , 
induding the provision for bad debt 
Have adjustments been made to the stock, 
other equity, or other retained earnings line 
-times in the 
Terms of significant Notes Receivable 
Terms of significant Notes Payable 

Current Ratio Explanation 

see attached AFS 

see attached AFS 

see attached AFS 
see attached AFS 

The current rati o is below 1:1. Please suppl y a MANDATORY explanation: 

Loss Explanation 

You ha ve repor te d a loss . Please supply a MANDATORY explanation: 



Annual Financial Report (AFR) - 2017 

Profile Details: 

AOCSID: 

Fiscal Year End: Jme 

ONnership : Private ly Held Corporation 

AFR Contact Details: 

Tit le:CEO 

Name: 

A1one: 

Email: 

Ownership Disclosure 

Senior Entity: 

Subsidiary Details 

Corporate Officer 

Name: 

Tit le: 

Address: 



Statement Of Affirmation 
I hereby affirm that I am an officer or stockholder of the above named institution and that this Annual Financial Fleport has 

been prepared using the original records of the inst itution. 

The following indiv idual is authorized to be contacted regard ing this institution's financial matters: 



Annual Financial Report (AFR) - 2017 

Income Statement 

Educational Revenues 

Qoss Tuition 
Q oss 0:mt r act Revenue 
Less: Tuition P.efunds 
Less: Textbook Expenses 
Total Educational Revenues 

Educational Expenses 

Instructiona l Salaries 
Inst ructiona l Expenses 
Sudent Recruitment 
Depreciation of Equipment 
O:cupancy Expenses 
Administrat ive Salaries 
Qficer Salaries 
Administrat ive Expenses 
Sudent Personnel ~ rvices 
Total Edu cation Expe nses 

Educational Income (Loss) 
Operational Income (Loss) 

Other Income and Expenses 

Net Dormito ry Income 
Net BookstoreQ:,erations Income 
Net Interest Income and Expenses 
Net Q her Income and Expenses 
Net Extraord inary and Unusual Income and 
Expenses 
Total Other Income and Expenses 

Net Income (Loss) before Taxes 
Federal and Sa te Income Taxes 
Net Income (Loss) after Taxes 

Balance Sheet 

Current Assets 



Annual Financial Report (AFR) - 2017 

Cash - Unrestricted 
Cash - Restricted 
Accounts Receivable, 9:udents 
Accounts Receivable, Related Parties 
Accounts Receivable, Qher 
Accounts Receivable (Goss Total) 
Allowance for Doubtful Accounts 
Accounts Receivable (Net Total) 
Notes Receivable, Related Part ies 
Notes Receivable, Qhe r 
Inventory - Books and 9..ippli es 
91ort Term Investments 
Prepaid Expenses 
Qher Qirrent Assets 
Tota l Current Assets 

Fixed Assets 

Buildings 
Accumulated Depreciati on - Buildings 
Furniture and Equipment 
Accumulated Depreciati on - Furnitu re and 
Equipment 
Leasehold Improvements 
Amortization of Leasehold Improvements 
Land 
Lib rary 
Accumulated Depreciat ion - Library 
Qher Rxed Assets 
Accumulated Depreciat ion - Oher Fixed 
Assets 
Total Fixed Assets 

Other Assets 

Deposits 
Qher Prepaid Expenses 
C?oodwill 
Revolving Book Account 
g:A Matching Funds 
Qher Assets 
Tota l Other Assets 

Total Assets 

Current Liabiliti es 

Accounts Payable - Trade 
Notes Payable - Equipment 
Notes Payable - Oher 
Tuition Refunds Payable 
Clir rent Portion - Long-Term Debt 
Payroll Taxes P'ayable 

Latest Fiscal ~:u;,,......,..._ ________ ......,..,......,..,__.......,.u.;.....,..,__."""' ______ ., 
(b)(4) 

Latest Fiscal 

Latest Fiscal 

Latest Fiscal 

Latest Fiscal 



Annual Financial Report (AFR) - 2017 

Acx:rued Salaries and Wages 
Unearned Tu iti on 
Unearned Dormitory Fees 
Qhe r Oment Liabi li t ies 
Total Current Liabiliti es 

Long-Term Liabilities 

Notes or Bonds Payable 
Mortgage Payable 
Qher Long-Term Liab ili ti es 
Total Long-Term Liabilitie s 

Total Liabiliti es 

Stockholder's Equity 

Preferred Sock 
O:>mmon Sock 
Qher Equity 

Retained Earnings 

Beginning Balance 
Earn ings/ Loss for Year 
Dividends 
Qhe r Retained Earn ings Olanges 
Ending Balance 
Tot al Stockhold er's Equity 

Total Liabilitie s and Stockholder' s 
Equit y 

Current Ratio 

Current Asse ts/C urrent Liabilities 

Disclosure 

Methods Used to Determine 

Inventory - Books and 9.Jpplies 
Deprec iat ion • Bui ld ings (induding usefu l 
l ives) 

Latest Fb (b)(4) 

Latest Fb 

Latest Fis 

Latest Fis 

Latest Fis 

2.08:1 

0:>st 

NA 



Annual Financial Report (AFR) - 2017 

Depreciation - Furnitu re and Equipment 
(induding useful l ives) 
Depreciat ion • Library (induding useful 
l ives) 
Depreciat ion • Qhe r Fixed Assets (including 
useful lives) 
Unearned Tuiti on ( indicate if calculated 
ratab ly over peri od or other method) 

Othe r Discl osure s 

Total Acoounts Receivable, 3uden ts, 
indudingthep rovision for bad debt 
Have adjustments been made to the stock , 
other equit y, or other retained earnings line 
-times in the 
Terms of significant Notes Receivable 
Terms of significant Notes Payable 

Loss Explanation 

3raight Line Method 

NA 

3raight Line Method 

P.at ably Oter Period 

3ockhold ers Contr ibuted $4,425,827 into Qiptial 

NA 
3andard 

You have repo rted a lo ss . Ple ase suppl y a MANDATORY explanation : 



Annual Financial Report (AFR) - 2017 

Profile Details: 

AOCSID: 

Fiscal Year End: Jme 

ONnership : Private ly Held Corporation 

AFR Contact Details: 

Tit le: 

Name: 

A1one: 

Email: 

Ownership Disclosure 

Senior Entity: 

Subsidiary Details 

Corporate Officer 

Name: 

Tit le: 

Address: 



Statement Of Affirmation 
I hereby affirm that I am an officer or stockholder of the above named institution and that this Annual Financial Fleport has 

been prepared using the original records of the inst itution. 

The following indiv idual is authorized to be contacted regard ing this institution's financial matters: 



Annual Financial Report (AFR) - 2017 

Income Statement 

Educational Revenues 

Qoss Tuition 
Q oss 0:mt r act Revenue 
Less: Tuition P.efunds 
Less: Textbook Expenses 
Total Educational Revenues 

Educational Expenses 

Instructiona l Salaries 
Inst ructiona l Expenses 
Sudent Recruitment 
Depreciation of Equipment 
O:cupancy Expenses 
Administrat ive Salaries 
Qficer Salaries 
Administrat ive Expenses 
Sudent Personnel ~ rvices 
Total Edu cation Expe nses 

Educational Income (Loss) 
Operational Income (Loss) 

Other Income and Expenses 

Net Dormito ry Income 
Net BookstoreQ:,erations Income 
Net Interest Income and Expenses 
Net Q her Income and Expenses 
Net Extraord inary and Unusual Income and 
Expenses 
Total Other Income and Expenses 

Net Income (Loss) before Taxes 
Federal and Sa te Income Taxes 
Net Income (Loss) after Taxes 

Balance Sheet 

Current Assets 

Lat 

Lat 

Lat 

Lat 



Annual Financial Report (AFR) - 2017 

Cash - Unrestricted 
Cash - Restricted 
Accounts Receivable, 9:udents 
Accounts Receivable, Related Parties 
Accounts Receivable, Qher 
Accounts Receivable (Goss Total) 
Allowance for Doubtful Accounts 
Accounts Receivable (Net Total) 
Notes Receivable, Related Parties 
Notes Receivable, Qhe r 
Inventory - Books and 9..ippli es 
91ort Term Investmen ts 
Prepaid Expenses 
Qher Qirrent Assets 
To ta l Current Assets 

Fixed Assets 

Buildings 
Accumulated Depreciati on - Buildings 
Furnitu re and Equipment 
Accumulated Depreciati on - Furn it ure and 
Equipment 
Leasehold Improvemen ts 
Amortization of Leasehold Improvements 
Land 
Lib rary 
Accumulated Depreciat ion - Library 
Qher Rxed Assets 
Accumulated Depreciat ion - Oher Fixed 
Assets 
To ta l Fixed Assets 

Other Assets 

Deposits 
Qher Prepaid Expenses 
C?oodwill 
Revolving Book Account 
g:A Matching Funds 
Qher Assets 
To tal Othe r Assets 

To tal Assets 

Current Liabili ties 

Accounts Payable - Trade 
Notes Payable - Equipment 
Notes Payable - Oher 
Tuition Refunds Payable 
Clirrent Portion - Long-Term Debt 
Payroll Taxes P'ayable 

Late st Fisc al Year End 
b)(4) 

Late 

Late 

Late 

Late 

Previous Fiscal Year End 



Annual Financial Report (AFR) - 2017 

Acx:rued Salaries and Wages 
Unearned Tui ti on 
Unearned Dormitory Fees 
Qhe r Oment Liabi lit ies 
Total Current Liabiliti es 

Long-Term Liabiliti es 

Notes or Bonds Payable 
Mortgage Payable 
Qhe r Long-Term Liabili ti es 
Total Long-Te rm Liabiliti es 

Total Liabiliti es 

Stockhold er's Equity 

Preferred Sock 
O:>mmon Sock 
Qhe r Equity 

Retained Earnings 

Beginning Balance 
Earnings/ Loss for Year 
Dividends 
Qhe r Retained Earnings Olanges 
Ending Balance 
Total Stockholder's Equity 

Total Liabilitie s and Sto ckholder's 
Equit y 

Current Ratio 

Current Asse ts/C urrent Liabili ties 

Disclosure 

Method s Used to Determin e 

Inventory - Books and 9.Jppli es 
Depreciat ion • Bui ldings (induding useful 
l ives) 

Latest F"(b)(4) 

Lates t F 

Latest F 

Latest F 

Latest F 

0:>st 

NA 



Annual Financial Report (AFR) - 2017 

Depreciation - Furnitu re and Equipment 
(induding useful l ives) 
Depreciation • Library (induding useful 
l ives) 
Depreciat ion • Qher Fixed Assets (including 
useful lives) 
Unearned Tuitio n ( indicate if calculated 
ratab ly over peri od or other method) 

Other Disclosures 

Total Acoounts Receivable, 3udents , 
indudingthep rov ision for bad debt 
Have adjustments been made to the stock , 
other equit y, or other retained earnings line 
-times in the 
Terms of significant Notes Receivable 
Terms of significant Notes Payable 

Educational Income Explanation 

3raight Line Method 

NA 

3raight Line Method 

P.at ably Oter Period 

l(b)(4) 

3ockholdersContr ibut4 (b)(4) 

NA 
3andard 

Ito (Bptial 

Your Educational Income is not a positive value . Please supp ly a MANDATORY explanation. 

Loss Explanation 

You have repo rte d a lo ss . Please suppl y a MANDATORY explanat ion: 



Annual Financial Report (AFR) - 2017 

Profile Details: 

AOCSID: 

Fiscal Year End: 

ONnership : Private ly Held Corporation 

AFR Contact Details: 

Tit le: 

Name: 

A1one: 

Email: 

Ownership Disclosure 

Senior Entity: 

Subsidiary Details 

Corporate Officer 

Name: 

Tit le: 

Address: 



Statement Of Affirmation 
I hereby affirm that I am an officer or stockholder of the above named institution and that this Annual Financial Fleport has 

been prepared using the original records of the inst itution. 

The following indiv idual is authorized to be contacted regard ing this institution's financial matters: 



Annual Financial Report (AFR) - 2017 

Income Statement 

Educational Revenues 

Qoss Tuition 
Q oss 0:mt r act Revenue 
Less: Tuition P.efunds 
Less: Textbook Expenses 
Total Educational Revenues 

Educational Expenses 

Instructiona l Salaries 
Inst ructiona l Expenses 
Sudent Recruitment 
Depreciation of Equipment 
O:cupancy Expenses 
Administrat ive Salaries 
Qficer Salaries 
Administrat ive Expenses 
Sudent Personnel ~ rvices 
Total Edu cation Expe nses 

Educational Income (Loss) 
Operational Income (Loss) 

Other Income and Expenses 

Net Dormito ry Income 
Net BookstoreQ:,erations Income 
Net Interest Income and Expenses 
Net Q her Income and Expenses 
Net Extraord inary and Unusual Income and 
Expenses 
Total Other Income and Expenses 

Net Income (Loss) before Taxes 
Federal and Sa te Income Taxes 
Net Income (Loss) after Taxes 

Balance Sheet 

Current Assets 

Lat 

Lat 

Lat 

Lat 



Annual Financial Report (AFR) - 2017 

Cash - Unrestricted 
Cash - Restricted 
Accounts Receivable, 9:udents 
Accounts Receivable, Related Parties 
Accounts Receivable, Qher 
Accounts Receivable (Goss Total) 
Allowance for Doubtful Accounts 
Accounts Receivable (Net Total) 
Notes Receivable, Related Part ies 
Notes Receivable, Qhe r 
Inventory - Books and 9..ippli es 
91ort Term Investments 
Prepaid Expenses 
Qher Qirrent Assets 
To ta l Curr ent Assets 

Fixed Assets 

Buildings 
Accumulated Depreciati on - Buildings 
Furniture and Equipment 
Accumulated Depreciati on - Furnitu re and 
Equipment 
Leasehold Improvements 
Amortization of Leasehold Improvements 
Land 
Lib rary 
Accumulated Depreciat ion - Library 
Qher Rxed Assets 
Accumulated Depreciat ion - Oher Fixed 
Assets 
Total Fixed Assets 

Other Assets 

Deposits 
Qher Prepaid Expenses 
C?oodwill 
Revolving Book Account 
g:A Matching Funds 
Qher Assets 
Tota l Othe r Assets 

Total Assets 

Current Liabiliti es 

Accounts Payable - Trade 
Notes Payable - Equipment 
Notes Payable - Oher 
Tuition Refunds Payable 
Clir rent Portion - Long-Term Debt 
Payroll Taxes P'ayable 

Latest Fiscal Yeia.<>.i;.r~"nd11.... _________ .a:; 0
--~ .. u··w,,:i.JFui·i:;i;.""·" 111..u:. VP<>i1LJr"CJ11"".1...,_ ___ -, 

(b)(4) 

Latest Fiscal Yt 

Latest Fiscal YE 

Latest Fiscal Ye 

Latest Fiscal Ye 



Annual Financial Report (AFR) - 2017 

Acx:rued Salaries and Wages 
Unearned Tuit ion 
Unearned Dormitory Fees 
Qhe r Oment Liabi li t ies 
Total Current Liabiliti es 

Long-Term Liabiliti es 

Notes or Bonds Payable 
Mortgage Payable 
Qher Long-Term Liab ili ti es 
Total Long-Te rm Liabilitie s 

Total Liabiliti es 

Stoc khold er's Equity 

Preferred Sock 
O:>mmon Sock 
Qher Equity 

Retained Earnings 

Beginning Balance 
Earn ings/ Loss for Year 
Dividends 
Qhe r Retained Earn ings Olanges 
Ending Balance 
Tot al Stockhold er's Equity 

Total Liabilitie s and Stockholder' s 
Equit y 

Current Ratio 

Current Asse ts/C urrent Liabilit ies 

Disclosure 

Method s Used to Determine 

Inventory - Books and 9.Jppli es 
Deprec iation • Bui ld ings (induding usefu l 
l ives) 

Latest Fisc al Year End Previous Fisca l Year End 
"'"b.,..,)(4""")----------------------, 

Latest Fisc al Ye 

Latest Fiscal Ye 

Latest Fiscal Ye 

Latest Fiscal Ye 

2.08:1 

0:>st 

NA 



Annual Financial Report (AFR) - 2017 

Depreciation - Furnitu re and Equipment 
(induding useful l ives) 
Depreciat ion • Library (induding useful 
l ives) 
Depreciat ion • Qhe r Fixed Assets (including 
useful lives) 
Unearned Tuiti on ( indicate if calculated 
ratab ly over peri od or other method) 

Othe r Discl osure s 

Total Acoounts Receivable, 3uden ts, 
indudingthep rovision for bad debt 
Have adjustments been made to the stock , 
other equit y, or other retained earnings line 
-times in the 
Terms of significant Notes Receivable 
Terms of significant Notes Payable 

Loss Explanation 

3raight Line Method 

NA 

3raight Line Method 

P.at ably Oter Period 

l(b)(4) 

3ockho lder 0:mtribut ed $4,425 ,827 into Capital 

NA 
3andard 

You have repo rted a lo ss . Ple ase suppl y a MANDATORY explanation : 



Case Name: In the Matter of Accrediting Council for 
Independent Colleges and Schools 

Docket No.: 16-44-0 

Filing Party: Respondent, Accrediting Council for Independent 
Colleges and Schools 

Exhibit No.: B-0-125 



May 5, 2017 ID Code 000104 l 8(MC) 

VIA E-MAIL AND UPS DELIVERY acics .coleman.university.sd @coleman.edu 

Mr. Nor bert Kubi lus 
President and CEO 
Coleman University 
8888 Balboa A venue 
San Diego, CA 92123 

Subject: Financial Show-Ca use Dir ective 

Dear Mr. Kubilus: 

At its April 2017 meeting, the Council considered the audited financial statements submitted by 
your institution , as well as your Quarterly Financ ial Report . As a result of its review, the Council 
found the following based on Section 3-1-203 oftheAccreditation Criteria: 

• The institution's Quarterly Financial Report for the period ended December 31, 2016, does 
not evidence financial stability based on the Council 's review of the following infonnation : 

(b)(4) 
a. net loss of ..... .. . . ... ...... ... ...... ........... . ... . . . ... .. . 

on educational revenues of . ... .. ..... . . .. .. . ... ......... . . 
for a percentage loss of ... . .. .... . . ..... . ..... . ........ . . . . 

b. current assets of .... ... . . ... .. . . . . .. .. .. . . . . . .. . .. . . . . .. . . .. . 
and current liabilities of . . ..... . . . . . ... . . . . ... . . .. .. . .. .... . 
for a current ratio of ............... ... ...... ...... ....... .. . 

Cou ncil Act ion 

Therefore, pursuant to Section 2-1-808 of the Accred itation Criteria, the Council acted to direct the 
inst itution to show cause why its current grant of accreditation should not be withdrawn by way of 
suspension due to the institution ' s weak and deteriorated financial condition. Accordingly, the 
Council will schedule a review of the institution' s response to this action for its August 2017 
meeting, for which the institution must provide the appropriate notification of its intent to present its 
response, along with the required fee, within ten (10) business days of receipt of this notice, by 
May 19, 20 17. Fai lure to do so will be considered a deviation from the directives of ACICS and 
result in a withdrawal by suspension action in accordance with Section 2-3-402 of the Accreditation 
Criteria. 

750 First Street, NE, Suite 980 e washington, DC 20002 - 4223 • t - 202.336.6780 • f - 202.842.2593 hww.acics .org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



\fr T\orbert Kubilus 
\1ay 5, 2017 
Page 2 of4 

In response to this action, your institution must submit the following information and take the steps 
outlined belmv All infimnation must be submitted no later than July 15, 2017, unless othef\vise 
indicated. 

A Quarterly Financial Report (QFR) completed on Council forms for the cumulative nine 
months ending \'larch 31, 2017, and cumulative twelve months ending June 30, 2017. 

2. A Financial Improvement Plan (FIP) worksheet completed on Council forms for the 
period beginning July 1, 2017, and ending June 30, 2018. 

3 A complete explanation of any large or unusual accounts listed on your Balance Sheet 
(e.g. non-liquid assets, notes or loans payable, trade accounts payable, tuition refunds 
payable, payroll taxes payable) 

4 A comprehensive explanation of the items from the auditor's notes to the financial 
statements, as listed below: 

a Wt' 1wfed the ah.ffnce r!fpolicin and procedurnfor a.financial c.Jo.ff procxss. Wt' 
receil'ed ajinal lrtal halance and .rnpporf111g schedules more than six months t[{ler 
June 30, 2016. fVe 110/ed fhaf fhe .\·1,pporti11g schedules did !IOI agree ivith fhe trial 
halance prnrnfed to us. As such, if ivas t'1·iden1 that fl1L' flniwrsity did nof adjust ifs 
/rial halancx lo ag/"t'L' 11'ith fl1L' supporting schedules. In addition, ive nofed fhaf 
certa111 of the l !11il'ers1fy 's .rnpporf111g schedules iv ere !IOI prepared in accordance 
ivith sound accmmf111g pracftces. 

b lhe ( lnn·ersity 's close (!l tis J1111e 30, 20 I 6, general ledger and preparation (!l 
.rnpporf111g schedules ivas 110/ ftmely. l'vfaterial ad_111stme11fs 1rere 110/ ftmelypre1·e111ed, 
dt'IL'Clt'd and co!TL'Clt'd on a timdy hasis. 

c. lhe t/nn-ersity 'spmcedures ivith regard to esf1mati11g its resenejrJr do11h((11I 
accounts ivas 111adeq11afe, resulting in a material audit ad_111sfme111 to the reserl'efor 
do11h(fid accounts as a resulf r!four audit. 

d. lhe ( /111\"ersity 's pmcedures ivith regard to esfahltsh111g an adequafe C11t-(if (!lits 
accounts payahle and accruals 11·as inadequate, re.rnlf111g 111 malertal audit 
adj11slmt'nfs lo accmmls payahlt', accrued extNnses and rdafed acco11nfs as a result 
of our audit. We also noted a maferial prior pffiod adjusfmenl as a rnulf of 11ndff­
accr11iflg expenses in the prior year. 

e. !ht' ( !nfl·ffsify 's pmcedures 1vifh /"t'gard lo the reconciliation of'its hank acco11nfs 
ivas inadequalt'. As a rnulf, thert' lVfft' maferial a11dif adjuslmt'nfs lo fl1L' flniwrsity 's 
cash and related accounts as a re.rnlf of our audit. 



Mr. Norbert Kubilus 
May 5, 2017 
Page 3 of 4 

f. The University's proc edures with regard to the calculation of deferred tuition 
revenue was inadequate, resulting in material audit adjustments to deferred tuition 
revenue and tuition revenue as a result of our audit. We also noted a material prior 
period adjustment as a result of the understatement of deferred tuition revenue in the 
prior year. 

g. This finding is a repeat of Findings 2015-001 and 2015-002/rom the University's 
prior year audit. 

5. An analysis of the operational changes and enrollme nt projections which will allow the 
institution to fulfill its Financial Improvement Plan. 

6. A report outlining the institution ' s status regarding part1c1pation in Title IV funding 
programs which includes any actual or potential limitation s, suspensions, or terminations 
from any Title IV funding source for whatever reason, and the institution 's plans for 
dealing with any potential or actual interruption of Title IV revenues. 

Council forms can be found by selecting "Annual Financial Report " under the Accreditation tab 
on the ACICS website. 

Request for Institution Teach-Out Plan 

Further , to ensure that students will receive an appropriate outcome , in the event of institutional 
closure , the institution must provide the Council with an Institutional Teach-Out Plan, utilizing 
the online Request for Institutional Teach-out Plan application in the Member Center . This 
Request for Institutional Teach-Out Plan must be completed as part of the institution ' s response 
to this show-cause directive. 

