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PHILOSOPHY OF ACCREDITATION 

The accreditation of a postsecondary institution is an expression of confidence in the institution's integrity, 
performance, and ability to improve. It also means that the institution has clearly defined its reason for 
existence and has developed institutional objectives that are educationally sound. Accreditation, 
therefore, signifies that the institution meets the standards of quality , which are indices of its standing 
within the educational community. It is expected that an institution attaining accredited status will 
continuously review its mission in relation to its operations. 

APPLICANTS FOR AN INITIAL GRANT (including branch-to-freestanding) 

Seeking Initial Accreditation 

ACICS works in collaboration with applicant institutions toward meeting ACICS criteria and attaining an 
accreditation status. Unlike many accrediting agencies, there is no pre-candidacy or candidacy status 
with ACICS. The entire process may take from nine months to 18 months , depending upon the ability of 
the institution to comply with ACICS standards. 

Once an institution receives an "Invitation to Apply " for ACICS' Initial Accreditation , it is critical that they 
begin the review of the self-study narrative document to determine those areas that will require significant 
investment of time and resources. 

Seeking Reclassification of an Additional Location to a Main 

The application procedures for additional locations-to freestanding accreditation are similar to those for 
initial applicants, except that a resource visit may not be conducted prior to preparation of the self-study . 
An Application for Accreditation, audited financial statements certified by an independent certified public 
account for the institution 's most recent fiscal year must be reviewed by the staff prior to the scheduling of 
an evaluation visit. A non-main campus seeking to be reclassified as a main campus must meet all 
minimum eligibility requirements . 

An institution considering applying for reclassification from an additional location to a main campus should 
review the United States Department of Education procedures for eligibility and recertification for Title IV 
funding, if applicable . 

APPLICANTS FOR A NEW GRANT 

ACICS is committed to collaborating with the institution in effecting a smooth and deliberate path toward 
meeting ACICS criteria and maintaining an accreditation status. The new grant process may take from 
nine months (if there are absolutely no areas of non-compliance) to 24 months . 

To initiate a new grant (reevaluation) process, an institution must purchase an application and upload the 
self-study and required documents three months prior to the institution's assigned visit cycle (as 
indicated in the grant expiration letter that is sent out approximately one year prior to the current grant's 
date of expiration), in accordance with Section 2-1-300 of the ACICS Accreditation Criteria. Although 
ACICS practice is to notify institutions approximately 12 months prior to their grant of expiration, it is the 
responsibility of the institutio n to initiate the new grant (reevaluatio n) process. 

Additional information regarding the New Grant (Reevaluation) of Accreditation process can be 
found at www.acics .org / Accreditation / Accreditation Process. 

This document explains all procedures and includes all necessary forms for institutions applying to the 
Accrediting Council for Independent Colleges and Schools (ACICS) for an initial grant of accreditation 
(including branch-to-freestanding) and a new grant of accreditation (reeva luation). 
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Please visit the most current fee schedu le at www.acics.org I Accreditation/ Schedule of Fees. Initiation 
of an application process requires institutions to logon to their member account and purchase the 
required application. The preferred method of payment is through a credit card transaction; however 
ACICS does accept payment via check . When the applicat ion process is initiated via a manual check, 
institutions must schedule for a week to two week process time before the institution will have the ability 
to upload the required application and supporting documents . 

ACICS no longer accepts manual (paper) application submissions. 

SELF-STUDY DO CUMENT 

Planning for the Self-Study 

The self-study is the most important part of the process of accreditation and must be cons idered a major 
effort of the institution. It is not an endeavor that can be completed hastily. It requires time and careful 
planning. The self-study provides the institution with the opportunity to engage in a comprehensive 
analysis of all aspects of its operat ion. Essentially , the self-eva luation process forms the basis for the 
improvement of the educational effectiveness of the institution. Indeed, if the institutional self-study is 
done well, it can be used by the institution in both short- and long-term planning as part of the Campus 
Effectiveness Plan (CEP) (previously referred to as the Institutiona l Effectiveness Plan - IEP). 

Non-main Locations 

Institutions that operate branch campuses (previously referred to as additional locations) must prepare 
and submit a separate self-study for the main campus and each branch. Please note that this 
requirement does not app ly to those non-main campuses designated by the Council as learning sites. 
Information regarding learning sites should be incorporated into the self-study for the main or branch 
campus responsible for administering them . 

Organizing Prior to Preparation of the Self-Study 

Proper organization