The response must be submitted electronically via e-mail to frc@acics.org and via the online show­
cause application in the institution's Member Center. Failure to provide all information responsive 
to the Council' s action may result in the withdrawal of your institution' s accreditation. 

If you have any questions about this action, please contact Ms. Julie Euliano at jueulian o@acics.org. 

Sincerelv. 
(b)(6) 

Roger J. Williams 
Interim President 



\fr T\orbert Kubilus 
\1ay 5, 2017 
Page 4 of4 

c Financial Review Team (frc@acics.org) 
\1s Cathy Sheffield, Accreditation and State Liaison, L S Department of Education 

(aslrecordsmanager@ed.gm.-) 
\.1s. Martina Fernandez-Rosario, C.S Department of Education, San Francisco/Seattle 

School Participation Team, Regions IX and X (martina fcmandez-rosario@ed.gov) 
\1s Leeza Rifredi, California Bureau for Private Postsecondary Education 

(1 eeza. ri fredi@dca.ca.gov) 



May 5, 2017 

VIA E-MAIL AND UPS DELIVERY 

Mr. Duncan M. Anderson 
CEO 
Education Affil iates, Inc. 
5026-D Campbell Boulevard 
Baltimore , MD 21236 

Subject: Financial Show-Cause Directive 

FORTIS INSTITUTE , ERIE, PENNSYLVANIA 
FORTIS COLLEGE, ORANGE PARK, FLORIDA 
FORTIS COLLEGE, NORFOLK , VIRGINIA 

Dear Mr. Anderson: 

danderson@edaff.com 

ID CODE 00010934(MC) 
ID CODE 00016005(MC) 
ID CODE 00010770(MC) 

At its April 2017 meeting, the Council considered the audited financial statements submitted by 
Education Affiliates, Inc. (the "corporation") for the aforementioned institutions. As a result of its 
review, the Council found the following based on Section 3-1-203 of the Accreditation Criteria: 

• The corporation's annual audited financial statements for the year ended June 30, 2016, do 
not evidence financial stability based on the Council's review of the following information: 

b)(4) 

a. net loss of .................................................. . 
on educational revenues of ....... . .. . ... . . . . ... .. . .. . . . .. . 
for a percentage loss of . . . . . . .... . .. . ..... . .. . .. . ... . . . ... . 

b. cun·ent assets of ............................................ . 
and current liabilities of . .. .. .. . ........ . ........ . .. . ... .. .. 
for a current ratio of . . .. . .. . .. . .. . .. . ..... . .. . .. . . . . .. . ... . . 

c. retained deficit of ........................................... . 

d. shareholder' s equity of . ... . .. . ... .. .. .. .. . .. .. . . .. . ... .. . . 
on total assets of ........................................... . .....,,... __ --=-,-.....,....,..~ 
for shareholder's equity as a percentage of total assets of -34 % 

750 First Street, NE, Suite 980 e washington. DC 20002-4223 • t - 202 .336.6780 • f - 202 .842 .2593 eww w.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



Mr. Duncan M. Anderson 
May 5, 2017 
Page 2 of 3 

Council Action 

Therefore, pursuant to Section 2-1-808 of the Accreditation Criteria, the Council acted to direct the 
institutions to show cause why their current grants of accreditation should not be withdrawn by 
way of suspension due to their weak and deteriorated financial condition. Accordi ngly, the Council 
will schedule a review of the institutions' response to this action for its August 2017 meeting, for 
which the institutions must provide the appropriate notification of their intent to present their 
response, along with the required fee, within ten (10) business days of receipt of this notice, by 
May 19, 2017. Failure to do so will be considered a deviation from the directives of ACICS and 
result in a withdrawal by suspension action in accordance with Section 2-3-402 of the Accreditation 
Criteria. 

In response to this action, the institutions must submit the following information and take the steps 
outlined below. All info1mation must be submitted no later than July 15, 2017, unless otherwise 
indicated. 

1. A Quarterly Financial Report (QPR), for each institution, completed on Council forms for 
the cumulative nine months ending March 31, 2017, and cumulative twelve months 
ending June 30, 2017. 

2. A Financial Improvement Plan (FIP) worksheet, for each institution, completed on 
Cou ncil forms for the period beginning July 1, 2017, and ending June 30, 2018. 

3. A comp lete exp lanation of any large or unusual accounts listed on the corporation's 
balance sheet ( e.g . non-liqu id assets, notes or loans payable, trade acco unts payab le, 
tuition refunds payab le, payro ll taxes payab le). 

4. A comprehensive explanation/response to the items from the audited financial statements, 
as listed below: 

a. Your current assets are $33,027,000 and cunent liabilities are $67,781,000, for a 
cmTent ratio of .48; please demons trate your ability to meet your current financial 
ob ligations, or exp lain your plan to improve your current rat io . 

b. DOE Composi te score of negative 1.0. 

c. Note 2, Page 21: Over the past six years, ED has maintained a 15% letter of credit 
requirement for the Company during which time the Company 's composite score 
varied from (1.0) to 0.2. If ED were to increase the required balance of the 
irrevocable letters of credit, we would have to obtain additional credit facilities to 
satisfy this requirement, which we currently do not have. 
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5. A report outlining the institution s' status regarding participation in Title IV funding 
program s which includes any actual or potential limitations, suspensions, or terminations 
from any Title IV fundin g source for whatever reason, and the institutions' plan s for 
dealing with any potenti al or actua l inten-uption of Titl e IV revenues. 

Coun cil forms can be found by selecting "Annual Financial Report" under the Accreditation tab 
on the ACICS website. 

Request for Institution Teach-Out Plan 

Further , to ensure that students will receive an appropriate outcome, in the event of institutional 
closure, the ins titutions must provide the Council with an Institution al Teach-Out Plan for each 
institution, utilizing the online Request for Institutional Teach-out Plan application in the 
Member Center. Th is Request for Institutional Teach-Out Plan must be comp leted as part of the 
institution s' response to this show- cause directive . 

The response must be submitted electronically via e-mail to frc@acics.org and via the online show­
cause application in the corporation 's Memb er Center. Failure to provide all information responsive 
to the Council 's action may result in the withdrawa l of your institutions' accreditation . 

If you have any questions about this action, please contact Mr. Steven Gelfound at 
sgelfound@acics.org. 

Sincerely , 
b)(6) 

' 
Roger J. Williams 
Interim President 

c: Financi al Review Team (frc@acics.org) 
Ms. Cathy Sheffield, Accreditation and State Liaison, U.S. Department of Education 

( aslrecordsmanager@ed.gov) 
Mr. Christopher Miller, U.S. Departm ent of Education, Atlanta School Participation Team, 

Region IV (christopher.miller@ed .gov) 
Ms. Nancy Gifford , U.S. Department of Education, Philadelphia School Participation Team, 

Region ill (nancy.paula.gifford@ed .gov) 
Mr. Samuel Ferguson, Florid a Departm ent of Education Goey.smith@fldoe.org) 
Ms. Patricia Landis, Pennsylvania Division of Private Licensed Schools (plandis@pa.gov) 
Ms. Sylvia Rosa-Casanova, State Council of Higher Education for Virginia 

(sylviarosacasa nova@sc hev.edu) 



April 19, 2017 **REVISED May 23, 2017** ID Code 000 15443(C) 

VIA E-MA IL AND UPS DELIVERY 

Mr. Mark McEac hen, CEO 
Education Management Corporation 
210 Sixth Avenue, 33rd Floor 

materialsreview@edmc.edu 

Pittsburgh, PA 15222 

THE ART INSTITUTE OF YORK-PENNSYLVANIA , YORK, PA 
ART INSTITUTE OF FORT LAUDERDALE, FORT LAUDERDALE, FL 
THE ART INSTITUTES INTERNATIONAL MINNESOTA , MINNEAPOLIS, MN 
THE ART INSTITUTE OF PHOENIX, PHOENIX, AZ 
ART INSTITUTE OF NEW YORK CITY, NEW YORK, NY 

Dear Mr. McEache n: 

Subject: Continu ed Financial Show-Cause Directive 

ID CODE 00032159(MC) 
ID CODE 00016231(MC) 
ID CODE 00010751(MC) 
ID CODE 00016228(MC) 
ID CODE 00016235(MC) 

The Council has reviewed Ed ucation Management Corporation's respo nse to the financial show­
cause directive previo usly issued to your institutions, including the Marc h 1, 2017 response to 
the Continued Financia l Show-Cause Directive letter dated December 20, 20 16. After a review 
of all the information related to this matter, the Counci l found the following based on Section 3-
1-204 of the Accreditation Criteria : 

• The corporation's unaudited financial reports for the twelve months ended June 30, 2016, 
that were prepared as of July 22, 2016, do not evidence financial stability for the following 
reasons: b)(4) 

a. net loss of .............................................. . 
on educational revenues of .................... . 
for a percentage loss of . . ... .. . .. . .. . .. . .. . .. . .... .. . . . 

b. current assets .... . .. . . .. . . . ... ... . . . . .. . ... . . . . .. . 
c. current liabilities ................................. .. 
d. ratio ................................................................. . 
e. negative retained earnings .............................. . 
f. negative stockholders equity ........................ .. 

750 First Street, NE, Suite 980 e washington. DC 20002 - 4223 • t - 202 .336.6780 • f - 202 .842.2593 ewww.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



Mr. Mark McEachen 
May 23, 2017 
Page 2 

Council Action 

Therefore, the Council acted to continue the show-cause directive for review during the April 20 17 
review cycle. The institutions are required to review and follow the Council hearing procedure s as 
detailed in Section 2-3-500 of the Accreditation Criteria and the "Schedule of Fees" listing on the 
ACICS website. The institutions must provide the appropriate notification and fee within ten days of 
receipt of this notice. 

In response to this action, the corporation must provide the following info1mation and take the steps 
outlined below. All information must be submitted no later than July 15, 2017 , unless otherwise 
indicated. 

1. Provid e an update to your 2017 Financial Improvement Plan (FIP) for Education 
Management Corporation to reflect the time period throu gh March 31, 2017. This should 
also include a revised narrative analysis discussing the actual results vs. the project ed 
results. 

2. Provide a Financial Improvem ent Plan (FIP) for the entire 2018 fiscal year for Education 
Management Corporation. 

3. Provide an update to your 2017 Financial Improv ement Plan (FIP) for each Education 
Management Corporation institution accredited by ACICS to reflect the time period 
through March 31, 2017 , This should also include a revised narrative analysis discussing 
the actual results vs. the projected results. The se report s must be consolidated to include 
the main campus and its respect ive branche s. 

4. Provide a Financial Improvement Plan (FIP) for the entire 20 18 fiscal year for each 
Education Management Corporation institution accredited by ACICS. The se reports must 
be consolidated to include the main campus and its respect ive branches. 

5. A Quarterly Financial Report (QFR) completed on Council forms reportin g the 
cumulative financial results for the nine month s ended March 31, 2017, for Education 
Management Corporation and for each ACICS-accredited institution, consolidated to 
include each main campus and its respective branch campuses. 

6. A complete explanation of any large or unusual accounts listed on the balance sheet 
refen-ed to above (e.g. non-liquid assets, notes or loans payable , trade accounts payable , 
tuition refunds payable, payroll taxes payable). 
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7. An analysis of the operational changes and enrollment projections that will allow each 
institution and the corporation to fulfill its FIP. 

8. Unaudited Financial Statements for the fiscal year ending June 30, 2017. 

9. A report outlining the institution's status regarding participa tion in Titl e IV funding 
programs, which includes any actual or potential limit ations, suspensions, or terminations 
from any Title IV funding source for whatever reason, and the institution's plans for 
dealing with any potential or actua l inte1Tuption of Titl e IV revenues. 

10. Copies of any reports to the corporation or to the state Attorneys General prepared by the 
admini strator appointed to oversee the corporat ion's comp liance with the settlement 
agreement, along with any responses by the corporation to such reports. 

11. Updated information concerning the mystery shopping progra m implemented at the 
corporat ion's schools to assess compliance with applicable recru iting guide lines and 
requirements, including detailed and documented summaries of all correc tive actions 
taken as a result of findings from the program. 

12. A summa ry of each of the corporat ion's 13 institutions' position with the U.S. 
Department of Education, including certification status and certification expira tion date. 
Please also indicate whether there have been any program reviews or Office of Inspec tor 
General audits at any of these institutions since November 1, 2016, and the current status 
of any such rev iews or audits. 

13. An update as of June 30, 2017 regarding the corporat ion 's institutional or branch campus 
teach-outs and divestiture plans. For each camp us accredited by ACICS, please also 
provide the following inform ation: 

a. the number of students emo lled in each academic program identified by 
anticipated graduation dates; and 

b. projected campus closure dates. 

The Counci l also requests that the corporation provide subsequent updated teach-out 
status inform ation within 30 days of the close of each fiscal quarter until the teach-outs 
planned at ACICS-accredited campuses have been comp leted. 

Please submit eight hard copies of your response and upload the response to the citation documents 
section of the preexisting show-cause online application by the date indicated above. 
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If you have any questions regardin g this action, please contact Dr. Terron King at (202) 336-
6771 or tking@ac ics.org . 

Sinc erel 
b)(6) 

Roger J. William s 
Interim President 

c: The Art Institute of York- Pennsylvania (main campus): aibaacc reditation@ai i.edu 
Art Institute of Fort Lauderdale (main campu s): aiflaccred itation@aii .edu 
The Art Institutes International Minnesota (main campus): aimaccredita tion @aii.edu 
Art Institute of New York City (main camp us): ainycaccredi tation@aii.edu 
The Art Institute of Phoenix (main campu s): aipxaccreditation@aii.edu 
Ms. Cathy Sheffield , Acc reditation and State Liaison U.S . Department of Education: 

aslrecordsmanager@ed.gov 
Ms. Betty Coughlin, U.S. Department of Education, School Participation Team, Region I 

& II (Betty.cough lin@ed.gov) 
Ms. Nancy Gifford U.S. Department of Educat ion, School Participation Team, Region III 

(Nancy.pa ula.gifford@e d.gov) 
Mr. Christopher Miller , U.S. Department of Education, School Participation Team, 

Region IV (Christophe r.m iller@ed.gov) 
Mr. Douglas Parrott, U.S. Department of Education, School Participation Team, Region 

V & VIII (doug las.parrott@ed.gov) 
Ms. Cynthia Thornton, U.S. Department of Education, School Participation Team, 

Region VI (cynthia.thornton@ed.gov) 
Mr. Ralph Lobosco, U.S. Departm ent of Educatio n, School Participation Team, Region 

VII (ralph.lobosco@ed.gov) 
Ms. Martina Fernandez- Rosario, U.S. Department of Education, School Participa tion 

Team, Region IX (mart ina.femandez-rosario@ed .gov) 
Arizona State Board For Private Postsecondary Education: teri.stanfill@azppse.gov 
Commi ssion on Postsecondary Education (Nevada): kdw uest@cpe.state.nv. us 
Florida Department of Education: Joey.Smith@fldoe.org 
Georgia Nonpublic Post secondary Educat ion Commis sion : crob insonc@gnpec.o rg 
Idaho State Board of Education: valerie.fenske@osbe.idaho .gov 
Indiana Commi ssion on Proprietary Education: rmiller@che.in.gov 
Iowa College Student Aid Commiss ion: Caro lyn.small@ iowa.gov 
Kansas Board of Regent s: jjohn son@ksbor.o rg 
Kentucky Council On Postsecondary Education: sarah.levy@ky.gov 
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Minnesota Offic e of Higher Education: betsy.talbot@ state.mn.u s 
Missouri Department of Higher Education: leroy.wade@dhe.mo.gov 
New Mexico Higher Education Department: Diane.Vi gil@state.nm.us 
New York State Education Department: Richard.ro se@nysed.gov 
Ohio State Board of Career Colleges and Schools: john.ware@scr.state.oh.us 
Oklahoma Board of Private Vocational Schools: nhouse@obpvs.o k.gov 
Pennsylvania Division of Private Licensed Schools: plandis@pa.gov 
South Carolina Commission on Higher Education: lgoodwin@che .sc.gov 
Texas Higher Education Coordinating Board: cathie.maeyaert@th ecb.state .tx.us 
Texas Workforce Commission: career.schools@twc.state.tx.us 
Utah Dept. of Commerce: mwinegar@utah.gov 
Wisconsin Educational Approval Board: David.Di es@eab.wisconsin.gov 



May 4, 2016 

VIA EMAIL AND UPS DELIVERY 

Mr. Mark McEach en 
CEO 
Education Management Corporation 
210 Sixth Avenue 
33rd Floor 
Pittsbur gh, PA 15222 

Subject: Financial Show-Cause Directive 

ID Cod e 00015443(C) 

mmceachen@edmc.edu 

THE ART INSTITUTE OF YORK-PENNSYLVANIA, YORK , PA ID CODE 00032159 (MC) 
ART INSTITUTE OF FORT LAUDERDATE, FORT LAUDERDALE, FL ID CODE 00016231 (MC) 
THE ART INSTITUTES INTERNATIONAL MISSESOTA, MINNEAPOLIS , MN ID CODE 00010751 (MC) 
ART INSTIT UTE OF PHOENIX , PHOENIX , AZ ID CODE 00016228 (MC) 
ART INSTIT UTE OF NEW YORK CITY, NEW YORK , NY ID CODE 00016235 (MC) 

Dear Mr. McEachen: 

The Council has reviewed the financial materials recently submitted by The Art Institute of 
York-Pennsylvania regarding the institution s' actual and projected revenue, primarily those 
derived from the enrollm ent of students; the costs of on-going operations; and the widening gap 
between the two sets of numbers. 

Based on the Council' s publi shed standard s, an institution must be able to demonstrate financial 
sustainability in order to remain in good standin g with ACICS accreditation: 

3-1-203 - Financial Stability. The financia l well-being of an institution require s 
constant oversight by competent managers. The institution shall have adequate revenues 
and assets to meet its responsibilities, to ensure continuity of service, and to accomp lish 
its mission. Budgetary practices should reflect a balanced application of resources to 
operations; the amount of expenses and debt must not burden the educational objectives 
of the institution; the proportion of the budget allocated to instructional program s must be 
adequate; and the financial profile of the institution must support the intent of its 
objectives. 
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In view of these expectations and pursuant to Section 2-1-808 of the Accreditation Criteria, the 
Counci l acted to direct the institutions, defined as the main campuses and their respective 
branches, to show cause at the August 2016 meeting of the Council why its current grants of 
accreditation should not be withdrawn by suspension or otherwise conditioned. 

In response to this action, your organization must submit the following information no later than 
Thursday, June 30, 2016: 

1. A Financial Improvement Plan (FIP) worksheet completed on Council forms for the 
cumulative nine months ended March 31, 2016 including cumulative, year-to-date 
quarterly projections for Education Management Corporation for the remainder of 
the 2016 fiscal year. This should include a detailed narrative analysis of the results in 
comparison to the plan's projected figures and enrollment numbers. 

2. A FIP worksheet completed on Council forms reporting cumulative, year-to-date 
quarterly projections for Education Management Corporation for the entire 2017 
fiscal year. 

3. A FIP worksheet completed on Council forms reporting the cumulative nine months 
ended March 31, 2016 including cumulative, year-to-date quarterly projections for 
each ACICS accredited institution for the remainder of the 2016 fiscal year. These 
reports must be consolidated to include the main campus and its respective branches and 
include a detailed naffative analysis of the results in comparison to the plans' projected 
figures and enrollment numbers. 

4. A FIP worksheet completed on Council forms reporting cumulative, year-to-date 
quarterly projections for each ACICS accredited institution for the entire 2017 
fiscal year. These reports must be consolidated to include the main campus and its 
respective branches. 

5. A Quarterly Financial Report (QFR) completed on Council forms for the cumulative 
nine months ended March 31, 2016 for 1) each ACICS accredi ted institution, 
consolidated to include each main campus and its respective branch campuses, and 2) 
Education Management Corporation. 

6. A complete explanation of any large or unusual accounts listed on the balance sheets 
referred to above (e.g. non-liquid assets, notes or loans payable, trade accounts payable, 
tuition refunds payable, payroll taxes payable). 

7. A report outlining each ACICS accredited institution's status regarding participation in 
Title IV funding programs which includes any actual or potential limitations, 
suspensions, or terminations from any Title IV funding source for whatever reason, and 
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the institution's plans for dealing with any potential or actual interruption of Title IV 
revenues. 

8. An update with regard to the following discussed in the notes to the Audited Fin ancial 
Statements for the fiscal years ended June 30, 2015 and 2014: 

a. Uncertainty as to the Company's ability to cont inue as a going concern discussed 
in Note 2 - Summary of Significant Accounting Policies. 

b. State Attorneys General investigations discussed in note 14 - Commitments and 
Contingencies. 

9. A full description of the depth and breadth of the organization's efforts to m1t1gate 
incurred losses and faci litate a positive net income includin g, but not limited to camp us 
closures, discontinuin g programs, and operat ional changes. 

10. A plan for the contin ued operations of its campuses that includes: 

a. A listing, by campus, of students with the student name; program of study; 
and expec ted graduation date. 

b. An aggregate total, by campus, of the status of unearned tuition, status of 
refunds due, and current student account balances. 

c. A list ing, by campus includin g all online act ivity, of comparable programs 
offered at other institutions in case teach-out agreements or transfer 
arrangements are needed for students to complete their programs 
elsewhere. 

d. A custodian for all permanent academic records in case of closure that 
includes contact information for this individual or entity and the process 
by which students can obtain their records. 

e. A descript ion of the financial resources available to ensure that students 
can comp lete their programs or receive refunds in the event that the 
institution does suspend or cease operations. 

Also in response to this act ion, the following inform ation is due no later than Wednesday, July 
20, 2016: 

A QFR comple ted on Counci l forms for the cumulative twelve months ending June 30, 2016 
for 1) each ACICS accredited institution, consolidated to include each main camp us and its 
branch campuses, and 2) Education Management Corporation. 

You must notify the Council office in writing within ten days of receipt of this notice whether you 
desire a personal appearance before the Council at its next meeting scheduled for August 2016, or 
whether you will show cause in writing. There is a $5,000 fee for personal appearances before the 
Council and a $2,000 fee to show cause in writing. The appropriate fee is due within ten days of 
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receipt of this notice. Please submit one copy of your response via email to frc@acics.org and ten 
copies via hard copy binder by the date indicated above . 

Counci l forms can be found by selecting "Ann ual Financial Report" under the Accreditation tab 
on the ACICS webs ite. Failure to prov ide all the requested information within the estab lished 
deadline will result in a $500 late fee . 

If you have any questions regarding this act ion, please contact Ms. Katy Fisher at (202) 336-
6842 or kfishe r@acics.org . 

Sincerely, 

Anthony S. Bieda 
Executive in Charge 

c: The Art Institute of York - Pennsy lvania (main campus): aibaaccreditation@aii.edu 
Art Institute of Fort Lauderdale (main camp us): aiflaccreditation@aii.edu 
The Art Institutes International Minnesota (main campus): aimaccreditation@aii.ed u 
The Art Institute of New York City (main campus) : ainyaccreditation@aii .edu 
Art Institute of Phoenix (main camp us): aipxaccreditation@ aii.edu 
U.S. Depar tment of Education: aslrecordsmanager@ed.gov 
Arizona State Board For Private Postseco ndary Education: teri.stanfill@azppse.gov 
Commission on Postsecondary Education (Nevada): kdwuest@cpe .state.nv.u s 
Florida Depar tment of Education: Susan.Hood@fldoe.org 
Georgia Nonpublic Postsecondary Education Commissio n: billc@npec.state.ga.us 
Idah o State Board of Education: valerie .fenske@osbe.idaho .gov 
Indiana Commission On Propr ietary Education: rmiller@che.in .gov 
Iowa College Student Aid Commiss ion: Carolyn.small@iowa.gov 
Kansas Board of Regents: jnickoley@ksbo r.or g 
Kentucky Council On Post secondary Education: aaron.thomp son@ky .gov 
Minnesota Office of Higher Education: betsy.talbot@state.mn . us 
Missouri Department of Higher Educa tion : leroy.wade@dhe.mo.gov 
New Mexico Higher Education Department: Dian e.Vigil@ state.nm.us 
New York State Education Department: carole .yates@ nysed .gov 
Ohio State Board of Career Colleges and Schools: john.ware@ scr.state.oh.us 
Oklahom a Board of Private Vocational School s: nhouse@obpvs.ok.gov 
Oklahom a Career and Technology Education Board of Education: 
Robert.Sommer s@okca reertech .org 
Pennsylvania Division of Private Licensed Schools: plandis@pa.gov 
South Carolina Comm ission On Higher Educatio n: lgoodwin@che. sc.gov 
Texas Higher Education Coordinating Board: cathie.maeyaert@thecb.state.tx.us 
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Texas Workforce Commission: michael.delong@twc.state.tx.us 
Utah Dept. of Commerce: mwinegar@utah.gov 
Wisconsin Educational Approval Board: Linda.Heidtman@eab.wisconsin.gov 
Jeffrey S. Olszewski, Vice President of Finance: jolszewski@acics.org 



August 22, 2016 

VIA E-MAIL AND UPS DELIVERY 

Mr. Peter Taylor 
CEO 
Zenith Education Group , Inc. 
1 Imation Place , Building 2 
Oakdale, MN 55128 

EVEREST UNIVERSITY - TAMPA, TAMPA, FL 
EVEREST COLLEGE, CHESAPEAKE, VA 
EVEREST COLLEGE, WOODBRIDGE, VA 
EVEREST COLLEGE, SPRINGFIELD, MO 
EVEREST COLLEGE, COLORADO SPRINGS, CO 
EVEREST COLLEGE, THORNTON, CO 
EVEREST COLLEGE, HENDERSON, NV 
EVEREST COLLEGE, PORTLAND , OR 
EVEREST COLLEGE, EVERETT, WA 

Dear Mr. Taylor: 

Subject: Financial Show -Cause Directive 
Issue Probation Order 

ID Code 00262633(C) 

zenith_acics@cci.edu 

ID CODE 00011334(MC) 
ID CODE 00016100(MC) 
ID CODE 00147010(MC) 
ID CODE 00010748(MC) 
ID CODE 00010219(MC) 
ID CODE 0001 l lOl(MC) 
ID CODE 00011333(MC) 
ID CODE 00010678(MC) 
ID CODE 00010407(MC) 

The Council has reviewed Zenith Education Group's response to the financial show-ca use 
directiv e and probation order for student achievement review prev iously issued to your 
institution s on May 4, 2016, and April 21, 2016, respect ively, including the June 30, 2016, initial 
response, the supplem ental financial information filed in July , and the testimony provided at the 
hearing held on August 3, 20 16. After a review of all the information related to this matter, the 
Council found the following based the Accreditation Criteria : 

• The corporation's unaudited financial reports for the twelve months ended June 30, 20 16, 
that were prepared as of July 21, 2016, do not evidence financial stability for the following 
reasons (Section 3-1-204 ): 
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a. net loss of . . .. . .. . . . . .. . . . . . . .. . . . . . .. ... . .. . . . . ... .. . . . . . 
on educational revenue s of ........................... . 
for a percentage loss of ............................... . 

b. net assets of . . . . . .. . .. . . . . .... .. . .. . .. .. .... . .. . .... . .. . . . 

c. net assets of ..... .... ..... .... ...... .. ....... .. ........ . 
on total assets of . . . . .. . ... . .. . .. ... . .. . .. ... . .. . .. .. . 
for net assets as a percentage of total assets of 

(b)(4) 

• The retention and placement rates reported in the 20 14 and 20 15 Campus Accountabi lity 
Reports (CARs) by Everest University campuses located in Tampa, Florida; South Orlando, 
Florida; and Pompano Beach, Florida evidence a weak and dete1iorating level of student 
achievement for program s offered at the campus for the past two years (Section 2-1-809). 

Council Action 

Therefore, the Counci l acted to continue the show-cau se directive and to place each of the ACICS­
accredited institutions on probation, for review during the December 2016 review cycle. The 
institution s are required to review and follow the Council hearing procedure s as detailed in Sect ion 
2-3-500 of the Accreditation Criteria and the "Schedule of Fees" listing on the ACICS website. The 
institutions must provide the appropriate notification and fee within ten days of receipt of this 
notice. 

In response to this action, the corporation must provide the following infomiation and take the steps 
outlined below. All information must be submitted no later than November 1, 2016 , unless 
otherwise indicated . 

1. A Financial Improvement Plan (FIP) worksheet completed on Counci l forms reporting 
the cumulative financial results of Zenith Education Group for the nine months ending 
September 30, 2016, as well as cumulative year-to-date quarte rly projection s for the 
balance of fisca l year 20 17. This must includ e a detailed narrative analysis of the results 
in comparison to the plan's project ed figures and enrollment number s. 

2. A FIP works heet completed on Council forms reporting the cumulative financial results 
of each Zenith Education Group institution accred ited by ACICS for the nine month s 
ending September 30, 2016 , as well as cumulative year-to-date quarterly projection s for 
the balance of fiscal year 2017. These report s must be conso lidated to include the main 
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camp us and its respective branches and include a detailed narrative analysis of the results 
in compar ison to the plans' projected figures and enrollment numbers. 

3. A Quarterly Financial Report completed on Council forms reporting the cumulative 
financial results for the nine months ended September 30, 2016, for Zenith Ed ucation 
group and for each ACICS-accred ited institution, consolidated to include each main 
campus and its respective branch campuses. 

4. A complete explanation of any large or unusual accounts listed on the balance sheet 
referred to above (e.g. non-liquid assets, notes or loans payable, trade accounts payable, 
tuition refunds payable, payroll taxes payable). 

5. A report outlining the institut ion's ongoing status regarding participation in Title IV 
funding programs, which includes any actual or potential limitations, suspensions, or 
terminations from any Title IV funding source for whatever reason, and the institution's 
plans for dealing with any potential or actual interruption of Title IV revenues. 

6. An update regarding the group's institutional or branch campus teach-out plans . For each 
campus accredited by ACICS, please also provide the following information: 

a. the number of students enrolled in each academic program identified by 
anticipated graduation dates; 

b. the status of all current refunds due; 
c. a description of the comparable programs provided at all institutions in close 

proximity to your institution that could teach out your students, should it be 
necessary; and 

d. a plan for the disposition and servicing of all student records. 

Specifically, the institution must provide evidence that the students that are being taught­
out at the Brandon, Pompano Beach, and South Orlando campuses are receiving 
appropriate and approved outcomes in order to complete their program of instruction. 

7. The agreement between the United States Department of Education, ECMC, and Zenith 
Education Group, Inc. , as well as the name and contact informat ion of the United States 
Department of Education monitor assigned to the Zenith Education Group , Inc. 

8. An analys is of how th~(b)(4) I endowment will be allocated and a description of 
how ECMC will infuse further to the Zenith Education Group to strengthen its financial 
viability in 2017. 
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Probation Notice 

All cmTent and prospective students must be advised of the probation status. Please provide the 
following statement and place it prominently on the instit utions' websites of all ACICS­
accredi ted institution s: 

Notice to student s and prospect ive students: Zenith Education Group campuses have been 
placed on probation by their accreditor , the Accredi ting Council for Independent Colleges 
and Schools ("ACICS"), based on financial stability standards. 

The Council forms can be found by selecting "Annual Financial Report" under the Accreditation 
tab on the ACICS website. 

Please submit one copy of your response via e-mail to frc@ac ics.org and eight copies via hard 
copy binder by the date indicated above . 

If you have any questions regarding this action , please contact Dr. Terron King at (202) 336-
6771 or tking@ac ics.org. 

Sincerely, 

Roger J. Williams 
Interim President 

c: Everest Univer sity - Tampa (main campus): tampa_acics@zen ith.org 
Everest College (main campus): chesapeake_acics@ze nith .org 
Everest College (main campu s): woodbridge_acics@ze nith.org 
Everest College (main campu s): springfield_acics@ze nith.org 
Everes t College (main campus): coloradosprings _acics@zenith .org 
Everes t College (main campus): thornton_acics@ze nith .org 
Everest College (main campus): henderson_acics@zenith.org 
Everest College (main campus): portland_acics@zenith.org 
Everest College (main campus): everett_acics@zeni th.org 
U.S. Department of Education: aslrecordsmanager@ed.gov 
Atlanta Schoo l Participation Division- Region IV: christopher.miller@ed.gov 
Boston/New York School Participation Team - Region I & II: Bett y.coughlin@ed.gov 
Chicago/Denver School Participation Team- Region V & VIII : douglas.parrott@ed.gov 
Dallas School Participation Team - Region VI: cynthia.thornton@ed.gov 
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Kansas City School Participation Team- Region VII: ralph.lobosco@ed .gov 
Philadelphia School Participation Team- Region III: Nancy.paula.gifford@ed .gov 
San Francisco/Seattle School Participation Team- Region IX: martina.fernandez-

rosario@ed.gov 
Colorado Department of Higher Education: lorna.candler@dhe.state .co.us 
Commission on Postsecondary Education (Nevada): kdwuest@cpe .state.nv. us 
Florida Department of Education: susan.hood@fldoe.org 
Missouri Department of Higher Education: leroy.wade@dhe.mo.gov 
Oregon Student Assista nce Commission: juan.baez-arevalo@state.or.us 
State Council of Higher Education For Virginia: syl viarosacasanova@sc hev.edu 
Washington Student Achievement Counci l: michaelb@wsac.wa.gov 
Mr. Jeffrey S. Olszewski, Vice President of Finance: jolszewski@acics.org 
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May 8, 2018 

VIA E-MAIL ONLY 

Ms. Jeanne Herrmann 
Chief Exe cutive Offi cer 
Broadvi ew Univ ersity - West Jordan 
1902 We st 7800 South 
We st Jordan , UT 84088 

Subject: Financia l Review - Special Visit 

Dear Ms. Herrmann: 

ID Code 00027446(MC) 

JHerrmann@broadviewuniversity.edu 

At its April 20 18 meeting, the Council reviewed the financial materials and information submitted by 
your institution as part of its Annual Financial Report, along with the cuITent Financial Improvement 
Planning action . The evaluation drew some additional questions; and the Council noted that the 
institution was in the process of training out and closing a number of its campuses, which has had a 
negative impact on the audited financial statements. 

Therefore, in addition to the ongoing requirement of the Financial Improvement Plan (FIP) 
communicat ed under separate cover, the institution will host a special visit by a member of the 
Financial Review Committee to engage in a broad discussion on the breadth of the institution's 
resources and its plans to continue to serve its constituents. You will be contacted directly by a 
member of the Financia l Review Committee to schedule this visit during the Spring 2018 review 
cycle. 

If you have any questions regarding this action, please contact Ms. Julie Euliano at (202) 905-6940 
or jueuliano@acics.org . 

Sincerely, 

Michelle Edwards 
President 

c: Financial Review Committ ee 
Ms. Cath y Sheffield, Accredit ation and State Liaiso n, U.S. Department of Educa tion 

(aslrecordsmanager@e d.gov) (CaseTeams@e d.gov) 

750 First Street, NE, Suite 980 e washington, DC 20002-4223 • t - 202 .336.6780 • f - 202 .842.2593 ewww.acics .org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 
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FINANCIAL REVIEW COMMITTEE MINUTES 
Monday, April 9, 2018 

3:00 PM - 5:00 PM 
Committee Members 

(b)(6) 

Staff Liaison 
l(b)(6) 

Additional Attendees 

CALL TO ORDER 

Chai~ alled the meeting to order at 3:33 p.m., Monday, April 9, 2018. 

I. OLD BUSINESS 

A. Consent Agenda for Institutions Previously on QFR 

1. (60173) Bay Area Medical Academy, San Francisco, CA- 0 points 

2. +(10306) Daymar College, Owensboro, KY - 19 po ints 

3. (10469) Duluth Business University, Duluth, MN - 4 points 
4. (238949) Hope College of Arts & Sciences, Pompano Beach, FL- 0 points 

5. (10950) Lincoln Technical Institute, Edison, NJ -0 points 
6. *(24852) Peloton College, Dallas, TX - O points 

7. Premier Education Group: 
a. (178224) Branford Hall Career Institute, Amityvil le, NY- 0 points 

b. (10547) Harris School of Business, Cherry Hill, NJ - 0 points 
c. (10357) Salter College, West Boylston, MA- 1 point 

8. +(11161) Sanford -Brown College (CEC), Tampa, FL- 13 points 
9. (10657) Southern Technical College, Fort Myers, FL - 0 points 

10. *(20720) Southern Technical College, Orlando, FL- 7 points 
11. (28284) SAE Institute of Technology, Los Angeles, CA-3 points 

12. (32108) SAE Institute of Technology, N. Miami Beach, FL- 0 points 

+denotes closure plan 
*denotes instituti on also has a financ ial adverse includ ed in thi s agenda 
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MOTION : 

MOVED: 
SECONDED: 

ACTION: 
ABSTAIN: 

Continue QFR 

Swartzwelder 
Leak 

Approved 
Bennett on 9 and 10 

B. Consent Agenda for Institutions Previous ly on FIP 

1. (225143) East West College of Natural Medicine, Sarasota, FL- 4 points 

2. (22465) Jose Maria Vargas University, Pembroke Pines, FL- 6 points 

3. (70534) Pit tsburgh Career Institute, Pittsbu rgh, PA - 12 points 
4. (15803) Sullivan College of Technology and Design, Louisvil le, KY- 6 po ints 

5. (28864) Tribeca Flashpoint Media Arts Academy, Chicago, IL- 4 points 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

ABSTAIN: 

After discussion on #2, direct institutions to continue FIP 
Bennett 

Fateri 
Approved 

Euliano on 1 

C. Inst itutions Previous ly on FIP 

Delta Career Education Corporation 
1. +(11 194) Mccann School of Business and Technology, Pottsville, PA- 9 points 

2. +(10911) Mi ller -M otte Techn ical College, Clarksvi lle, TN - 8 points 

3. +(1031 7) Miller - Motte Techn ical College, Lynchbu rg, VA - 8 points 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

Fortis Institute 

Continue FIP 
Bennett 

Fateri 
Approved 

4. (10934) Fort is Institute, Erie, PA- 2 points 
5. (16005) Fort is College, Orange Park, FL- 0 po ints 

6. (107 70) Fort is College, Norfolk, VA - 13 points 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

+denotes closure plan 

Continue FIP 
Fateri 

Bennett 
Approved 

*denotes institution also has a financial adverse included in this agenda 
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D. Institutions Subject to Change in Review Status - Previously QFR 
1. (32315) American International Academy of Arts and Sciences, Antigua, West Indies - 6 

points (Recommend FIP} 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

Place on FIP 
Leak 

Fateri 
Approved 

E. Institutions Subject to Change in Review Status - Previously FIP 

1. (27446) Broadview University -West Jordan, UT -13 points 
2. (10418) Coleman University, San Diego, CA- 3 points (Recommend QFR) 
3. (11105) National Latino Education Institute, Chicago, IL - 0 points (Recommend QFR) 

Correction: Location for #1 

MOTION: 

MOVED: 

SECONDED: 
ACTION: 

MOTION : 

MOVED: 
SECONDED: 

ACTION: 
ABSTAIN: 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

Dream Center 

Continue FIP for #1; order a special visit. The institution is teaching out 
multiple campuses, which has a negat ive effect on the financial 

statements. During the visit, questions w ill be asked regarding the 
institution's plans moving forward. 

Bennett 

Swartzwelder 
Approved 

Place #2 on QFR 

Bennett 
Fateri 

Approved 
Swartzwelder 

Place #3 on QFR 

Swartzwelder 
Bennett 

Approved 

4. (1623 1) The Art Institute of Fort Lauderdale, Fort Lauderdale, FL- 19 points 

5. (16228) Art Institute of Phoenix, Phoenix, AZ -0 points 

+denote s closure plan 
*denotes institution also has a financial adverse included in th is agenda 
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MOTION: 

MOVED: 
SECONDED: 
ACTION: 

Continue FIP; Require that the institutions subm it the previously omitted 
final section of the 12/31/17 FIP which describes the plan for 
improvement. The corporation must provide a description of the $5 
million listed as Other Income, as well as a 2017 corporate audit. 
Bennett 
Swartzwe lder 
Approved 

F. Institutions on Financial Show Cause 
1. None 

G. Institutions Closed or Officially Withdrawn (Informational Only) 
1. +(1075 1) The Art Institutes Internat ional Minnesota, Minneapolis, MN 
2. (10123) Beckfield College, Florence, KY -0 points 
3. (114473) Berks Technical Institute, Wyomissing, PA 
4. (270273) GROOVE U, Columbus, OH 
5. (12706) IBMC, Fort Collins, CO 
6. (262761) Madison Media Institute, Madison, WI 
7. (10506) Spencerian College, Lexington, KY 
8. (15907) Texas County Technical College, Houston, MO 
9. (21958) Bolivar Technical College, Houston, MO 

H. Policy Discussion Items 
1. None 

II. NEW BUSINESS 

A. Consent Agenda for Institutions with triggers on AFR and/or Audited Financial Statements: 
1. None 

B. Institutions Subject to Review due to triggers on AFR and/or Audited Financial Statements 
1. (11286) Florida Technical College, Orlando, FL - 1 point 
2. (254209) Process Work Institute, Portland, OR- 3 points 
3. (11303) Ridley-Lowell Business and Technical Institute, New London, CT - 1 point 
4. (10730) Santa Barbara Business College, Bakersfie ld, CA- 2 points 
5. (1073 1) Santa Barbara Business College, Santa Maria, CA- 2 points 

6. (20699) Santa Barbara Business College, Ventura, CA- 1 point 

It was noted that #3 has closed. There was discussion of the institution's Title IV Compliance 
Audit and the dec lining financial status. No action was taken. 

+denote s closure plan 
*denotes institution also has a financial adverse included in this agenda 
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MOTION : 

MOVED: 
SECONDED: 

ACTION: 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

MOTION: 

MOVED: 
SECONDED: 
ACTION: 

Place #1 on QFR 

Fateri 
Leak 

Approved 

Place #2 on QFR 
Bennett 

Fateri 
Approved 

After much discussion of the unique circumstances of #4, #5, and #6, 

there was a motion of No Action 

Leak 
Fateri 
Approved 

C. Change of Ownership/Control 
1. None 

D. Title IV Compliance Audits 

1. Compliance Audit Report attached 

Regarding all Brightwood institutions listed on the report, the recommendation is for site 

visit teams t o ask financial aid directors about NSLDS reports cited on the ir Title IV 
Compliance audits . 

E. HCM Reporting 

1. See Report 

Of the three institutions on HCM2, it was noted that the accreditation of Northwest Suburban 
College has been revoked ; Lincoln University has voluntarily w ithdrawn; and California 

Unive rsity of Management and Sciences is under consideration fo r renewa l of their grant and 
will be discussed dur ing file review. 

F. 90/10 Reviews 

1. (22322) College of Business and Technology, Miami, FL- failed 90/10 test at 93.21% -
"The institution is taking the necessary steps to comply with the 90/10 requirements to 

continue participating in the Title IV SFA programs." 

+denotes closure plan 
*denotes institution also has a financial adverse included in this agenda 
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MOTION: 

MOVED: 
SECONDED: 
ACTION: 

The institution must provide a 90/10 status update as of 03/31/18, as wel l 
as any recent correspondence from the Department of Education. 
Leak 
Bennett 
Approved 

G. 2016 Composite scores 
1. None 

H. Financial Adverse Information 
1. (275488) BAU International University -AF R due 12/31/17; no submission 
2. (10106) Cope Institute -AF R due 02/28/18; no submission 
3. (24852) Peloton College, Dallas, TX - LOC issued for 25% or $21,862 
4. (20720) Southern Technical College, Orlando, FL- LOC increased from $2.2M to $5.6M 

Correction: The line of credit on #4 was decreased from $5.9 million to $5.6 million. No action 
was taken . 

MOTION: 
MOVED: 
SECONDED: 
ACTION: 

Direct #1 to show-cause 
Swartzwelder 
Leak 
Approved 

Institution #2 has stated that they will submit their AFR by 04/30/18. If there is no submission by 
that date, staff wi ll notify Miche lle Edwards, who will report this to the Executive Committee. 

I. Unpaid Sustaining Fees 
1. See report 

There were no unpaid sustaining fees; no action was taken. 

J. Policy Discussion 
1. None 

ADJOURNMENT 

Chair Euliano adjourned the meeting at 5 :25 p.m., Monday, April 9, 2018. 

+denote s closure plan 
*denotes institution also has a financial adverse included in this agenda 
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Title IV Audit Findings 
Apri l 2018 FRC Meeting 

Findings below meet one or more of the following : 

• Considered 11mate rial" by the auditor 
• Repeat finding 

• Greater than 10% of files affected 

• Questioned costs are a significant amount 

• (new) Refunds issued more than 30 days late 

(170646) Brightwood College, Arlington, TX 

• Finding 16-3 {Repeat): Student file contained confl icting information with respect to discrepant 
name on government issued identification document . 

o 1 of 70 files 
o Questioned costs: $6,115 
o Isolated case; policy is in place but wasn't followed. 
o Questioned costs were refunded to Title IV. 

• Finding 16-5 {Repeat): Ineligible funds were not returned for certain students. 
o 2 of 70 files 
o Questioned costs: $5,856 
o Procedures were not followed; questioned costs were returned. 

(170949) Brightwood Career Institute, Broomall, PA 

• Finding 16-1: The Institution did not report the enrollment status and/or effective date to the 
NSDS for certain students. 

o 16 of 61 FDLP files - not reported 
o 23 of 61 FDLP files - reported incorrectly 
o Procedures were not always closely followed; the Institution corrected the statuses and 

effective dates in the NSLDS for the 39 students in this finding. 
o Sample was expanded by 59 files: 

• 18 were not reported 
• 28 were reported incorrectly 
• 3 were reported late 
• Institution corrected t hese files . 

o Corrective Action Plan 
• 1. Reporting guidelines were reviewed with Personne l. 
• 2. Interna l review process with quality checks was imp lemented 
• 3. Historical data was reviewed to ensure accuracy. 
• 4 . Third party service is being used to ensure future accuracy. 

{170992) Brightwood College, Dallas, TX 

• Finding 16-3 {Repeat): Verification was not completed prior to disbursement of funds. 
o 1 of 70 files 
o Questioned costs: $6,115 
o Isolated case; procedures were not always followed . 
o Institu t ion returned questioned costs to Title IV. 
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• Finding 16-5 (Repeat): Ineligible funds were not returned for certain students. 
o 2 of 70 files 
o Questioned costs: $5,856 
o Procedures were not always followed; questioned costs were returned to Federal Direct 

Loan program. 

(170998) Brightwood College, El Paso, TX 
• Finding 16-5: Ineligible funds were not returned in a t imely manner for certa in students. 

o 2 of 75 files 
o Student 1: $1,443 was returned 57 days late 
o Student 2: $1,393 was returned 139 days late 
o Control procedures were not always followed 
o Corrective Action Plan 

• Additional personnel training 
• Internal controls reviewed; expanded interna l audit process to monitor this 

process. 

(171010) Brightwood College, San Antonio, TX 
All of the below findings are isolated instances. 

• Finding 16-2 (Repeat): A return of Title IV funds calculation was not completed correctly when a 
student withdrew from an instructional program. 

o 1 of 25 files 
o $746 was refunded to Federal Direct Plus Loan Program 

• Finding 16-3 (Repeat): Ineligible funds were not returned for one student. 
o 1 of 75 files 
o $168 was refunded to the Federal Direct Loan Program. 

• Finding 16-4 (Repeat): A award disbursement was made to one student who was not eligible at 
the time of disbursement. 

o 1 of 75 files 
o $1,356 was refunded to the Federal Direct Loan Program. 

• Finding 16-7 (Repeat): For one student, a Federal Work Study (FWS) timesheet was not 
consistent with the disbursement records. 

o 1 of 4 files 
o $391 was returned to FWS. 

(171031) Brightwood College, Van Nuys, CA 
• Finding 16-3 (Repeat): A return ofTitle IV funds calculation was not completed correctly when a 

student withdrew from the instructional program. 
o 1 of 25 files 
o $573 was returned to Federal Loan Programs 

• Finding 16-4: The institution did not report the enrollment status and/or status effective date to 
the Nationa l Student Loan Data System (NSLDS) for certain students. 

o 7 of 65 were not reported; 12 were repo rted incorrectly. 
o Sample was expanded by 59 files; 6 additional students were not reported and 8 we re 

not reported timely. 
o NSLDS guidelines have been reviewed with staff . Guidelines were analyzed and an 

internal review process was implemented on a monthly basis with quality checks to 
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identify and reduce any late and inaccurate reporting . Historical data is also being 
reviewed. 

(171034) Brightwood College, Nashville, TN 
• Finding 16-1 (Repeat): The Institution reported the enrollment status and/or stat us effective 

dates to the National Student Loan Data System (NSLDS) for certain students in error. 
o 3 of 64 files 
o Corrections were made 

• Finding 16-3: One student was underawarded in Federal Direct Loan funds. 
o 1 of 64 files; $3,134 in question. 
o Isolated instance; procedures were not followed. 
o Funds were paid to the student's account. 

• Finding 16-4 : Ineligible funds were not returned in a t imely manner for one student . 
o 1 of 75 files 
o Refund of $1,499 was issued 93 days after the due date 

• Finding 16-5: A return of Tit le IV funds payment for one student was not made in a timely 
manner . 

o 1 of 25 files 
o Refund of $2,471 was made 92 days late. 

(171049) Brightwood College, Vista, CA 

• Finding 16-2 (Repeat) : A return ofTitle IV funds calculation was not completed correctly when a 
studen t withdrew from an instructional program . 

o 1 of 25 files 
o $289 was refunded to Federal Pell Grant Program. 

• Finding 16-3 (Repeat) : Ineligible funds were not ret urned for one student. 
o 1 of 75 files 
o $2,727 was returned to the Federal Pell Grant Program. 

(173481) Brightwood College, San Diego, CA 
• Finding 16-1: The Institution did not report the enrollment status and/or stat us effective date to 

the National Student Loan Data System {NSLDS) for certain students. 
o 7 of 64 students not reported; 9 students reported incorrectly 
o Sample expanded by 59 students; 2 additional students were reported incorrectly and 

16 were not reported t imely. 
o Corrections were made. NSLDS guidelines were reviewed with personnel and were 

analyzed. Monthly internal review process with quality checks was implemented. 
Historical data is being reviewed. 

(173484) Brightwood College, San Antonio, TX 
• Finding 16-2 (Repeat) : Ineligible funds were not ret urned in a timely manner for certain 

students . 
o 2 of 75 files 
o $7,650 refunded 192 days late 
o $969 refunded 36 days late 
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• Finding 16-3 (Repeat): The Institution did not always update the enrollment status effective 
dates to the National Student Loan Data System (NSLDS) for certain students in an accurate and 
timely manner. 

o 2 of 66 effective dates were not reported timely; 1 was not reported. 
• Finding 16-5 (Repeat): Federal Work Study (FWS) timesheets were not always consistent with 

the disbursement records. 
o 2of5files 
o Sample expanded by 4 students; no additional findings 
o Questioned costs: $773; $580 was returned to FWS 

(223669) Brightwood College, Salida, CA 
• Finding 16-3: The Institution reported the enrollment status and/or effective date to the 

National Student Loan Data System (NSLDS) for certain students in error. 
o 6 of 58 files; sample was expanded by 59 fi les and 6 more instances were found, as well 

as 2 which were not reported at all. 
o Institution reviewed guide lines with personnel and analyzed polices & procedures. 

Internal review process was imp lemented. Historica l data is being reviewed. Also, 
enrollment reporting is being moved to Clearinghouse. 

(223674) Brightwood College, Towson, MD 
• Finding 16-1 (Repeat): The Institution did not always update the enrollment status to the 

National Student Loan Data System (NSLDS) in an accurate and timely manner. 
o 1 of 51 was reported incorrectly; 1 was not reported timely 
o Data has been correc ted 

• Finding 16-2 (Repeat): One student was overawarded in Federal Direct Loan funds. 
o 1 of 51; isolated case 
o Questioned costs: $2,150; this has been returned. 

(235508) Brightwood College, Baltimore, MD 
• Finding 16-4 (Repeat): Return to Title IV funds calculations were not completed correctly when 

certain students w ithdrew from an institutiona l program. 
o 2 of 50 files 
o Recalculations resulted in additional refunds totaling $1,550. 

• Finding 16-5 (Repeat) : Ineligible funds were not returned for one student. 
o 1 of 75 files; isolated incident; $68 was returned. 

(10770) Fortis College, Norfolk, VA 
On all of the below findings, Institution has procedures in place to ensure compliance with requirements 

• Finding 2017-001 (Repeat): Refunds made under the R2T4 provisions were not paid in a timely 
manner 

o 1 of 27 students 
• Finding 2017-003 (Repeat): FDLP exit counseling was not perfo rmed in a timely manner 

o 2 of 76 files 
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(10934) Fortis Institute, Erie, PA 
On all of the below findings, Institution has procedures in place to ensure compliance with requirements. 

• Finding 2017-003 {Repeat): Federal Pell Grant disbursements were incorrect for three students. 
o 3 of 60 files; over-disbursed net $2,417 

• Finding 2017-005 {Repeat): FDLP exit counseling was not performed in a timely manner for four 
students. 

o 4 of 88 files; reported from 5 to 51 days late 
• Finding 2017-009: A refund made under the R2T4 provisions was not paid in a timely manner for 

one student. 
o 1 of 60 files; check written 149 days late and was cleared 163 days late. 

• Finding 2017-010 {Repeat): R2T4 calculations were not properly computed when 4 students 
withdrew from the Institution. 

o 4 of 60 files; Questioned costs $486 
o Monies in question were refunded 

{33024) Living Arts Institute, Winston Salem, NC 
• Finding 16.1 {Repeat): Late resolution of a credit balance 

o 1 of 33 students; $1,292 was refunded one day late . 
o Isolated incident 

{179009) Miami Regional University, Miami Springs, FL 

• Finding 16-4: Institution did not timely determine a student's date of determination when the 
student ceased to attend MRU without proper notification . 

o 5 of 25 files; between 4 and 7 days late 
o Oversight by the registrar's dept . to time ly monitor these records. 

{11303) Ridley-Lowell Business & Technical Institute, New London, CT 
(New Business on Agenda} 

• Finding 2016-1 {Repeat): R2T4 repayments were paid late . 
o 4 of 25 files; sample expanded by 10 and there were no other findings. 
o 3 were between 8 and 18 days late 
o 1 was 127 days late 
o Total of $20,998 
o It was determined that Financial Aid Dept. was understaffed; more attention was given 

to some campuses and not others. A new Director was hired to monitor them more 
closely, and this has corrected the problem going forward . 
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Committee Members 
M r. John Euliano, Chair 

Dr. Fardad Fateri 
Dr . Lawrence Leak 

M r. Roger Swartzwelder 

Staff Liaison 
Ms. Julie Euliano 

Additional Attendees 
Ms. Michelle Edwards 
M r. Steve Gelfound 

Ms. Perliter Walters -Gilliam 
Ms. Linda Lundberg 

Ms. Beth Daggett 

CALL TO ORDER 

FINANCIAL REVIEW COMMITTEE MINUTES 
Monday, December 4, 2017 

3:00 PM - 5:00 PM 

John Euliano called the meet ing to order at 3:11 p.m., Mond ay, December 4, 2017. 

I. OLD BUSINESS 

A. Consent Agenda for Institutions Previously on QFR 

1. (60173) Bay Area Medical Academy, San Francisco, CA- 0 points 

2. +(10306) Daymar College, Owensboro, KY - 19 po ints 
3. (10469) Duluth Business University, Duluth, MN - 1 point 

4. *(238949) Hope College of Arts & Sciences, Pompano Beach, FL - 0 points 
5. (12706) IBMC, Fort Collins, CO - 2 points 

6. (24852) Peloton College, Dallas, TX - 0 points 
7. Premier Education Group: 

a. (178224) Branford Hall Career Institu t e, Amityvil le, NY- 0 points 
b. (10547) Harris School of Business, Cherry Hill, NJ - 0 points 

c. (10357) Salter College, West Boylston, MA - 1 point 
8. +(11 161) Sanford -Brown College (CEC), Tampa, FL- 13 points 

9. (10657) Sout hern Technical College, Fort Myers, FL - 1 point 

10. (20720) Southern Technical College, Orlando, FL- 4 points 
11. (15907) Texas County Technical College, Houston, MO - 0 points 

12. (21958) Bolivar Technical College, Houston, MO - 0 points 

+denotes clos ure pl an 
*denotes instituti on also has a financial adverse includ ed in thi s agenda 
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13. (28284) SAE Institute of Technology, Los Angeles, CA- 4 points 

14. (32108) SAE Institute of Technology, N. Miami Beach, FL- 0 points 

MOTION : 

MOVED: 

SECONDED: 
ACTION: 

ABSTAIN: 

Continue QFR 

Swartzwe lder 

Fateri 
Approved 

Euliano on 9 and 10 

B. Consent Agenda for Institutions Previously on FIP 

1. (27446) Broadview University-West Jordan, Woodbury, MN - 7 points 
2. (10418) Coleman University, San Diego, CA- 1 point 

3. (225143) East West College of Natural Medicine, Sarasota, FL - 5 points 
4. (22465) Jose Maria Vargas University, Pembroke Pines, FL- 7 points 

5. (11105) National Latino Education Institute, Chicago, IL- 1 point 
6. (10506) Spencerian College, Lexington, KY - 6 points 

7. (15803) Sullivan College of Technology and Design, Louisvil le, KY- 6 points 
8. (28864) Tribeca Flashpoint Media Arts Academy, Chicago, IL- 7 points 

MOTION: 
MOVED: 

SECONDED: 

ACTION: 
ABSTAIN: 

Continue FIP 
Fateri 

Leak 

Approved 
Euliano on 3; Swartzwelder on 2 

C. Institutions Previously on FIP 

Delta Career Education Corporation 

1. (11194) Mccann School of Business and Technology, Pottsville, PA-11 points 
2. (114473) Berks Technical Institute, Wyomissing, PA- 1 point 

3. +(10911) Miller -Motte Technica l College, Clarksville, TN - O points 

4. +(10317) Miller-Motte Technica l College, Lynchburg, VA - 0 points 

MOTION: Continue FIP 
MOVED: Fateri 

SECONDED: Leak 
ACTION: Approved 

ABSTAIN: Swartzwelder 

+denote s closure plan 
*denotes institution also has a financ ial adverse included in th is agenda 
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Education Management Corporation 
1. (1623 1) The Art Institute of Fort Lauderdale, Fort Lauderdale, FL- not reported 

2. +(10751) The Art Institutes International Minnesota, Minneapo lis, MN - 13 points 

3. (16228) Art Institute of Phoenix, Phoenix, AZ - not reported 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

Fortis Institute 

Continue FIP 
Swartzwelder 

Fateri 
Approved 

1. (10934) Fort is Institute, Erie, PA- 2 points 

2. (16005) For t is College, Orange Park, FL - 0 po ints 
3. (10770) Fort is College, Norfolk, VA-13 points 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

Continue FIP 

Leak 
Swartzwelder 

Approved 

D. Inst itutions Subject to Change in Review Status - Previously QFR 
1. *( 10123) Beckfield College, Florence, KY- 5 points 

2. (10950) Lincoln Techn ical Inst itute, Edison, NJ - 5 points 
3. (26276 1) Madison Media Institute, Madison, WI - 7 points 

MOTION: Continue QFR 

MOVED: Swartzwelder 
SECONDED: Leak 

ACTION: Approved 
ABSTAIN: Euliano on 3 

E. Institutions Subject to Change in Review Status- Previously FIP 

1. (70534) Pittsbu rgh Career Inst it ute, Pittsburg h, PA- 12 points 

MOTION: 

MOVED: 
SECONDED: 
ACTION: 

+denotes closure plan 

Continue FIP 

Fateri 
Leak 

Approved 

*denotes institution also has a financial adverse included in th is agenda 
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F. Institutions on Financial Show Cause 
1. (270273) GROOVE U, Columbus, OH - 7 points 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

G. Institutions Closed, Officially Withdrawn, or Denied ACICS Accreditation (Informat iona l Only) 
1. +(12400) Colorado Heights University, Denver, CO 

2. (36481) Global Health College, Alexandria, VA- 11 points 
3. +(10898) Globe University, Woodbury, MN 
4. +(48705) Le Cordon Bleu College of Culinary Arts, Scottsdale, AZ 
5. +(19019) Le Cordon Bleu College of Culinary Arts, Pasadena, CA 

6. +(48280) Le Cordon Bleu College of Culinary Arts, San Francisco, CA 
7. +(38375) Le Cordon Bleu College of Culinary Arts, Portland, OR 

8. +(21352) Le Cordon Bleu College of Culinary Arts, Austin, TX 
9. +*( 16303) MDT College of Health and Science, Highland Heights, OH 

10. +(11103) Minnesota School of Business, Richfield, M N 
11. (11332) Ridley-Lowell Business & Technical Institute, Binghampton, NY - 6 points 

12. (24422) SOLEX College (Denial) 
13. +(32 159) The Art Institute of York- Pennsylvania, York, PA 

14. +(16235) Art Institute of New York City, New York, NY 

15. +(12392) Tucson College, Tucson, AZ 
Zenith Education Group , Inc. 

16. (11101) Everest College, Thornton, CO 

17. (147010) Everest College, Woodb ridge, WA 

18. (11333) Everest College, Henderson, NV 

INFORMATIONAL ONLY 

H. Policy Discussion Items 
1. None 

+denotes closure plan 
*denotes institution also has a financial adverse included in this agenda 
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II. NEW BUSINESS 

A. Consent Agenda for Institutions with triggers on AFR and/or Audited Financial Statements: 
1. (32315) American International College of Arts and Sciences - 3 points 

MOTION: 
MOVED: 
SECONDED: 
ACTION: 

Place on QFR 
Leak 
Swartzwelder 
Approved 

B. Institutions Subj ect to Review due to triggers on AFR and/or Audited Financial Statements 
1. None 

C. Change of Ownership/Control 
1. (10751) The Art Institutes of Fort Lauderdale, Fort Lauderdale, FL 
2. (16228) Art Institute of Phoenix, Phoenix, AZ 

INFORMATIONAL ONLY 

D. Title IV Compliance Audits 
1. Audit Report attached 

MOTION: 
MOVED: 
SECONDED: 
ACTION: 
ABSTAIN: 

Accept Report 
Leak 
Fateri 
Approved 
Euliano on 9 and 10 

E. Cohort Default Rates 

MOTION: 
MOVED: 
SECONDED: 
ACTION: 

F. 90/10 Reviews 

Revise po licy and update report; take appropriate actions 
Euliano 
Fateri 
Approved 

1. No 90/10 failures since last reporting period 

MOTION: 
MOVED: 
SECONDED: 
ACTION: 

+denote s closure plan 

Accept Report 
Leak 
Fateri 
Approved 

*denotes institution also has a financial adverse included in this agenda 
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G. 2016 Composite scores 

1. (238949) Hope College of Arts and Sciences 
New Composite score of -.2 

Lette r of Credit $178,615 

INFORMATIONAL ONLY 

H. Financial Adverse Information 
1. Beckfield College 

a. 10% Letter of Credit due to 2016 Compos ite Score of -1.0 
2. SAE Institute of Technology : Reclassificatio n from HCM2 to HCM 1 

3. AFRs due 06/30/17 but not received 
a. (19408) Silicon Valley University, San Jose, CA 

i. They request an extension until 02/10/18 due to audit de lays 
b. (24 7637) Express Training Services, Gainesvil le, FL 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

i. Accreditat ion previously revoked 

Revoke accreditation on 3a 
Leak 

Fateri 
Approved 

I. Unpaid Sustaining Fees 

1. See report 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

J. Policy Discussion 

1. None 

ADJOURNMENT 

Send letter notifying institutions that accreditation will be revoked if fees 
are not paid by 12/ 18/ 17 

Euliano 
Leak 

Approved 

Chair Euliano adjourned the meeting at 5:19 p.m., Monday, December 4, 2017 . 

+denote s closure plan 
*denotes institution also has a financial adverse included in this agenda 
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Title IV Audit Findings 
December 2017 FRC Meeting 

Findings below meet one or more of the following : 

• Considered 11material" by the auditor 
• Repeat finding 
• Greater than 10% of files affected 

• Questioned costs are a significant amount 

11208 Beal Education - Bangor, ME 
• Finding 16-1: The institution did not have evidence of exit counseling for 15 students 

o 15 of 54 files 
o Policies & procedures have been updated, counseling materials were mailed to 

identified students, and they reviewed all withdrawn & graduated students to ensure 
exit counseling is maintained. 

11179 Brightwood Career Institute - Harrisburg, PA 
• Finding 16-1 (Repeat): An award disbursement was made to one student who was not eligible at 

the time of the disbursement. 
o 1 of 75; isolated case 
o $56 was returned to the FSEOG program 

• Finding 16-4: Federal Work Study (FWS) Program comp liance requirements were not always 
met. 

o 2 of 5 FWS files tested 
o $250 was returned to the FWS program 

11256 Brightwood Career Institute - Pittsburgh, PA 
• Finding 16-1 (Repeat): Return of Title IV funds calculations were not completed correctly when 

students withdrew from the instructional program. 
o 2 of 50 files 
o Total of $2,059 was refunded to various federal programs 

• Finding 16-3 (Repeat): The Institution did not always update the enrollment status and/or status 
effective date to the National Student Loan Data System (NSLDS) in an accurate manner . 

o 3 of 68 FDLP files 
o Records were corrected 

• Finding 16-4 (Repeat): Returns of Title IV funds for certain students were not paid when the 
students withdrew from the instructional program . 

o 8 of 109 files 
o Total of $959 was refunded to various federal programs 

• Finding 16-5 (Repeat): Ineligible funds were not ret urned in a timely manner for one student. 
o 1 of 75 files; isolated instance; total not refunded timely: $4,699 

10363 Brightwood College - Hammond, IN 
• Finding 16-3 (Repeat): Federal Work Study (FWS) Program compliance requirements were not 

always met . 
o 4 of 7 FWS files (100% of FWS population) tested 
o Total overpaid amount : $13,218; federal share is $9,913 

1 



o $9,913 was refunded to FWS 

11298 Brightwood College- Sacramento, CA 
• Finding 16-2 (Repeat): The Institution did not always update the enrollment status effective date 

to the National Student Loan Data System (NSLDS) for certain students in an accurately and 
timely manner. 

o 2 of 71 FDLP files 
o Corrective Action taken: NSLDS guidelines and policies & procedures reviewed. Internal 

review process implemented. Historica l data being reviewe d for accuracy. 

235912 Brightwood College - Dayton, OH 
• Finding 16-2 (Repeat): The Institution did not always report student enrollment statuses to the 

National Student Loan Data System (NSLDS). 
o 4 of 55 FDLP files 
o Corrective Action taken: NSLDS guidelines and policies & procedures reviewed. Internal 

review process implemented. Historica l data being reviewed for accuracy. 

10602 Empire College - Santa Rosa, CA 
• Finding 16-1: National Student Loan System (NSLDS) Roster Files were not transmitte d to the 

NSLDS in a timely manner. 
o 4 of 4 files. "Due to the high error rate associated with this find ing, we consider it to be 

a mate rial instance of non-compliance. The sample was not expanded since it is not 
possible for the error rate to drop below 10% and reduce this to an immateria l fi nding." 

o There was a misunderstanding about a date used by the servicer. Has been corrected 
going forward . 

11909 Gwinnett College - Lilburn , GA 
• Finding 2016-001: The return of Title IV funds , as a result of the students dropp ing out of school, 

was not made within the required 45 days. 
o 6 of 18 students 
o Complicat ions due t o change in ownership. Resolved because "t he Institution now 

submits refunds directly to DOE and no longer has a fiscal agent." 

11199 International Business College - Indianapolis, IN 
• Finding 16-1 (Repeat) The Pell award was incorrectly calculated and disbursed resulting in an 

underaward. 
o 2 of 43 students; Total amount: $1,743 
o Was corrected while the audit was ongoi ng. Institution will follow procedures more 

closely in the future. 

20839 Newmont College of Computer Science - Salt Lake City, UT 

• Finding 16-1 (Repeat): Federal Direct Loan awards were incorrectly pro-rated for certain 
students. 

o 2 of 59 FDLP files tested; questioned costs: $1,042 
o Refunded to Federal Direct Loan Program 
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10647 Schiller University Largo, FL 
• Finding 16-2 (Repeat): The Institution did not report the enrollment status to the National 

Student Loan Data System (NSLDS) for certain students. 
o 3 of 39 files tested. 2 not reported; 1 reported incorrectly. 
o Data has been corrected 

• Finding 16-3 (Repeat): Verification was not completed prior to disbursement of funds in one 
student file. 

o 1 of 50 files tested. Isolated instance. 
o Verification completed 
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FINANCIAL REVIEW COMMITTEE AGENDA 
Monday, July 31, 2017 

3:00 PM - 5:00 PM 
Committee Members 
Mr. John Euliano, Chair 
Mr. Richard Bennett 
Dr. Fardad Fateri 
Dr. Lawrence Leak 
Mr. Roger Swartzwelder 

Staff Liaisons 
Ms. Julie Euliano - Primary Liaison 

Additional Staff: 
Mr. Steven Gelfound 
Ms. Michelle Edwards 

CALL TO ORDER 

John Euliano called the meeting to order at 3:13 p.m., Monday, July 31, 2017. 

I. OLD BUSINESS 

A. Consent Agenda for Institutions Previously on QFR 

1. +(12400) Colorado Heights University, Denver, CO - 13 points 
2. +(10306) Daymar College, Owensboro, KY - 19 points 
3. (10469) Duluth Business University, Duluth, MN - 4 points 
4. +(1089 8) Globe University, Woodbury, MN - 19 points 
5. (10950) Lincoln Technical Institute, Edison, NJ - 1 point 
6. +(11 103) Minnesota School of Business, Richfield, MN - 6 points 
7. (24852) Peloton College, Dallas, TX - 0 points 
8. (15907) Texas County Technical College, Houston, MO - 0 points 
9. (21958) Bolivar Technical College, Houston, MO - 0 points 
10. (28284) SAE Institute of Technology, Los Angeles, CA- 4 points 
11. (32108) SAE Institute of Technology, N. Miami Beach, FL- 0 points 

MOTION: 
MOVED: 
SECONDED: 
ACTION: 

+denote s closure plan 

Continue QFR 
Bennett 
Leak 
Approved 

*denotes institution also has a financial adve rse includ ed in thi s agenda 
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B. Consent Agenda for Institutions Previous ly on FIP 

1. (27446) Broadview University -West Jordan, Woodbury, M N - 4 points 
2. (22465) Jose Maria Vargas University, Pembroke Pines, FL- 7 points 

3. (11105) National Latino Education Institute, Chicago, IL- 1 point 
4. (11332) Ridley-Lowell Business & Technical Institute, Binghampton, NY - 6 points 

5. (10506) Spencerian College, Lexington, KY- 6 points 
6. (15803) Sullivan College of Technology and Design, Louisvil le, KY- 3 po ints 

7. (28864) Tribeca Flashpoint Media Arts Academy, Chicago, IL- 7 points 

MOTION: 

MOVED: 

SECONDED: 
ACTION: 

Continue FIP 

Fateri 

Bennett 
Approved 

C. Institutions Previously on FIP 
1. None 

D. Institutions Subject to Change in Review Status - Previous ly QFR 

1. (10602) Empire College, Santa Rosa, CA- O points 

2. (44818) Felb ry College School of Nursing, Columbus, OH - 0 points 
3. (11150) Florida Career College, Miami, FL - O points 

4. (10399) Metro Business College, Cape Girardeau, MO - 0 po ints 
5. +(10292) Stone Academy, West Haven, CT - 0 points 

MOTION: Remove from QFR 
MOVED: Swartzwelder 

SECONDED: Leak 
ACTION: Approved 

ABSTAIN: Fateri on 3 

E. Institutions Subject to Change in Review Status - Previously FIP 

1. *(70534) Pittsburgh Career Institute, Pittsburgh, PA- 12 points 
2. *(10657) Southern Technical College, Fort Myers, FL- 1 point 

3. *(20720) Southern Technical College, Orlando, FL- 4 points 

MOTION: 

MOVED: 

SECONDED: 

+denotes closure plan 

#1 - Continue FIP 
#2 and #3 - Place on QFR 

Swartzwelder 

Fateri 

*denotes institution also has a financial adverse included in this agenda 
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ACTION: Approved 

ABSTAIN: Bennett and Euliano - #2 and #3 

Career Education Corporation - Previously QFR 
1. +(48705) Le Cordon Bleu College of Culinary Arts, Scottsdale, AZ- 7 points 

2. +(19019) Le Cordon Bleu College of Culinary Arts, Pasadena, CA- 13 points 
3. +(48280) Le Cordon Bleu College of Culinary Arts, San Francisco, CA- 10 points 

4. +(38375) Le Cordon Bleu College of Culinary Arts, Portland, OR - 9 po ints 
5. +(21352) Le Cordon Bleu College of Culinary Arts, Austin, TX- 4 points 

6. +(11161) Sanford-Brown College, Tampa, FL - 13 points 

MOTION: 

MOVED: 
SECONDED: 
ACTION: 

Continue QFR 

Euliano 
Fateri 
Approved 

Delta Career Education Corporation - Previously FIP 
1. (11194) Mccann School of Business and Technology, Pottsville, PA-10 points 

2. +(12392) Tucson College, Tucson, AZ - 13 points 
3. (114473) Berks Technical Institute, Wyomissing, PA- 3 points 

4. (10911) Mi ller-Motte Technical College, Clarksville, TN - 1 point 
5. (10317) Mi ller-Motte Technical College, Lynchburg, VA-1 point 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

ABSTAIN: 

Continue FIP 

Bennett 
Leak 

Approved 

Swartzwelder 

Zenith Education Group, Inc. - Previously on FIP 
1. (11101) Everest College, Thornton, CO - 13 points 

2. (147010) Everest College, Woodbridge, WA - 13 points 
3. (11333) Everest College, Henderson, NV - 16 points 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

+denote s closure plan 

Continue FIP 
Fateri 

Leak 
Approved 

*denotes institution also has a financ ial adverse included in th is agenda 
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F. Institutions on Financial Show Cause 

1. *(10418) Coleman University, San Diego, CA - 0 points 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

Vacate Show-Cause; place on FIP 

Bennett 
Blake 

Approved 

2. +*(16303) MDT College of Health and Science, Highland Heights, OH -9 points 

ACTION: MDT has vo luntar ily withdrawn accreditation. 

Education Management Corporation (Financial Show-Cause directed in 04/16) 
1. +(32159) The Art Institute of York - Pennsylvania, York, PA- 6 points 
2. (16231) The Art Institute of Fort Lauderdale, Fort Lauderdale, FL- 15 points 

3. +(10751) The Art Institutes International Mi nnesota, Minneapo lis, MN - 15 points 
4. +(16235) Art Institute of New York City, New York, NY - 7 points 

5. (16228) Art Institute of Phoenix, Phoenix, AZ - 4 points 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

Vacate Show-Cause; place on FIP 

Bennett 
Hobdy 

Approved 

Fortis Institute - (Financial Show-Cause di rected in 04/17) 
1. (10934) Fort is Institute, Erie, PA- 1 point 

2. (16005) Fort is College, Orange Park, FL - 1 po int 

3. (10770) Fort is College, Norfolk, VA - 13 points 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

Vacate Show-Cause; place on FIP 
Leak 

Fateri 
Approved 

G. Institutions Closed or Officially Withdrawn from ACICS Accreditat ion 

1. (15728) Bristol Univers ity, Anaheim, CA 
2. +(2027 1) Court Reporting Institute of St. Louis, Clayton, MO 

+denote s closure plan 
*denotes institution also has a financial adverse included in th is agenda 
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3. +(10748) Everest College, Springfie ld, MO 

4. (11328) New York Institute of English and Business, New York, NY 
5. +(11116) Prince Institute, Southeast, Elmhurst, IL 

7. +(70523) Sanford -Brown College, Mendota Heights, MN 
8. +(11132) Sanford -Brown College-Chicago, Chicago, IL 

MOTION: No Action 

H. Policy Discussion Items 

1. None 

II. NEW BUSINESS 

A. Consent Agenda for Institutions with triggers on AFR and/or Audited Financial 

Statements: No Action Recommended 

1. (136114) Ambria College of Nursing, Hoffman Estates, IL- 1 point 
2. (146787) Bryan University, Tempe, AZ - 1 point 

3. (24921) California Miramar University, San Diego, CA - 1 point 
4 . (11217) Daymar College, Clarksvil le, TN -1 point 

5. (10355) lnstituto de Banca y Comercio, Hato Rey, Puerto Rico - 1 point 
6. (171290) Niels Brock Copenhagen Business College, Copenhagen, Denmark- 1 point 

7. (10096) Pinnacle Career Institute, Lawrence, KS-1 po int 
8. (12775) Professional Golfers Career College, Temecula , CA- 1 point 

9. (24346) Sentara College of Health Sciences, Chesapeake, VA - 3 points 
10. (27075) Spartan College of Aeronautics and Technology, Broomfield, CO - 1 point 

11. (148277) Universal Technology of Puerto Rico, Augadil la, Puerto Rico - 1 point 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

No Action 

Bennett 
Leak 

Approved 

B. Consent Agenda for Institutions with triggers on AFR and/or Audited Financial 

Statements: QFR Recommended 
1. (60173) Bay Area Medical Academy, San Francisco, CA- 3 points 

2. *(10123) Beckfield College, Florence, KY - 3 po ints 
3. (21648) Digital Media Arts College, Boca Raton, FL- 1 point 

4. (238949) Hope College of Arts & Sciences, Pompano Beach, FL- 4 points 
5. (12706) IBMC, Fort Collins, CO - 3 points 

+denote s closure plan 
*denotes institution also has a financial adverse included in this agenda 
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MOTION: #3 - No Action 
Leak 
Swartzwe lder 
Approved 

MOVED: 
SECONDED: 
ACTION: 

MOTION: #1, #2, #4, and #5 - Place on QFR 
Leak MOVED: 

SECONDED: Bennett 
ACTION: Approved 

C. Institutions Subj ect to Review due to triggers on AFR and/or Audited Financial Statements 
1. AHED: 

i. (225 143} East West College of Natural Med icine, Sarasota, FL- 7 points 
ii. (262761) Madison Media Institute, Madison, WI - 2 points 

2. (225377) California Institute of Advanced Management , El Monte, CA- 6 points 
3. (36481) Global Health College, Alexandria, VA - 11 points 
4. *(270273) GROOVE U - 7 points 
5. Premier Education Group: 

i. (178224) Branford Hall Career Institute, Amityville, NY-1 point 
ii. (10547} Harris School of Business, Cherry Hill, NJ - 1 point 
iii. (10357} Salter College, West Boylston, MA - 4 points 

6. *(24422) SO LEX College - 19 points 
7. Virginia College: 

i. (10363) Brightwood College, Hammond, IN - 2 points 
ii. (11179) Brightwood Career Institute, Harrisburg, PA- 2 points 

iii. (11256) Brightwood Career Institute, Pittsburgh, PA- 7 points 
iv. (11298) Brightwood College, Sacramento, CA- 2 points 
v. (170949) Brightwood Career Institute, Broomall, PA- 2 points 

vi. (170992) Brightwood College, Dallas, TX- 2 points 
vii. (171004) Brightwood Career Institute, Philadelphia, PA- 2 points 

viii. (171010) Brightwood College, San Anton io, TX- 2 points 
ix. (171049) Brightwood College, Vista, CA- 2 points 
x. (223669) Brightwood College, Salida, CA- 2 points 
xi. *(235508} Brightwood College, Baltimore, MD - 2 points 

xii. (235912) Brightwood College, Dayton, OH - 4 points 

MOTION: 

+denotes closure plan 

#l i - Place on FIP 
#lii - Place on QFR 
#2 - No Action 

*denotes institution also has a financial adverse included in this agenda 
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MOVED: 

SECONDED: 
ACTION: 

ABSTAIN: 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

MOTION: 
MOVED: 
SECONDED: 

ACTION: 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

#5 - Place on QFR 

#7 - No Action 
Bennett 

Leak 
Approved 

Swartzwe lder - #7; Euliano - #1 

#3 - Place on Financial Show-Cause 
Bennett 

Leak 
Approved 

#4 - Place on Financial Show-Cause 

Swartzwelder 
Bennett 

Approved 

#6 - Place on Financial Show-Cause; add to current Show-Cause 
Euliano 

Swartzwelder 
Approved 

D. Change of Ownership/Control 

l. None 

E. Title IV Compliance Audits 
l. Update on implementation and audits reviewed 

Staff reviewed the audits and only noted those with an issue that rose to the leve l of 

needing action. At th is meeting, there was no such items. Going forward, staff has 
created a new report for this section that is much more detai led about action items on 

Title IV compliance audits 

2. (24422) SOLEX has voluntary withdrawn from Title IV 

3. Cohort Default Rates 
i. Released in September so these rates wi ll be reviewed at the December 2017 

meeting for monitoring action. 

4. 90/10 Reviews 
i. (235508) Brightwood College, Baltimore, MD - 90/10 is at 90 .80% 

+denote s closure plan 
*denotes institution also has a financial adverse included in this agenda 
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ii . (223674) Brightwood College, Towson, MD - 90/10 is at 90.48% 

No act ion was recommended on these failures because of how closely they failed 
the 90/10 review. 

5. 2016 Composite scores 

MOTION: 

i. (60173) Bay Area Medical Academy 0.0 
ii. (10123) Beckfield School -1.0 

iii. (10253) Colegio Tecnolog ico y Comercial de PR 0.0 
iv. (36481) Global Health College -.90 
v. (16303) MDT College of Health and Science, Inc. -.30 

vi. (70534} Pittsburgh Career Institute - .20 
vii. (10657} Southern Technical College Suncoast -.40 

viii. (20720) Southern Technical College - .60 

This is a DOE metric that is included in most audits would be included in taking 
accreditation actions, as appropriate. Only institutions with composite scores 
below Oare listed and have been previously discussed for other financial 
concerns. 

No Action 

F. Financial Adverse Information 
1. (24422) SOLEX: FAD letter totaling $3,823,346 on 09/30/16; SOLEX is contesting and 

in negotiations with ED. 
2. AFRs due 06/30/17 but not received as of 07 /26/17 

a. (19408) Silicon Valley University, San Jose, CA 
i. Waiting for auditor to complete audit; expected completion is 8/31 

b. (39 183) Herguan University, Sunnyva le, CA 
i. No known contact from them 

c. (248783) UAC School of Global Management, Miami, FL 
i. Requested a password reset; this was done on 7 /25 

d. (250872) Life Line Med Training 
i. No known contact from them 

e. (225702) Guglielmo Marconi University, Rome, Italy 
i. Requested password on 7 /21; provided same day 

f. (242565) Universal Vocat ional Institute, Hialeah, FL 
i. No known contact from them 

g. (247637) Express Training Services, Gainesville, FL 
i. No known contact from them 

+denote s closure plan 
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ACTION: Michelle Edwards, President wi ll call all schoo ls above except 2b to obtain a status on 

their AFRs. 

3. Other: 
a. (270273) GROOVE U - 12/31/15 audit submitted; 12/31/16 not available 

G. Policy Discussion Items 

1. New institutions: First AFR due 

ACTION: Table discussion until ACICS resumes accepting new schools. 

ADJOURNMENT 

Chair Euliano adjourned the meeting at 5:23 p.m., Monday, July 31, 2017. 
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Committee Members 
M r. John Euliano, Chair 

Mr. Richard Bennett 
Ms. Julie Blake 

Dr. Fardad Fateri 
Dr. Lawrence Leak 

M r. Roger Swartzwelder 

Staff Liaisons 

FINANCIAL REVIEW COMMITTEE AGENDA 
Wednesday, April 5, 2017 

3:00 PM - 5:00 PM 

Ms. Julie Euliano- Primary Liaison 

Mr. Quentin Dean - Secondary Liaison 

Additional Staff: 
Mr. Steven Gelfound 

Ms. Linda Lundberg 

CALL TO ORDER 

John Euliano called the meeting to order at 2:58 p.m., Wednesday, April 5, 2017. 

I. OLD BUSINESS 

A. Consent Agenda for Institut ions Previously on QFR 

1. +(2027 1) Court Reporting Institute of St. Louis, Clayton, MO- 0 po ints 

2. (10469) Duluth Business University, Duluth, MN - 1 point 

3. (10190) EDIC College, Caguas, PR - 1 point 

Vote on item 3 above separately : 

MOTION : 

MOVED: 
SECONDED: 

ACTION: 

+denotes closure plan 

Remove from QFR 

Leak 
Fateri 

Approved 

*denote s institution also has a financia l adverse included in this agen da 
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4. *(10602) Empire College, Santa Rosa, CA- 0 points 

5. (44818) Felbry College School of Nursing, Columbus, OH - 0 points 
6. (11150) Florida Career College, Miami, FL - 0 points 

7. (10950) Lincoln Technical Institute, Edison, NJ - 1 point 
8. (10399) Metro Business College, Cape Girardeau, MO - 1 point 

9. +(11103) Minnesota School of Business, Richfield, MN - 0 points 
10. +(10292) Stone Academy, West Haven, CT - 0 points 

11. (28284) SAE Institute of Technology, Los Angeles, CA - 4 points 
12. (32108) SAE Institute of Technology, N. Miami Beach, FL-0 points 

Vote on items 11 and 12 above separately: 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

Continue on QFR 

Swartzwelder 
Fateri 

Approved 

MOTION: Items 1-2 and 4-10 continue on QFR 

MOVED: 
SECONDED: 

ACTION: 
ABSTAIN: 

Leak 
Bennett 

Approved 
Fateri on item 6 above, Florida Career College 

B. Consent Agenda for Institutions Previously on FIP 

1. (27446) Broadview University -West Jordan, Woodbury, MN -4 points 

2. (11105) National Latino Education Institute, Chicago, IL- 0 points 
3. (11332) Ridley-Lowell Business & Technica l Institute, Binghampton, NY - 6 points 

4. (11303) Ridley-Lowell Business & Technica l Institute, New London, CT - 1 point 

Vote on item 4 above separately: 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

+denotes closure plan 

Remove from Reporting 

Swartzwelder 
Bennett 

Approved 

*denote s institution also has a financia l adverse included in this agenda 
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5. (10657) Southern Technical College, Fort Myers, FL- 3 points 

6. (20720) Southern Technical College, Orlando, FL- 3 points 

7. (10506) Spencerian College, Lexington, KY - 6 points 

8. (15803) Sullivan College of Technology and Design, Louisville, KY - 3 points 

MOTION: 

MOVED: 

SECONDED: 

ACTION : 

Abstain : 

Items 1-3 and 5-8 Continue on FIP 

Swartzwelder 

Blake 

Approved 

Bennett, Items 5-6 

C. Institutions Previously on FIP 

1. (22465) Jose Maria Vargas University, Pembroke Pines, FL - 7 points 

MOTION: 

MOVED: 

SECONDED: 

ACTION : 

Continue on FIP 

Bennett 

Leak 

Approved 

2. (11328) New York Institute of English and Business, New York, NY - 7 points 

MOTION : 

MOVED : 

SECONDED: 

ACTION: 

Continue on FIP 

Euliano 

Bennett 

Approved 

3. (28864) Tribeca Flashpoint Media Arts Academy, Chicago, IL - 7 points 

MOTION: 

MOVED : 

SECONDED: 

ACTION: 

Continue on FIP 

Bennett 

Fateri 

Approved 

D. Institutions Subject to Change in Review Status - Previously QFR 

1. (11238) American National University , Lexington, KY- 0 points 

2. (10278) American National University , Salem, VA- 0 

3. (10683) National College, Nashville, TN - 0 points 

+denotes closure plan 
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4. *(10418) Coleman University, San Diego, CA - 9 points 

Vote on item 4 above separately: 

MOTION : 

MOVED: 
SECONDED: 

ACTION: 

ABSTAIN: 

Place on show-cause. Request institut ion to demonstrate financial stab ility 

given the losses based on December numbers that were self-reported and 
auditor's findings, inc luding inadequate accounting practices . Include a 

FIP. Provide update on correct ive action plan. 

Bennett 
Blake 

Approved 

Swartzwelder 

5. +(10306) Daymar College, Owensboro, KY - 19 points 

6. (24852) Peloton College, Dallas, TX - 7 points 
7. (11116) Prince Institute, Southeast, Elmhurst, IL- 7 points 

MOTION : 

MOVED: 
SECONDED: 

ACTION: 

Remove items 1-3 from reporting . Items 5-7 Continue on QFR 

Bennett 
Leak 

Approved 

E. Institutions Subject to Change in Review Status - Previously FIP 

1. (20292) California Intl Business University, San Diego, CA- 0 points 

2. +*(12400) Colorado Heights University, Denver, CO- 10 points 
3. +(10898) Globe University, Woodbury, MN - 16 points 

4. (70534) Pittsburgh Career Institute, Pittsburgh, PA - 13 po ints 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

+denotes closure plan 

Item 1, remove from reporting. Items 2-3 place on QFR. Item 4, continue 
on FIP. 

Bennett 
Leak 

Approved 

*denotes institution also has a financia l adverse included in this agenda 
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Career Education Corporation 
1. +(48705) Le Cordon Bleu College of Culinary Arts, Scottsdale, AZ - 8 points 

2. +(19019) Le Cordon Bleu College of Culinary Arts, Pasadena, CA - 8 points 

3. +(48280) Le Cordon Bleu College of Culinary Arts, San Francisco, CA - 10 points 
4. +(38375) Le Cordon Bleu College of Culinary Arts, Portland, OR - 4 points 

5. +(21352) Le Cordon Bleu College of Culinary Arts, Austin, TX - 0 points 
6. +(11161) Sanford -Brown College, Tampa, FL -10 points 

7. +(11132) Sanford-Brown College-Chicago, Chicago, IL- 1 point 
8. +(70523) Sanford -Brown College, Mendota Heights, MN - 13 points 

MOTION: 

MOVED: 

SECONDED: 
ACTION: 

Place on QFR 

Euliano 

Bennett 
Approved 

Delta Career Education Corporation 

1. (11194) McCann School of Business and Technology, Pottsville, PA - 10 points 
2. (12392) Tucson College, Tucson, AZ-13 points 

3. (114473) Berks Technical Institute, Wyomissing, PA- 0 points 
4. (109 11) Mi ller -Motte Technical College, Clarksville, TN - 1 point 

5. (10317) Mi ller-M otte Technical College, Lynchburg, VA - 1 point 

MOTION: Continue on FIP 
MOVED: Fateri 

SECONDED: Blake 

ACTION: Approved 
ABSTAIN: Swartzwelder 

Fortis Institute 
1. (10934) Fortis Institute, Erie, PA- 1 point 

2. (16005) Fortis College, Orange Park, FL- 0 points 

3. (10770) Fortis College, Norfo lk, VA-10 po ints 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

ABSTAIN: 

+denotes closure plan 

Place institution on show -cause (Education Affi liates) 
Leak 

Fateri 
Approved 

Euliano 
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Zenith Education Group, Inc. 
1. +(10748) Everest College, Springfield, MO - 14 points 

2. (11101) Everest College, Thornton, CO - 16 points 

3. (147010) Everest College, Woodbridge, WA - 10 points 
4. (11333) Everest College, Henderson, NV - 14 points 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

Continue on FIP 

Euliano 
Blake 

Approved 

F. Institut ions on Financial Show Cause 

1. (15728) Bristol University, Anaheim, CA - 10 points 

MOTION: 

MOVED: 

SECONDED: 
ACTION: 

The hearing panel recommends continuing the financial show-cause, and 
vacating the student achievement show -cause. Keep school on student 

achievement report ing, ask for full CAR, retention update, due July 10, 
2017. Request corporate ownership chart/ ownership structure 

disclosure. 
Edwards 

Fateri 
Approved 

2. +(16303) MDT College of Health and Science, Highland Heights, OH -12 points 

MOTION: 

MOVED: 

SECONDED: 

ACTION: 

The hearing panel recommends continuing the financial show-cause, 
vacating the student achievement show -cause, but continuing school on 

reporting (request ing a full year CAR through June 30, 2017, to be 
provided to the Council by July 10, 2017). 
Blake 

Guinan 

Approved 

3. *(22447) Pinchot University, Seatt le, WA- NO SUBMISSION 

MOTION: 

MOVED: 
SECONDED: 
ACTION: 

+denotes closure plan 

FRC recommends revocation of the institutions accreditation, for not 
submitting an AFR, per Accrediting Criter ia section 2-3-40 1 (c). 

Swartzwelder 
Leak 

Approved 
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Education Management Corporation (Financial Show-Cause directed in 04/16) 
1. +(32159) The Art Institute of York- Pennsylvania, York, PA- 3 points 

2. (16231) The Art Institute of Fort Lauderdale, Fort Lauderdale, FL- 6 points 

3. +(10751) The Art Institutes International Minnesota, Minneapo lis, MN - 13 points 
4. (16235) Art Institute of New York City, New York, NY - 7 points 

5. (16228) Art Institute of Phoenix, Phoenix, AZ - 0 points 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

Continue Show-Cause. Conduct unannounced visits to 2-3 schoo ls that 
have received complaints. 

Bennett 
Hobdy 

Approved 

G. Institutions Closed or Officially Withdrawn from ACICS Accreditation 

1. (10219) Everest College, Colorado Springs, CO 
2. (11314) Everest College, Newport News, VA 

3. +(10678) Everest College, Port land, OR 
4. +(10564) Everest College, Bremerton, WA 

5. (10679) Everest University, Orlando, FL 
6. (10845) Key College, Dania Beach, FL 

7. (245680) SAE Institute of Technology, Nashvil le, TN 
8. +(20950) Sanford -Brown College, Atlanta, GA 

9. +(20968) Sanford-Brown College, Dallas, TX 
10. (11096) Taylor Business Institute, Chicago, IL 

11. (241563) Victory Trade School, Springfield, MO 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

Remove from Reporting 

Bennett 
Leak 

Approved 

H. Policy Discussion Items 
1. Title IV Compliance Audits 

+denotes closure plan 
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II. NEW BUSINESS 

A. Consent Agenda for Institutions with triggers on AFR and/or Audited Financial Statements 

1. (31581) North American University, Stafford, TX - 1 point 
2. (12769) Pacific States University, Los Angeles, CA- 1 point 
3. (20699) Santa Barbara Business College, Ventura, CA- 1 point 
4. (10560) Sierra Valley College of Court Reporting, Fresno, CA- 1 point 
5. (10596) Vet Tech Institute of Houston, Houston, TX- 3 points 

MOTION: 
MOVED: 
SECONDED: 
ACTION: 

No Action 
Swartzwelder 
Bennett 
Approved 

B. Institu t ions Subject to Review due to triggers on AFR and/or Audited Financial Statements 

1. (24539) Bon Secours Memorial College of Nursing, Richmond, VA - 7 points 
2. (10544) Cheryl Fell's School of Business, Niagara Falls, NY- 1 point 
3. +(10273) Jones College, Jacksonville, FL- 3 points 
4. (15907) Texas County Technical College, Houston, MO - 4 points 

MOTION: 
MOVED: 
SECONDED: 
ACTION: 

No action on items 1-3. Place item 4 on QFR. 
Euliano 
Blake 
Approved 

C. Change of Ownership/Control 
1. (237211) Pacific Institute of Technology, Morrow, GA 

MOTION: 
MOVED: 
SECONDED: 
ACTION: 

Approve change of ownership 
Fateri 
Bennett 
Approved 

D. Financial Adverse Information 

1. (12400) Colorado Heights University - Line of Credit $61,641 due to the decision to close 

and not seek to renew accreditation 
2. (24765) Community Care College - Composite Score is 0.28 

3. (10602) Empire College - Line of Credit $392,060 due to a Composite Score of 1.0 
4. AFRs due but not submitted as of 03/ 28/ 17: 

+denotes closure plan 
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a. (10418) Coleman University 
i. Due 12/31/16; extension until 3/24 (submitted) 

b. (1043 1) International College of the Cayman Islands (submitted) 
i. Due 02/28/17; extension until 3/31 

c. (22447) Pinchot University (voted on) 
i. Due 12/31/16 

d. (254209) Process Work Institute 
i. Due 01/31/17; letter sent 3/28; 2nd due date 4/4 

MOTION: (Letter to school from Julie Euliano and Phone call from Roger Williams) 

e. (26129) Southern California Health Institute (SOCHI) 
i. Due 12/31/16; 2nd due date 02/22 

MOTION: No Action; AFR is in progress. 

E. Policy Discussion Items 
1. None 

FINANCIAL REVIEW COMMITTEE AGENDA - ADDENDUM 
Wednesday, April 5, 2017 

3:00 PM - 5:00 PM 

C. Institutions Subject to Change in Review Status - Previously QFR 

II. NEW BUSINESS 

B. Institutions Subject to Review due to triggers on AFR and/or Audited Financial Statements 

5. (232604) Bethesda College of Health Sciences, Boynton Beach. FL- 6 points 

MOTION: 
MOVED: 
SECONDED: 
ACTION: 

No action 
Swartzwelder 
Leak 
Approved 

D. Financial Adverse Information (update) 
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(10431) International College of the Cayman Islands 

• Submitted AFR on 03/30/17 

• Zero points 

MOTION: No Action . 

Additional Late AFRs, due 03/31/ 17; not submitted as of 04/05/ 17 

• (23888) Bergin University of Canine Studies, Rohnert Park, CA 

• (10680) Consolidated School of Business, York, PA 

• (11153) Consolidated School of Business, Lancaster, PA 

• (148277) Universal Technology of Puerto Rico, Aguadilla, Puerto Rico 

• (148280) Universal Technology of Puerto Rico, Camuy, Puerto Rico 

MOTION: No action. Send late not ice. 

ADJOURNMENT 

Chair Euliano adjourned the meeting at 5:31 p.m., Wednesday, April 5, 2017. 
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Committee Members 

Mr. John Euliano, Chair 
M r. Richard Bennett 

Ms. Julie Blake 
Dr. Fardad Fateri 

Dr. Lawrence Leak 

Mr. Roger Swartzwelder 

Observer : 

Ms. Judee Timm 

Staff Liaisons 

FINANCIAL REVIEW COMMITTEE MINUTES 
Monday, December 5, 2016 

9:00 AM -12:00 PM 

Ms. Julie Euliano - Primary Liaison 

M r. Quentin Dean - Secondary Liaison 

Additional Staff: 
Mr . Roger J. Williams 

M r. Steven Gelfound 
Ms . Perliter Walters -Gilliam 

Ms. Kay Ropko 

Ms. Linda Lundberg 

I. CALL TO ORDER 

Chair Euliano called the meeting to order at 9:00 A.M. Monday, December 5, 2016. 

I. OLD BUSINESS 

A. Consent Agenda for Institut ions Previously on QFR 

1. (11238) American National University, Lexington, KY- 1 point 
2. (10278) American National University, Salem, VA - 0 points 

3. (10683) National College, Nashville, TN - 0 points 

+denotes closure plan 
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4. (20271) Court Reporting Institute of St. Louis, Clayton, MO -1 point 

Vote on item 4 above separately : 

MOTION: Continue QFR 

MOVED: Euliano 
SECONDED: Bennett 

ACTION: Approved 
ABSTAINED: Fateri 

5. (10469) Duluth Business University, Duluth, M N - 1 point 

6. (10190) EDIC College, Caguas, PR - 1 point 
7. (10602) Empire College, Santa Rosa, CA- 1 point 

8. (44818) Felbry College School of Nursing, Columbus, OH - 0 points 
9. (11150) Florida Career College, Miami, FL - 1 point 

10. (10845) Key College, Dania Beach, FL - 2 points 
11. (10950) Lincoln Technical Institute, Edison, NJ - 2 points 

12. (10399) Metro Business College, Cape Girardeau, MO - 1 point 
13. (11303) Minnesota School of Business, Richfield, MN -0 points 

14. (10292) Stone Academy, West Haven, CT - 0 points 

MOTION: 

MOVED: 
SECONDED: 
ACTION: 

ABSTAINED: 

Items 1-3 and 5-14 above, continue on QFR 

Bennett 
Leak 
Approved 

Fateri, Item 9 above: Florida Career College 

B. Consent Agenda for Inst itu ti ons Previously on FIP 

1. (11105) National Latino Education Institute, Chicago, IL- 1 po int 

2. (11332) Ridley-Lowell Business & Technica l Institute, Binghampton, NY - 3 points 
3. (11303) Ridley-Lowell Business & Technica l Institute, New London, CT - 1 point 

4. (10657) Southern Technical College, Fort Myers, FL- 1 point 
5. (20720) Southern Technical College, Orlando, FL- 1 points 

6. (11096) Taylor Business Institute, Chicago, IL- 1 point 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

ABSTAINED: 

Continue on FIP 
Swartzwelder 

Leak 

Approved 
Bennett, on items 4 and 5 

The mission of the Financial Review Committee ("FRC") is to monitor the financial stability of accredited institutions in 
order to ensure they maintain sufficient financial resources to deliver a quality education to their students. 
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C. Institutions Directed to Continue on FIP 

1. (20292) California Intl Business University, San Diego, CA- 5 points 

MOTION : 

MOVED : 

SECONDED: 

ACTION: 

Continue FIP 

Fateri 

Leak 

Approved 

2. (28864) Tribeca Flashpoint Media Arts Academy, Chicago, IL - 7 points 

MOTION: 

MOVED: 

SECONDED: 

ACTION : 

Continue FIP 

Fateri 

Blake 

Approved 

D. Institutions Subject to Change in Review Status - Previously QFR 

1. (10740) Cambria -Rowe Business College, Johnstown, PA- CLOSED 

MOTION : 

MOVED : 

SECONDED: 

ACTION: 

Remove from QFR 

Blake 

Leak 

Approved 

2. (10418) Coleman University, San Diego, CA- 6 points 

MOTION : 

MOVED : 

SECONDED: 

ACTION : 

ABSTAINED: 

Continue on QFR 

Euliano 

Blake 

Approved 

Swartzwelder 

3. (10306) Daymar College, Owensboro, KY - 10 points 

MOTION : 

MOVED : 

SECONDED: 

ACTION: 

+denotes closure plan 

Continue QFR 

Blake 

Fateri 

Approved 
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4. (73849) EMSTA College, Santee, CA- NO SUBMISSION 

MOTION: 

MOVED: 

SECONDED: 

ACTION: 

Remove from QFR 

Blake 

Bennett 

Approved 

5. (10898) Globe University, Woodbury, MN - 7 points 

MOTION: 

MOVED : 

SECONDED: 

ACTION: 

Place on FIP 

Swartzwelder 

Fateri 

Approved 

6. (111 16) Prince Institute, Southeast, Elmhurst, IL- 7 points 

MOTION: 

MOVED: 

SECONDED: 

ACTION: 

Continue QFR 

Bennett 

Blake 

Approved 

7. (28284) SAE Institute of Technology, Los Angeles, CA - 4 points 

MOTION: 

MOVED: 

SECONDED: 

ACTION: 

Continue QFR 

Leak 

Bennett 

Approved 

8. (32108) SAE Institute of Technology, N. Miami Beach, FL - 0 points 

MOTION: 

MOVED: 

SECONDED: 

ACTION: 

Continue QFR 

Leak 

Blake 

Approved 

9. (245680) SAE Institute of Technology, Nashville, TN - 1 point 

MOTION: 

MOVED: 

SECONDED: 

ACTION: 

+denotes closure plan 

Continue QFR 

Leak 

Blake 

Approved 
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E. Institutions Subject to Change in Review Status - Previously FIP 

1. (73857) Bay Area College of Nursing, Palo Alto, CA - CLOSED 

M OTION: 

M OVED: 

SECONDED: 

ACTION: 

Remove from FIP 

Fateri 

Blake 

Approved 

2. (19459) Brooks Institute, Ventur a, CA - CLOSED 

M OTION: 

M OVED: 

SECONDED: 

ACTION: 

Remove from FIP 

Blake 

Leak 

Approved 

3. (12400) Colorado Heights University, Denver, CO - 10 points 

M OTION: 

M OVED: 

SECONDED: 

ACTION: 

Continue on FIP 

Euliano 

Blake 

Approved 

4 . (22465) Jose Ma ria Vargas Unive rsity, Pemb roke Pines, FL- 7 points 

M OTION: 

M OVED: 

SECONDED: 

ACTION: 

Continue on FIP 

Swartzwelder 

Fateri 

Approved 

5. (16303) MDT College of Health and Science, Highland Heights, OH - 10 po ints 

MOTIO N: 

M OVED: 

SECONDED: 

ACTION: 

+denotes closure plan 

Place on show -cause . 

Fateri 

Swartzwelder 

Approved 
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6. (40730) Missouri College, Brentwood, MO - CLOSED 

MOTION : 

MOVED: 

SECONDED: 

ACTION: 

Remove from FIP 

Leak 

Blake 

Approved 

7. (11328) New York Institute of English and Business, New York, NY - 8 points 

MOTION: 

MOVED : 

SECONDED: 

ACTION: 

Continue on FIP 

Euliano 

Fateri 

Approved 

8. (22447) Pinchot University , Seattle, WA - NO SUBM ISSION 

MOTION : 

MOVED: 

SECONDED: 

ACTION: 

Place on show -cause 

Bennett 

Leak 

Approved 

9. (15661) Spencerian College, Lexington, KY - 13 points 

MOTION: 

MOVED: 

SECONDED: 

ACTION: 

Continue on FIP 

Blake 

Swartzwelder 

Approved 

10. (15803) Sullivan College of Technology and Design, Louisville, KY - 4 points 

MOTION: 

MOVED: 

SECONDED: 

ACTION: 

Continue on FIP 

Blake 

Swartzwelder 

Approved 

11. (27446) Broadview University -West Jordan, Woodbury, MN - 7 po ints 

MOTION : 

MOVED: 

SECONDED: 

ACTION: 

+denotes closure plan 

Continue on FIP 

Fateri 

Euliano 

Approved 

*denote s institution also has a financia l adverse included in this agenda 
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12. (70534) Pittsburgh Career Institute, Pittsburgh, PA-13 points 

MOTION : 

MOVED: 
SECONDED: 

ACTION: 

Continue on FIP 

Euliano 
Fateri 

Approved 

Career Education Corporation 

1. +(48705) Le Cordon Bleu College of Culinary Arts, Scottsdale, AZ - 4 points 

2. +(19019) Le Cordon Bleu College of Culinary Arts, Pasadena, CA - 7 points 
3. +(48280) Le Cordon Bleu College of Culinary Arts, San Francisco, CA- 7 points 

4. +(38375) Le Cordon Bleu College of Culinary Arts, Portland, OR - 1 point 
5. +(21352) Le Cordon Bleu College of Culinary Arts, Austin, TX - 4 points 

6. +(10798) SBI Campus-An Affiliate of Sanford-Brown, Melville, NY - CLOSED 
7. +(15768) Sanford -Brown Institute, Jacksonville, FL- CLOSED 

8. +(11161) Sanford-Brown College, Tampa, FL-13 points 
9. +(20950) Sanford -Brown College, Atlanta, GA - 13 points 

10. +(20968) Sanford -Brown College, Dallas, TX - 13 po ints 
11. +(11132) Sanford -Brown College-Chicago, Chicago, IL-10 points 

12. +(70523) Sanford -Brown College, Mendota Heights, MN -13 points 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

Continue on QFR, and remove schools 6 and 7 
Euliano 

Bennett 
Approved 

Delta Career Education Corporation 

1. (11194) Mccann School of Business and Technology, Pottsville, PA- 4 points 

2. (12392) Tucson College, Tucson, AZ- 8 points 
3. (114473) Berks Technical Institute, Wyomissing, PA- 0 point 

4. (10911) Mi ller -M otte Technical College, Clarksville, TN - 0 points 
5. (103 17) Mi ller -Motte Technical College, Lynchburg, VA-0 points 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 
ABSTAINED: 

+denotes closure plan 

Continue on FIP 

Euliano 
Blake 

Approved 
Swartzwelder 

*denotes institution also has a financial adverse included in this agenda 
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Fortis Institute 

1. (10934) Fortis Institute, Erie, PA- 1 points 

2. (16005) Fortis College, Orange Park, FL- 1 point 
3. (10770) Fortis College, Norfo lk, VA-10 po ints 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

Continue on FIP 

Euliano 
Fateri 

Approved 

F. Institut ions on Financial Show Cause 

1. (15728) Br istol Univers ity, Anaheim, CA- 16 points 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

The hear ing panel reco mmends continuing the show -cause. 
Fateri 

Edwards 
Approved 

2. (21231) Medtech College, Indianapolis, IN - NO SUBMISSION 
School closed. At the time of closure the institution was on show -cause. 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

Remove from Show -Cause 

Euliano 
Blake 

Approved 

3. (33239) Radians College, Washington, DC- NO SUBMISSION 
School closed. At the time of closure the institution was on show -cause. 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

+denotes closure plan 

Remove from Show -Cause 

Bennett 
Leak 

Approved 

*denotes institution also has a financia l adverse included in this agenda 
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Education Management Corporation (Financial Show-Cause directed in 04/16) 

1. +(32159) The Art Institute of York - Pennsylvania, York, PA- 3 points 
2. (16231) The Art Institute of Fort Lauderdale, Fort Lauderdale, FL- 6 points 
3. (10751) The Art Institutes International Minnesota, M inneapolis, MN - 13 points 
4. (16235) Art Institute of New York City, New York, NY - 8 points 
5. (16228) Art Institute of Phoenix, Phoenix, AZ- 4 points 

MOTION: 
MOVED: 
SECONDED: 
ACTION: 

The hearing panel reco mmends continuing show-cause 
Swartzwelder 
Bennett 

Approved 

Zenith Educat ion Group, Inc. (Financial Show-Cause directed in 04/16) 

1. (10219) Everest College, Colorado Springs, CO- 4 points 
2. (10748) Everest College, Springfield, MO - 10 points 
3. (11101) Everest College, Thornton, CO -13 points 
4. (11314) Everest College, Newport News, VA- 8 points 
5. (147010) Everest College, Woodb ridge, WA- 7 points 
6. (11333) Everest College, Henderson, NV - 14 points 
7. +(10678) Everest College, Port land, OR - 7 points 
8. +(10564) Everest College, Bremerton, WA- 7 points 
9. (10679) Everest University, Orlando, FL- 3 points 

MOTION: 

MOVED: 
SECONDED: 
ACTION: 

The hearing panel recommends vacating the financ ial show-cause 
directive and probation order and placing the institution on quarter ly 
financial reporting. 
Edwards 
Jones 
Approved 

G. Policy Discussion Items 
1. Submission of the Title IV compl iance audit 

MOTION: 

MOVED: 
SECONDED: 
ACTION: 

+denotes closure plan 

Adopt Option 1: Accept the proposed Policy requesting schools to submit 
Title IV Compliance Audits; and publish as final to the Memo to the Field 
and the Accreditat ion Criteria, effective January 1, 2017 
Swartzwelder 

Bennett 
Approved 

*denotes institution also has a financial adverse included in this agenda 
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II. NEW BUSINESS 

A. Consent Agenda for Institutions Directed to Submit Quarterly Financia l Reports 

1. (32315) American International College of Arts and Sciences, St. John's, Ant igua, West 
Indies - 1 point 

MOTION: 

MOVED: 
SECONDED: 

No Action 

Swartzwelder 
Blake 

ACTION: Approved 
B. Institutions Subj ect to Review due to triggers on AFR and/or Audited Financial Statements 

1. (24852) Peloton College, Dallas, TX- 3 points 

MOTION: 

MOVED: 
SECONDED: 

ACTION: 

Place on QFR 

Euliano 
Fateri 

Approved 

2. (241563) Victory Trade School, Springfield, MO - 7 points 

MOTION: 
MOVED: 

SECONDED: 
ACTION: 

Place on QFR 
Bennett 

Blake 
Approved 

C. Change of Ownership/Control - NONE 

D. Financial Adverse Information 

1. (903200) Empire College - Letter of Credit 

2. No AFR Submission, due 06/30/16 : 
a. (61155) Universidad San Ignacio Loyola, Lima, Peru 

b. (233044) Universidad San Ignacio De Loyola S.A., Lima, Peru 

The institution up loaded the audited financial statement but didn't submit an AFR. The school 
hasn't paid their sustaining fees. Send a letter to the institution, stating the school's 

accredi t ation w ill be revoked if the Council does not receive their AFR and sustaining fee by a 

certain date. 

+denotes closure plan 
*denotes institution also has a financial adverse included in this agenda 
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3. See attached FRC Adverse Report - NONE 

E. Policy Discussion Items 
1. New QFR form 

Julie Euliano will test ACICS new financial IT platform. In the interim, Excel QFR and FIP forms 

were approved for the web site. 

IV. ADJOURNMENT 

Chair Euliano adjourned the meeting at 12:15 p.m., Monday, December 5, 2016. 

+denotes closure plan 
*denote s institution also has a financia l adverse included in this agenda 
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FINANCIAL REVIEW COMMITTEE MINUTES 
Tuesday, August 2, 2016 

Committee Members 
Mr. John Euliano, Chair 
Mr. Richard Bennett 
Ms. Julie Blake 
Dr. Fardad Fateri 
Dr. Lawr ence Leak 
Mr. Roger Swart zwe lder 

Commi ssioners 
Mr. Jay Fund 

Staff Liai sons 
Ms. Katy Fisher- Primary Lia ison 
Mr. Quentin Dean - Secondary Liai son 
Mr. Jeff Olszewsk i - VP Li aison 

Others 
Mr. Ian Harazduk 
Ms. Anne Benn ett 

I. CALL TO ORDER 

1:00 PM-4:00 PM 

Ch air Euli ano ca lled the meeting to order at 1:01pm on Tuesday , August 2 , 2016. 

II. OLD BUSINESS 

A. Consent Agenda for Institution s Directed to Submit Quart erly Finan cial Report s 

1. (10128) Bryan Uni versity , Topeka, KS - 0 point s 
2. (10306) Daymar College, Owen sboro , KY - 2 point s 
3. (10469) Duluth Bu siness University, Duluth , MN - 1 point 
4. (11200) Eagle Gate College, Murray, UT - 0 point s 
5. *(10190) EDIC Colle ge, Caguas, PR- 3 point s 
6. *( 10602) Empire College, Santa Ro sa, CA - 1 point 
7. (10431) International Colleg e of the Cayman Island s - 1 po int 
8. (10845) Key Colle ge, Dania Beac h, FL - 1 point 
9. (10950) Linco ln Technical Institute, Edi son, NJ - 1 point 
10. (171290) Niels Brock Copenh agen Business Colle ge, Denma rk - 1 po int 
11. (12651) Pioneer Pacific College, Wilsonville, OR - 1 point 
12. (23874) Uni versity of Antelope Valley, Lancaster , CA - 1 point 

The mission of the Financial Review Committee ("FRC ") is to monitor the financial stability of accredited 
institutions in order to ensure they maintain sufficient financial resources to deliver a quality education to their 
students. 

+denotes closure plan 
*denotes institution also has a financia l adverse included in these minutes 



MOTION: 

MOVED: 
SECONDED: 
ACTION: 

MOTION: 

MOVED: 
SECONDED: 
ACTION: 

MOTION: 

MOVED: 
SECONDED: 
ACTION: 

MOTION: 
MOVED: 
SECONDED: 
RECUSED: 
ACTION: 

Accept Consent Agenda and direct institutions #2, 7, 8, and 9 to contin ue 
on Quarterly Financial Reporting 
Bennett 
Leak 
Approved 

After discussion, direct institution s #3, 5, and 6 to continue on Quarterly 
Financial Reporting 
Euliano 
Fateri 
Approved 

After discussion , remove institutions #1, 10, 11, and 12 from financial 
reporting 
Swartzwelder 
Bennett 
Approved 

After discu ssion, remove institution #4 from financial reporting 
Swartzwelder 
Leak 
Blake 
Approved 

B. Consent Agenda for Institutions Directed to Submit Financial Improvement Plans 

1. (73857) Bay Area College of Nursing, Inc., Palo Alto, CA - 3 points 
2. (12400) Colorado Heights University, Denver , CO - 0 points 
3. (40730) Missouri College, Brentwood , MO - 0 points 
4. (11332) Ridley-Lowell Business & Technical Institute , Binghampton, NY - 3 points 
5. (11303) Ridley-Lowell Business & Technical Institute, New London, CT - 1 point 
6. (10357) Salter College , West Boylston, MA - 0 point s 
7. (10657) Southern Technical College, Fort Myers, FL - 1 point 
8. (20720) Southern Technical College, Orlando , FL - 2 point s 

MOTION: 

MOVED: 
SECONDED: 
ABSTAINED: 
ACTION: 

MOTION: 
MOVED: 
SECONDED: 
ACTION: 

+denote s closure plan 

Accept Consent Agenda and direct institutions #1, 2, 3, 4, 5, 7, and 8 to 
continue on Financial Improvement Plan reporting 
Swartzwelder 
Leak 
Bennett 
Approved 

After discu ssion, remove institution #6 from financial reporting 
Blake 
Bennett 
Approved 

*denotes instit ution also has a financia l adverse included in these minutes 



C. Institution s Directed to Subm it Financial Improv ement Plans 

1. (19459) Brook s Institute , Ventura , CA - 5 points 
2. (22465) Jose Maria Varga s Un iversity , Pembrok e Pines, FL - 6 point s 
3. *( 11096) Taylor Business Institut e, Chicago, IL - 5 po ints 

MOTION: 
MOVED : 
SECONDED : 
ACTION: 

Dire ct institution s to continue on Financia l Impro veme nt Plan reporting 
Euliano 
Blake 
Approved 

D. Institution s Subject to Change in Revi ew Status 

Institu tions directed to Continue on Quarterly Financial Reporting 

1. (28284) SAE Institu te of Tech nology , Los Angeles, CA - 8 points 
2. *(32108) SAE Institute of Technology, N. Miami Beach, FL-0 point s 
3. (2456 80) SAE Institute of Technolo gy, Nashville, TN - 0 point s 

Insti tutions directed to Continue on Financial Improvement Plan reporting 

1. (20292) California International Business Univer sity, San Diego, CA - 13 point s 
2. ( 10934) Forti s Institute, Erie , PA - 1 point 
3. (16005) Fort is Coll ege , Orange Park, FL - 1 point 
4. (10770) Fort is Co llege , Norfo lk, VA - 4 point s 
5. (11328) New York Institut e of Engli sh and Busine ss, New York , NY - 4 point s 
6. (2244 7) Pinchot Univer sity, Seatt le, WA - 10 point s 
7. (28864) Tribeca Flashpo int Coll ege, Chi cago, IL - 7 points 

Institutions directed to subm it a Financial Improv ement Plan (previously on Quarterly 
Financial Reporting) 

1. *(163 03) MDT College of Health and Science, Highland Heights, OH - 4 po ints -
request addition al inform ation with regard to quarterly reports in compa rison to the 
audited financia l statements. 

2. (11105) Nat ional Latino Ed ucat ion Institute, Chicago, IL- 6 po ints 

Institutions directed to submit a Financial Improvement Plan (previously directed to Show­
Cause) 

1. (27446) Broad view Univers ity, We st Jorda n, UT - 4 points 
2. (70534) Pitt sburgh Career Institute , Pitt sburgh, PA - 12 points 

Institutions removed from Financial Reporting 

1. (60 173) Bay Area Medical Academy , San Franci sco, CA - 0 point s 
2. (40343) Charter College, Canyon Country , CA - CLOSED 
3. (10355) Instituto de Banca y Come rcio , Hato Rey , PR - 1 poi nt 

+denotes closure plan 
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4. (27636) Millennia Atlantic University, Doral , FL - 0 points 
5. (10647) Schiller International University, Largo, FL - 0 points 
6. (23864) Southern States University, San Diego, CA - 0 points 
7. +*(11180) Wright Career College , Overland Park, KS - CLOSED 

MOTION: 
MOVED: 
SECONDED : 
ACTION : 

Accept directives in Item D. above 
Euliano 
Leak 
Approved 

Institutions directed to show cause for financial instability 

1. *(15728) Bristol University, Anahe im, CA - Financial Show-Cause directed in 08/15, 
Accredita tion denied 03/18/16 

MOTION: 

MOVED: 
SECONDED: 
ACTION : 

Direct Bristol University to show cause at the December 2016 meeting of 
the Council 
Swartzwelder 
Bennett 
Approved 

2. (2123 1) Medtech College, Indianapoli s, IN - 7 points 

MOTION: 

MOVED: 
SECONDED: 
ACTION: 

Direct Medtech College to show cause at the December 2016 meeting of 
the Council 
Swartzwelder 
Leak 
Approved 

3. (33239) Radians College, Washington, DC - 0 points 

MOTION: 

MOVED: 
SECONDED: 
ACTION: 

Direct Radians College to show cause at the December 2016 meeting of 
the Council 
Swartzwelder 
Leak 
Approved 

Career Education Corporation (QFR directed in 04/ 16) 

1. +( 48705) Le Cordon Bleu College of Culinary Arts, Scottsdale, AZ - 4 points 
2. +(19019) Le Cordon Bleu College of Culinary Arts, Pasadena, CA - 7 points 
3. +(48280) Le Cordon Bleu College of Culinary Arts, San Francisco, CA - 4 points 
4. +(38375) Le Cordon Bleu College of Culinary Arts , Portland, OR - 1 points 
5. +(21352) Le Cordon Bleu College of Culinary Arts, Austin, TX - 2 points 

+denote s closure plan 
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Career Educatio n Corporation (COFR directed in 04/16) 

6. +(10798) SBI Campus-An Affiliate of Sanford-Brown, Melville, NY - 13 points 
7. +(15768) Sanford -Brown Institute, Jacksonville, FL- 13 point s 
8. +(11161) Sanford -Brown College, Tampa, FL - 7 point s 
9. +(20950) Sanford-Brown College , Atlanta, GA - 13 points 
10. +(20968) Sanford-Brown College , Dalla s, TX - 7 points 
11. +(11132) Sanford -Brown College-Chicago, Chicago, IL- 8 points 
12. +(70523) Sanford-Brown College, Mendota Heights, MN - 8 points 

MOTION: 

MOVED : 
SECONDED: 
ACTION: 

Direct institutions continue on Quarterl y Financial reporting and request 
additiona l information with regard to a potent ial loss of T itle IV funds 
Euliano 
Leak 
Approved 

Financial Show-Cause Directive Hearings 

1. (27446) Broadview University, West Jordan , UT - 4 points 

The hearing panel recomm ends vacating the financial show-cause directiv e, placing the 
institution on compliance warning and contin uing the financial reporting at the Financial 
Improvement Plan leve l. 

Delta Career Ed ucat ion Corporatio n 

1. (11194) McCann School of Business and Technology, Pott sville , PA - 3 points 
2. (12392) Tucson Co llege, Tucson, AZ- 16 point s 
3. (114473) Berk s Technical Institut e, Wyomissing, PA- 1 point 
4. (10911) Miller-Motte Technical College, Clarksville, TN - 0 points 
5. (103 17) Miller-Motte Technical College, Lynchburg, VA - 0 point s 

The hearing panel recomm ends vacating the financial show-cause directiv e and placing the 
institution on financial reporting at the Financial Impro vemen t Plan level. 

Ed ucatio n Manag ement Corporation 

1. +(32 159) The Art Institute of York - Pennsylvania, York , PA - 1 point 
2. (16231) The Art Institute of Fort Lauderda le, Fort Lauderdale, FL - 0 points 
3. (10751) The Art Institu tes Interna tional Minnesota, Minneapolis, MN - 10 points 
4. (16235) Art Institu te of New York City , New York , NY - 7 point s 
5. (16228) Art Institute of Phoenix, Phoenix, AZ - 3 points 

The hear ing panel recommends co ntinuing the financial show-cause directive and placin g the 
institution on probation. 

+denote s closure plan 
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1. (70534) Pittsburgh Career Institute, Pittsburgh, PA - 12 points 

The hearing panel recomme nds vacating the financial show-cause directive and placing the 
institution on financial reporting at the Financial Improvement Plan level. 

Zenith Education Group, Inc. 

1. ( 11177) Everest Institute, Pittsburgh, PA - 19 points 
2. (10219) Everest College, Colorado Springs, CO - 13 points 
3. (10748) Everest College, Springfield, MO - 14 points 
4. (11101) Everest College, Thornton, CO - 16 points 
5. (11314) Everest College, Newport News , VA - 16 points 
6. +(24720) Everest College, Seattle, WA - 16 points 
7. (11333) Everest College, Henderson, NV - 14 points 
8. +( 10678) Everest College, Portland, OR - 16 points 
9. +(10564) Everest College, Bremerton, WA - 14 points 
10. (10679) Everest University, Orlando, FL - 16 points 

The hearing panel recommen ds continuing the financial show-cause directive and placing the 
institution on probation. 

E. Financial Adverse Information Update 

Staff provided an update on the financial adverse report and will provide further updates at 
the next meeting. 

III . NEW BUSINESS 

A. Consent Agenda for Institutions Directed to Submit Quarterly Financial Reports 

1. (2359 12) Brightwood College, Dayton, OH - 1 point 
2. (170949) Brightwood College, Broomall, PA - 1 point 
3. (10164) Brightwood College, Houston, TX - 1 point 
4. (104 18) Coleman University, San Diego, CA - 3 points 
5. (20271) Court Reporting Institute of St. Louis, Clayton, MO - 3 point s 
6. (73849) EMSTA College, Santee, CA - 2 points 
7. (44818) Felbry College - School of Nursing, Columbus, OH- 3 points 
8. (10898) Globe University, Woodbury , MN - 1 point 
9. (10399) Metro Business College, Cape Girardeau, MO - 3 points 
10. (11103) Minnesota School of Business, Richfield, MN - 1 point 
11. ( 11116) Prince Institute - Southeast, Elmhurst, IL - 3 points 
12. (10292) Stone Academy , West Haven, CT - 1 point 

MOTION: 

MOVED: 
SECONDED: 
ACTION: 

+denotes clos ure plan 

Accept Consent Agenda and direct institutions #5-12 to submit Quarterly 
Financial Reports 
Leak 
Fateri 
Approved 

*denotes instit ution also has a financ ial adverse included in these minutes 



MOTION: 
MOVED: 
SECONDED : 
RECUSED: 
ACTION : 

MOTION: 

MOVED : 
SECONDED: 
ABSTAINED : 
ACTION : 

After discussion, take no action on institutions # 1-3 
Bennett 
Blake 
Swartzwe lder 
Approved 

After discussion, direct institution #4 to submit a Quarterly Financ ial 
Report 
Euliano 
Bennett 
Swartzwe lder 
Approved 

B. Institutions Subject to Review due to triggers on AFR and/or Audited Financial Statements 

1. (2 1741) American Nat ional University, Indianapolis, IN - 3 points 
2. (10278) American Nationa l Univer sity, Salem, VA - 4 point s 
3. (10683) Nationa l College, Nashville, TN - 4 points 
4. (10740) Cambria-R owe Business College, Johnstown , PA - 16 points 
5. (11150) Florida Career College - Miami, Miami, FL- 4 point s 
6. (15661) Spencerian College, Lexington, KY - 7 points 
7. (15803) Sullivan College of Technology and Design, Louisville , KY - 3 point s 

MOTION : 
MOVED: 
SECONDED: 
ACTION: 

MOTION: 
MOVED : 
SECONDED : 
RECUSED : 
ACTION : 

MOTION : 
MOVED: 
SECONDED: 
ACTION: 

Direct institutions #1-4 to submit Quarterly Financia l Reports 
Blake 
Leak 
Appro ved 

Direct institution #5 to submit Quarterl y Financia l Reports 
Leak 
Blake 
Fater i 
Approved 

Direct institutions #6 and 7 to submit a Financial Impro vement Plan 
Blake 
Leak 
Approved 

C. Change of Ownership/Control 

1. (22447) Pinchot University , Seattle, WA (Ownership) 

No action was taken on these institutions as not all the required information was 
submitted for review by the FRC. 

+denote s closure plan 
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D. Financial Adverse Inform ation 

Staff to provide update on the adverse report at next meeting. 

E. Policy Discu ssion Items 

1. FRC 08.16-01 Require submission of Title IV compliance audit annua lly 

ISSUE 

As indicated in ACICS's respon se to the Department ASL Analyst's draft staff report on June 3, 
2016, ACICS indicated that it enhanced its review of an institution's comp liance with Title IV 
regulations by reviewing the annual compliance audit and determining whethe r these actions 
need to be reviewed by the At-Risk Institution Group (ARIG), as well as conveyed to the 
Council for accredi tation decision purposes. This require s modification to the Accreditation 
Criteria. 

OVERVIEW 

Compliance issues derived from the administration of federal student aid by member schools is 
an important aspect of the ACICS program of review and creates the need for the Council to 
review member institutions ' adherence to Title IV compliance requirement s in between the 
routine renewal of accreditation process. An institution that participates in any Title IV, HEA 
program must at least annuaJly have an independent audito r conduct a compliance audit of its 
admin istration of that program. ACICS would require this compliance audit to be submitted at 
the same time the institution submits its annual financial statement audit. Staff will review the 
audit and report any adverse finding s to the ARIG for consideration. 

CRITERIA 

2-1-803. Compliance Audits and Audited Financial Statements. Title IV compliance audits and 
A.audited financial statements, certified by an independent certified public accountant, are essential 
instrume nts in the determi nation by ACJCS of an institution's compl iance with Title IV requirements and 
financial stability. All Institutions are required to submit audited financial statements within 180 days of the 
end of their fiscal year. All institutions that par ticipate with Title IV are required to submit the compliance 
audit within 180 days of the end of their fiscal vear. 

MOTION: 

MOVED: 
SECONDED: 
ACTION : 

+denotes clos ure plan 

Approve the propo sed policy with amendments and publish it in the 
Memorandum to the Field 
Bennett 
Blake 
Approved 

*denotes insti tution also has a financial adverse included in these minutes 



2. Financial Review Policie s - Allman Z-Score 

After discu ssion, staff was directed to apply the Altam Z-Score to institutions with 
varying levels of financial risk for a three year period and bring this informatio n to the 
PRC at the December 2016 meeting. 

3. Special PRC meeting in September to allow for ample time to review June Submissions 

After discussion, staff was directed to bring a detailed plan to the December meeting of 
the Council that specifies what institutions would be reviewed at the August meeting and 
September meeting. 

IV. ADJOURNMENT 

Chair Euliano 3:56pm on Tuesday, August 2, 2016. 

+denote s closure plan 
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Case Name: In the Matter of Accrediting Council for 
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November 10, 2016 

VIA E-MAIL - REVISED grh @metrobus;nesscollege.edu 

Mr. George R . Holske 
President 
Metro Business College 
10777 Sunset Office Drive 
St. Louis, MO 63127-1019 

Subject: Request for Institutional Teach-Out Plan - Corrected 

Dear Mr. Holske: 

METRO BUSINESS COLLEGE , CAPE GIRARDEAU , MISSOURI 
METRO BUSINESS COLLEGE, JEFFERSON CITY, MISSOURI 
METRO BUSINESS COLLEGE , ROLLA , MISSOURI 

ID 00010399(MC) 
ID 0001034 1 (BC) 
ID 00010937(BC) 

The Council has reviewed the communication from the School Participation Division-Kansas 
City (SPD) of the U.S. Department of Education , Office of Federa l Student Aid, dated October 
21, 2016, concerning its review of the audited financial statements of G.R.H. , Inc. d/b/a Metro 
Business College and the institution ' s eligibility to participate in the Higher Education Act 
(HEA) Title IV programs. As a result of its review , the Department has concluded that the 
institution has failed to meet the minimum composite score requirement of 1.5 (scoring 1.3 out 
of a possib le 3.0) and, as such, fails to meet the standards of financial respons ibility as stipulated 
in 34 C.F.R §668.172, Financial Ratios . Hence, the institution , under the Zone Alternat ive, may 
use the Heightened Cash Monitoring (HCM) method of payment. Alternatively, the institution 
may provide an irrevocab le letter of credit no later than January 4, 2017 (75 calendar days from 
the date of the October 2111\ 2016 letter) in order to continue maintain its eligibi lity to participate 
in Title IV programs as a financially responsible institution. 

As a result, the Council is concerned that the institution is at a risk of closure and may not be 
able to cont inue operat ions to serve the educational needs and objectives of its students. Hence, 
the institution must submit an institutional teach-out plan application which is accessible via 
Member Center and which must be submitted no later than Monda y, Nove mber 14, 2016. The 
plan must include the following: 

750 First Street. NE, Suite 980 e w ashington, DC 20002 - 422 3 • t - 20 2 .336.6780 • f - 202.842.2593 hww .acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



Mr. George R. Holske 
Page 2 

a. A listing of students , by campus, with the student name ; program of study; expec ted 
graduation date; and institution(s) at which the student could complete their program. 

b. A custodian for all permanent academ ic records that includes contact inform ation for this 
individua l or entity and the process by which students can obtain their reco rds. Recent 
experiences have offere d some insights to better prepare for potential closures and the 
risk they pose to students. Accordingly , you should consider preparations for handling 
student tran scripts, possibly th rough a third-party service such as Parchment , Inc. 

c. A description of the financial resources available to ensure that students who are too 
advanced in their studies to transfer elsewhere from their current campus can comp lete 
their programs or receive refunds . 

The institution is reminded that an institution that closes without comp leting its contract ual 
training obligations to students must refund all unea rned revenue. Additionally , in accordance 
with Section 2-3-900 of the Accreditation Criteha , the Council may bar a person or entity who 
was an owner, senior administrator , or gove rning board member of an institution that closed 
without providing a teach-out or refunds to stude nts matric ulating at the time of closure. 

If you have any questions about this action , please contact Ms. Perliter Walters-Gilliam at 
pwgilliam@acics .org. 

Sincerely , 

Roger J. Williams 
Interim President 

c : Ms. Janis Reimann , Dire ctor , Cape Girardeau campus Gan@metrobusinesscollege.edu) 
Ms . Cheri Chockley , D irector, Jefferson City campus (cheri@metrobus inesscollege.edu) 
Ms. Mary Gapsc h, Di rector, Rollo campus (maryg@metrobusinesscollege .edu) 
Mr. Ralph LoBosco , Director , School Participation Division -Kansas City 

(ralph.lobosco@ed.gov) 
M r. Leroy Wade , Assistant Commissioner, M issouri Departme nt of Higher Education 

(leroy .wade @dhe.mo.gov) 
Ms. Perliter Walters-Gilliam, Associate Vice President of Quality Enhancement & 

Training (pwgilliam @acics.org) 



October 21, 2016 

George R. Holske, President 
Metro Business College 
10777 Sunset Office Drive 
Suite 330 
St. Louis, MO 63127-1019 

RE: Zone/LOC Alternative 
OPE ID: 02180200 

Dear Mr. Holske: 

LN. 

Certified Mai l 
Return Receipt Requested 
7015 1520 0002 8568 7856 

The School Participat ion Division-Kansas City (SPD) has completed its review of the fiscal year 
ended December 31, 2015, audited financial statements of G.R.H., Inc. d/b/a Metro Business 
College. 

In assessing the financial strength of Metro Business College (MBC), our financial analyst 
reviewed the financial statements using the indicators that are set forth in regulations at 34 
C.F.R. § 668.171. 

Financial Ratios 34 C.F.R. § 668.171(b)(l ) 

These statements yield a composite score of 1.3 out of a possible 3.0. A minimum score of 1.5 is 
necessary to meet the requirement of the financial standards. Accordingly, MBC fails to meet 
the standards of financial responsibility as described in 34 C.F.R. § 668.172, Financia l Ratios. 

In view of its failure to meet the financial responsibility standards, MBC may continue to 
participate in the Title IV, HEA programs by choosi ng one of two alternatives : 

1. Zone Alternative (34 C.F.R. § 668.175(d)(2)) 

Method of Payment - Under the Zone Alternative, the institution is required to make 
disbursements to eligible students and parents under either the cash monitoring or reimbursement 
payment method. 

Fed era I Student Aid 
A n O F fl CE of th e U. S . DEPA RT MEN T o / EDUC ATIO N 
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Under the Heightened Cash Monitoring (HCM) payment method as stated in 668.162(d), the 
Institution must fust make disbursements to eligible students and parents before it requests or 
receives funds for the amount of those disbursements from the Department. This "Records First" 
requirement is fully described in the Award Year 2015-2016 Funding Authorization and 
Disbursement Information eAnnouncement. The funding request may not exceed the amount of 
the actual disbursements that were made to the students and parents included in the funding 
request. Providing the student accounts are credited before the funding requests are initiated, the 
Institution is permitted to draw down funds through the Department's electronic system for 
grants management and payments, G5, for the amount of disbursements it made to eligible 
students and parents. 

The Records First requirement also means that institutions on HCM 1 that are participating in the 
Direct Loan (DL) program will have their Current Funding Level (CPL) reduced to the greater of 
Net Approved and Posted Disbursements (NAPD) or Net Draws (processed payments less all 
refunds, returns, offsets, and drawdown adjustments). In the event of returning to Advanced 
Funded status, the institution will be expected to continue processing DL awards as Records First 
until the next DL global funding increase is processed. 

Refer to the following Funding Authorization and Disbursement Information eAnnouncement for 
additional information: 

http:/ /ifap.ed.gov/eannouncements/a ttachments/lmportantRemi ndersand 15 I 6FundingA uthand.Di 
sburslnfo. pdf 

Notification Requirements - Under the Zone Alternative, the Institution is required to provide 
information to the SPD by certified mail, e-mail, or facsimile no later than 10 days afte r any of 
the oversight or financial events, as described below, occur. The Institution must also include 
with the information it submit s, written notice that details the circumstances surrounding the 
event(s) and, if necessary, what steps it has taken or plans to take, to resolve the issue. 

• Any adverse action, including probation or si_milar action, taken against the Institution by 
its accrediting agency, States of Kansas, Missouri, or other Federal agency; 

• Any event that causes the Institution, or related entity as defined in the Statement of 
Financial Accounting Standards (SFAS) 57, (ASC 850), to realize any liability that was 
noted as a contingent liab ility in the Institution's or related entity's most recent audited 
financial statements; 

• Any violation by the Institution of any loan agreement; 
• Any failure of the Institution to make a payment in accordance with its debt obligations 

that results in a creditor filing suit to recover funds under those obligations; 
• Any withdrawal of owner's equity/net assets from the Institution by any means, including 

by declaring a dividend; or 
• Any extraordinary losses as defined in accordance with Accounting Principles Board 

(APB) Opinion No. 30, (ASC 225). 
• Any filing of a petition by the Institution for relief in bankruptcy court. 
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2. Letter of Credit Alternative (34 C.F.R. § 668.175(c)) 

Under this alternative, the Institution is required to submit an irrevocable letter of credit in the 
amount of $1,825,334. This amount represent s 50% of the Title IV, HEA program funds 
received by the Institution during its most recently completed fiscal year. By choosing this 
option, the Institution qualifies as a financially responsible institution. 

The irrevocable letter of credit must be made payable to the Secretary, U.S. Department of 
Education. The letter of credit is necessary in the event that the Institution would close or 
terminate classes at other than the end of an academic period. It assures the Secretary that funds 
would be available from which to make refunds, provide teach-out facilities and meet 
institutional obligations to the Department. 

A sample irrevocable letter of credit is enclosed. MBC' s letter of credit must be issued by a 
United States bank. Your lending institution must use this format on its letterhead with no 
deviation in the language contained therein. The letter of credit must provide coverage until 
December 31, 2017. The irrevocable letter of credit must be received prior to the 75 calendar 
days from the date of this letter. 

____ _p lea se.mail the irrev_ocable letter. of credit to the__fo.llo__wing acldress: 

Veronica Pickett, Director 
Performance Improvement and Procedure s Service Group 
U.S. Department of Education 
Federal Student Aid/Program Compliance 
830 First Street , NE, UCP3, MS 5435 
Washington , DC 20002-8019 

MBC is required to notify the School Participation Division-Kansas City within 3 calendar days , 
in the event the LOC issuing institution should fail, resulting in financial transactions and 
operations being administered by the Federal Deposit Insurance Corporation. MBC will also be 
required to submit a new replacement LOC issued by a different and non-failed U.S. bank, 
within 75 calendar days. 

MBC must notify the Department of their selection of one of these two alternatives in writing to 
this office within 14 days of receipt of this letter. Please note that if MBC elects to provide the 
irrevocable letter of credit and fails to provide the LOC within 75 calendar days, the Institution 
may be referred to the Department 's Administrative Actions and Appeals Service Group for 
initiation of termination proceedings under 34 C.F.R. § 668.86 and/or other adverse actions. 
Also, note that information regarding the financial analysis score~ results, and the LOC is subject 
to the Freedom of Information Act (FOIA) of 1966, as amended. 
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Please send notification to: 

U.S. Department of Education 
School Participation Division-Kansas City 
1010 Walnut Street 
Suite 337 
Kansas City, MO 64106-2147 

ATTN: Carolyn McShannon, Financial Analyst 

E-mail address: Carolyn.McShannon@ed.gov 

Promptly contact Joy Frazier, Payment Analyst at (~ 16) 268-0517 with any questions regarding 
the Records First requirements. 

If you have any questions regarding the financial responsibility determination, or disagree with 
the reason or methodology used for this determination, please contact Carolyn McShannon, 
Financial Analyst, within 30 calendar days at (816) 268-0554. 

Sincerely, 

['~' 
• '-="" 

Ralph LoBosco 
School Participation Division - Kansas City Director 

Enclosure: Sample Irrevocable Letter of Credit 

cc: ACICS 
MO Coordinating Board for Higher Education 
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IRREVOCABLE LETTER OF CREDIT 

<Insert name. ,1ddrc :--~ and telephone number ol" issuing: bank> 

To beneficiary: 
U.S. Department of Education 
ATTN: Veronica Pickett, Director 
Performance Improvement and Procedures Service Group 
Federal Student Aid/Program Compliance 
830 First Street, NE, UCP3, MS 5435 
Washington, DC 20002-8019 

Dear Sir/Madam: 

Date: <Insert Date LOC Issued> 
Amount : $ dnsert U.S. Dollar amount> 
Expiration Date: <Insert Date> 

We hereby establish our Irrevocable Letter of Credit Number <Inser t LOC Number> in your 
favor for the account of: 

<Insert Name aud Addres s of Institution> 
OPE-ID# : <Insert 8 digit Office of Postsecondary Education ID number> 

Hereafter, <Insert Name of Institution > ("Institution"), present s, in the amount of $<lnsert Do]{ar 
Amoun t> (U.S. dollars), available by your draft (or drafts drawn on us) at sight accompanied by: 

a) the original of this letter of credit instrument (along with originals of all 
amendments), and 

b) a stateme nt signed by the Secretary ("Secretary"), U.S. Departmen t of 
Education ("Department"), or the Secretary's representative, certifying that 
the drafted funds will be used for one or more of the following purposes, as 
determined by the Secretary: 

1) to pay refunds of institutional or non-institutional charges 
owed to or on behalf of current or former students of the 
Institution , whether the Institution remain s open or has closed, 

2) to provide for the "teach-out" of students enrolled at the 
time of the closure of the Institution, and 

3) to pay any liabilities owing to the Secretary arising from 
acts or omissions by the Institution, on or before the expiration 
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of this letter of credit, in violation of requirements set forth in 
the Higher Education Act of 1965, as amended ("HEA"), including 
the violation of any agreement entered into by the Institution with 
the Secretary regarding the administration of programs under Title IV 
of the REA. 

Should the Institution fail to renew the letter of credit within ten (10) days prior to its expiration, 
as directed by the Department, the Departmen t may call the letter of credit and place the funds in 
an escrow account at the Department pending a prompt determination of the extent to which 
those funds will be used in accordance with subparagraphs 1) through 3), above. 

We hereby agree with you that partial drawings are permitted and that drafts drawn under and in 
compliance with the terms of this letter of credit will be duly honored upon due presentation at 
our offices on or before the expiration date of this letter of credit. 

This letter of credit is subject to the International Standby Practices (ISP9&), International 
Chamber of Commerce Publication Number 590. 

Printed Legal Name Authorized Signature Date Signed 

Printed Official Title of Authorized Signer 
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October 17, 2016 

VIA E-MAIL AND OVERNIGHT MAIL 

Mr. Joseph Bierbaum 
President 
Stone Academy 
560 Saw Mill Road 
West Haven , CT 065 16 

Subject: Request for Institutional Teach-Out Plan 

Dear Mr . Bierbaum: 

STONE ACADEMY , WEST HA VEN, CONNECTICUT 
STONE ACADEMY , EAST HARTFORD , CONNECTICUT 
STONE ACADEMY , WATERBURY , CONNECTICUT 

ACICSWH @stone.edu 

ID 00010292(MC) 
ID 0002309l(BC) 
ID 00011317(BC) 

The Council has reviewed the communication from the School Participation Division New 
York/Boston (SPD) of the U.S. Department of Education , Office of Federal Student Aid, dated 
October 13, 2016, concerning its review of the audited financia l statements of Career Training 
Specialists, LLC d/b/a Stone Academy (Institution) and the institution's eligibility to participate 
in the Higher Education Act (HEA) Title IV programs . As a result of its review, the Department 
has concluded that the institution has failed to meet the minimum composite score requirement 
of 1.5 (scoring 0.6 out of a possible 3.0) and, as such, fails to meet the standards of financial 
responsibility as stipulated in 34 C.F.R §668.172, Financia l Ratios . The institution has been 
directed to provide an irrevocable letter of credit no later than December 27, 2016 (75 calendar 
days from the date of the October 13th

, 2016 letter) in order to continue its participation in Title 
IV programs. 

As a result, the Council is seriously concerned that the institution is at an increased risk of 
closure and may not be able to continue to serve the educational needs and objectives of its 
students . Hence, in accordance with Section 2-2-303 of the Accreditation Criteria , the institution 
must submit an institutional closure application and execute formal teach-out agreements or 
transfer arrangements with these institutions and/or any other institutions that will provide a 
comparable program to the currently enrolled students at all of its locations . The closure 
application is accessible via Member Center, must be submitted no later than 
Monday , October 24, 2016, and must include the following : 

750 First Street, NE, Suite 980 • Washington, DC 20002-4223 • t - 202.336.6780 • f - 202.842.2593 • www.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 
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a. A listing of students with the student name; program of study; expected graduation date; 
and institution(s) at which the student could complete their program. 

b. A custodian for all perma nent academic records that includes contact information for this 
individual or entity and the process by which students can obtain their records . Recent 
experiences have offered some insights to better prepare for potential closures and the 
risk they pose to students. Accordingly, you should consider preparations for handling 
student transcripts, possibly through a third-party service such as Pa rchment, Inc. 

c. A description of the financial resources available to ensure that students who are too 
advanced in their studies to transfer elsewhere from their current campus can complete 
their programs or receive refunds. 

The institution is reminded that an institution that closes without completing its contractual 
training obligations to students must refund all unearned revenue . Additionally , in accordance 
with Section 2-3-900 of the Accreditation Criteria , the Council may bar a person or entity who 
was an owner , senior administrator, or govern ing board member of an institution that closed 
without providing a teach-out or refunds to students matriculating at the time of closure. 

If you have any questions about this action, please contact Ms . Perliter Walters-Gilliam at 
pwgilliam @acics.org. 

Sincerely, 

r··, 
~ , • 

'"' \ 

Roger J. Williams 

Inte1im President 

c: Ms. Linda Ciarleglio, School Director , West Haven campus 
(1 ciarl egli o@stoneacademy.com) 

Ms. Betty Coughlin , Director, School Participation Division - New York/Bos ton 
(Betty.coughlin@ed.gov) 

Ms. Patricia Santoro, Connecticut Office of Higher Educat ion (psantoro@ctdhe.org) 
Ms. Perliter Walters-Gilliam , Associa te Vice President of Quality Enhancement & 

Training (pwgill iam@acics.org) 



OCT 1 3 2016 

Mr. Jo seph Bierbaum 
Prcsiden UCEO 
Stone Acade my 
560 Saw Mill Road 
West Haven, CT 065 16- 404 9 

RE: Provisional /LOC Altern ative 
OPE ID: 01242500 

Dear Mr. Bierbaum : 

Overnigh t Mail, Tracking #: 
lZA879640l956 69390 

The Schoo l Parti cipation Division New York/Boston (SPD) has compl eted its review of the 
fisca l year ended (FYE) Decembe r 3 1, 20 15 audited financ ial state ments of Career Tra ining 
Spec ialists, LLC, d/b /a Stone Acade my (Institution). The review was conduc ted in conjun ct ion 
with the eva luation o f the Instituti on's eligibility to participat e in the Higher Education Act 
(HEA) of 1965, as amended , in T itle IV progr ams. 

In assessing the finan cial strength of Stone Academy , our finan cial analyst rev iewed the financ ial 
statements using the indicator s that are set forth in regulati ons at 34 C.F. R. § 668. 17 1. 

Financial Ratios 34 C.F.R. § 668.171(b)( l ) 

These state ments yield a compos ite score of 0.6 out o f a poss ible 3.0. A minimum sco re of 
1.5 is nece ssa ry to meet the requi rement of the financia l standards . Accord ingly, Stone 
Academy fai ls to mee t the standard s of financia l respo nsibilit y as desc ribed in 34 C. F.R. § 
668. 172, Financial Rat ios. 

The FYE December 31, 2015 compos ite score was adjusted for financia l statement 
disclosure, No te I I - Related Party Tra nsact ions: 

• Other recei vable s - relat ed part y - At Decemb er 3 1, 20 15, the Acade my was owe d 
$48,994 from a related party. The outstandin g balance was repaid as of J unc 16, 
20 16. 

• Due from affi I iates - At December 3 I, 2015 and 20 14, the Academy was owe d 
$1,672,989 and $1,284, 145, respectively, from affil iates. Thi s amou nt represents 
nonintcres t bearing advances, repa yable on demand. 

Fed era I Student Aid 
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Pursuant to Appendix A to Subpart L of Part 66 8- Ratio Methodol ogy for Propri etary 
Inst itutions - Referen ce 34 C.F.R. § 668. I 72(c)(3): Exclud ed Items. In ca lculating an 
institution 's ratios , the Secretary - - (3) Exclude s all unsec ured or uncollaterali zed rel ated­
party rece ivables that ex ist at the balance sheet dat e. Excluding the amount of these 
receivables lowe rs an instituti on 's composite score. In order to be includ ed in the compos ite 
sco re ca lculation the insti tution must prope rly sec ure and perfec t Related Part y 
Rece ivables .

1 

In view of its fai lure to meet the financial responsib ility stan dard s, Stone Academy ma y continue 
to parti cipate in the Title IV, HEA program s by choosing one of two alternatives: 

I. Letter of Cred it (LOC) Alternative (34 C.F .R. § 668. I 75(c)): 

Under this alternative, Stone Academy is required to submit an irrevoca ble let ter of credit in the 
amou nt of$5, 713,286. This amount represents 50% of the Tit le IV, HEA pro gram funds 
received by the Instituti on during its most recentl y completed fiscal year. By choosing thi s 
option, the Institution qu alifie s as a financially respon sible inst itution. 

2. Pro visional Cert ificat ion Alternative (34 C.F. R. § 668. l 75(t)): 

Under this alternat ive, Stone Academy must post a letter of credit in the amount of $ 1, 142,657 
and be provisionally ce rtified for a period of up to three complete awa rd yea rs. Thi s amount 
repre se nts I 0% of the Title IV, HEA program fund s received by the Institution during its most 
recently complet ed fisca l year. 

Sto ne Academy must comply with all of the requirement s spec ified for the Provisional 
Certifi cation Alternative in 34 C.F. R. § 668. I 75( t) , includin g the Zon e Alternative in 34 C.F. R. § 
668. I 75(d)(2) and (3) , and Reque sting Funds 668. 162 (e), includin g the disbursement of Title 
IV, HEA progr am fund s under the cash monit oring method type I. By choosing this option, 
Stone Academy acknowledges that it has not met the U.S. Department of Education's 
(Department) standard s of financ ial responsibility. 

I 
SFAS 57 , paragraph 24f, defines a re lated party, as follows: 

Related Parti es: Affiliates of the enterprise; entities for wh ich inves tments are acco unted for by the equi ty method 
by the enterp rise; trusts for the benefit of employees, such as pension and pro fit-sharing trusts that are managed by 
or under the trusteeship of manag e ment ; principal owners o f the enterprise; its management; members of the 
inunediate families of principa l o wners of the enterpri se and its mana gement ; and other par ties with which the 
enterpri se may dea l if one part y controls or can significantl y influence the manage ment or opcra ti11g po licies of the 
othe r to an extent that one of the transacting partie s might be prevented from fully pur suing its own separate 
interes ts. Anothe r party also is a related party if it can signifi cantly influence the ma11agement or operating policies 
o f the transac ting parties or if it has an ow nership interes t in one of the transac ting parti es and can s ignifica ntly 
influenc e the other to an exten t that one or more of the transactin g partie s might be preve nted from fully pursuing its 
own separat e interes ts . 
Sec ured li-ansaction 

Secured transac tions are gove rned by Article 9 of the Uniform Commercial Code (UCC). The two key co ncepts in 
crea ting an enforceab le sec ur ity interes t are attachm ent and pe,f ection. 

Version: Jul y 29, 20 16 
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Compliance with Zone Alternative Requirement s: 

I) Method of Payment - Stone Academy is required to make disbur sements to eligible students 
and parents under either the cash monitoring or reimbursement payment method as desc ribed 
under 34 C.F.R. § 668.162( d) and ( e). If the institution se lects the provisional certificat ion 
alternative, the institution will be placed on the cash monitoring 1 payment method. 

Under the Heightened Cash Monitoring (HCM) payment method as stated in 668. I 62( e), the 
Institution must first make disbursements to eligible students and parents and pay any remaining 
credit balances before it requests or receives funds for the amount of those disbursements from 
the Department. This "Reco rds First" requirement is fully described in the Award Year 2015-
2016 Funding Authorizatio n and Disbursement Information eAnnouncement. The funding 
request may not exceed the amount of the actua l disbursements that were made to the student s 
and parents included in the funding request. Providing the student accounts are credited before 
the funding requests are initiated, the Inst itution is pennitted to draw down funds through the 
Departm ent 's electronic system for grants management and payments, G5 , for the amount of 
disbursements it made to eligible students and pare nts. All credit balances must be paid prior to 
draw down of funds, even if the studen t/parent signed a credit balance authorization in the past. 
Authorization forms used prior to July I, 2016 are no longer valid. The use of credit balance 
author ization forms is prohibited. 

The Records First requirement also means that institutions on HCM I that are participating in the 
Direct Loan (DL) prohrram will have their Current Funding Level (CFL) reduced to the greater of 
Net Approved and Posted Disbursements (NAP D) or Net Draw s (processed payment s less all 
refunds, return s, offsets, and drawdown adjustments). In the event of return ing to Advanced 
Funded status , the institution will be expected to continue process ing DL awards as Record s First 
unt il the next DL globa l funding increase is proce ssed. 

Refer to the following Funding Authorization and Disbursement Information eAru1ouncement for 
additional information: 

http :// ifap.ed.gov/cannoun cerncnt s/att achments/ lmportant Remind ersand I 5 I 6FundingAuth andDi 
sburs lnfo .pdf 

2) Notification Requirements - Stone Academy is requi red to provide information to the SPD 
by certified mail or electronic or facsimile transmission no later than 10 days after any of the 
oversight or financial events, as described below, occ ur. Stone Academy must also include with 
the infonnation it submits , written notice that detail s the circums tance s surrounding the event(s) 
and, if necessary, what steps it has taken or plans to take , to resolve the iss ue. 

• Any adverse action, including probation or similar action, taken against the Institution by 
its accrediting agency, State of Connecticut or other Federal agency; 

• Any event that causes the Institution , or related entity as defined in the Statement of 
Financial Accounting Standards (SFAS) 57, to realize any liability that was noted as a 

Version: July 29 , 20 16 
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contin gent liability in the Institution 's or related entity's most recent aud ited financia l 
sta teme nts; 

• Any vio lation by the institution of any loan agreeme nt; 

• Any fa ilure of the Inst itution to make a payment in accor dan ce with its debt obligations 
that results in a creditor filing suit to recover funds und er those obligatio ns; 

• Any withdrawa l of ow ner 's equ ity/net assets from the Institutio n by any means , includ ing 
by declaring a dividend; or 

• Any extraord inary losses as defined in accordance with Accou ntin g Prin cipl es Board 
(APB) Opinion No. 30; 

• Any filing of a petition by the Inst itution for relief in bankruptcy court. 

3) Auditor 's Attestation Requir ement - Additi ona lly, as part of its compli ance audit , Stone 
Academy must require its auditor to express an opinion on its compliance with the requirements 
under the Zone Alternative, includin g its adm inistrati on of the payment method used to receive 
and disbu rse program funds . 

Action Required 

Stone Academy must notify the Department of the se lection of one of these two a ltern atives in 
writing to this office within 14 calend ar days ofreceipt of this letter . 

U.S. Departme nt of Educat ion 
New York/Boston Schoo l Partici pation Division 
830 First Street, NE, Room 71B4 
Washjngton , DC 20002 
ATTN: Emil Milosz , Financial Ana lyst 

If the instituti on se lects the Provisional Certi fication Alternative, all requirements of that 
alternative as listed above will be effec tive the date the Department receives notification of the 
selection. 

Letter of Cred it Req uirements 

For either opt ion selec ted, the irrevocable letter of credit mu st be mad e payable to the Secretary, 
U.S. Department of Educat ion . The letter of cred it is necessary in the event that the Inst itution 
wou ld close or terminate classes at other than the end of an acade mic period. It assures the 
Secretary that funds would be avai lab le from which to make refunds , provide teach-out facilit ies 
and meet institutional obligation s to the Department. 

A sample irrevocab le letter of cred it is enc losed. Stone Aca demy's letter of credit mu st be 
issued by a United States bank. Your lending instituti on must use this format on its letterhead 
with no deviatio n in the language conta ined therein. The letter of credit must provide 
coverage until January 31, 2018. The itTevocable lette r of credi t must be received prior to 75 
calendar days from the date of this letter. Please note that if Stone Academy fa ils to provide the 
irrevocable letter of cred it within 75 calendar day s, the instit ution may be referred to the 

Version: July 29, 20 16 
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Department's Administrative Actio ns and Appeals Service Group (AAASG) office for 
term ination and/or other admini stra tive act ion under 34 C.F. R. § 668.86. Also, note that 
information regarding the financial analysis score, results, and the LOC is subject to the Freedom 
of lnfom,a tion Act (FO IA) of I 966, as ame nded. 

Please mail the irrevocable letter of credit to the following address: 

Veronica Picket t, Directo r 
Performa nce Improveme nt and Procedu res Service Gro up 
U.S. Departm ent of Education 
Federal Student Aid/Program Com plian ce 
830 First Stree t, NE, UC P3, MS 5435 
Washington, DC 20002-80 19 

Sto ne Acade my is req uired to notify the Schoo l Parti cipation Div ision-New York/Boston within 
3 ca lenda r days , in the eve nt the LOC issui ng institution should fail, resulting in financia l 
transactions and opera tions being administered by the Federal Depo sit Insurance Corporation. 

Stone Acade my will also be requ ired to submit a new rep lace ment LOC iss ued by a different and 
non-fa iled U.S. bank , within 75 ca lendar days. 

Promptly con tact Ms. Olga Touliatos, Payment Analyst for the School Participation Divis ion­
New York/Boston at (646) 428-3756 with any quest ions regarding the Stone Academy's current 
DL award authorization level or the Reco rds First requirement s. 

If you have any questions rega rdin g the financia l responsibi lity determination , or disagree 
with the reason or methodology used for this determination , please contac t Mr. Em il Milosz, 
Sen ior Fina ncial Ana lyst, withi n 30 calendar days at (202) 377- 420 7, or by email at 
cmil. milo sz@ed.gov. 

Sincerel y, 

)(6) 

ic tty Cough !" , Dire cto r 
School Participation Division -New York/Boston 
Schoo l Eligibilit y Se rvice Group -Program Co mpli ance 

Enclosure: Samp le Irrevocable Lette r of Credit 

Cc: Mr. Eric Jay, Director of Finance, Stone Acade my 
Co nnecticut Office of Higher Educa tion 
Accredi ting Counc il for Independent Colleges and Schoo ls 

Version: July 29, 20 16 



IRREVOC ABLE LETTER OF CREDIT 

<Insert name, address and telephone number of issuing bank> 

To beneficiary: 
U.S. Department of Education 
ATTN: Veronica Pickett , Director 
Performance Improvement and Procedures Service Group 
Federal Student Aid/Program Compliance 
830 First Street, NE, UCP3, MS 5435 
Washington , DC 20002-8019 

Dear Sir/Madam : 

Date: <Insert Date LOC Issued> 
Amou nt: $ <Insert U.S. Dollar amount> 
Expiratio n Date: <Insert Date> 

We hereby estab lish our Irrevocab le Letter of Credit Number <Insert LOC Number> in your 
favor for the account of: 

<Insert Name and Address of Institution > 
OPE-ID #: <Insert 8 digit Office of Postsecondary Education ID number > 

Hereafter , <Insert Name of Institution > ("Institution "), presents, in the an1ount of $<Insert Dollar 
Amount> (U.S. dollars ), available by your draft (or drafts drawn on us) at sight accompanied by: 

a) the original of this letter of credit instrument (along with originals of all 
amendments) , and 

b) a statement signed by the Secretary ("Secretary"), U.S. Department of 
Education ("Departm ent"), or the Secretary 's representative, certifying that 
the drafted funds will be used for one or more of the following purpo ses, as 
determined by the Secretary: 

1) to pay refunds of institutional or non-institutio nal charges 
owed to or on behalf of current or former students of the 
Institution , whether the Institution remains open or has closed , 

2) to provide for the "teach-out " of students enrolled at the 
time of the closure of the Institution, and 

3) to pay any liabilities owing to the Secretary arising from 
acts or omissions by the Institut ion, on or before the expira tion 
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U.S. Department of Education 
Irrevocable Lette r of Credit for 

<Insert Name of Instit ution> 
Page 2 

of this letter of credit , in violat ion of requirements set forth in 
the Higher Education Act of 1965, as amended ("HEA''), including 
the vio lation of any agreement entered into by the Institution with 
the Secretary regarding the administration of programs under Title IV 
of the HEA. 

Should the Institution fail to renew the letter of credit within ten (10) days prior to its expiration , 
as directed by the Depart ment, the Department may call the letter of credit and place the funds in 
an escrow account at the Department pending a prompt determinat ion of the exten t to which 
those funds will be used in accordance with subparagraphs I) through 3), above. 

We hereby agree with you that part ial drawings are permitted and that drafts drawn under and in 
compliance with the terms of this letter of credit will be duly honored upon due presentation at 
our offices on or before the expiration date of this letter of credit. 

This letter of credi t is subject to the International Standby Practices (ISP98) , International 
Chamber of Commerce Publ icat ion Number 590. 

Printed Legal Name Authorized Signature Date Signed 

Printed Official Title of Authorized Signer 
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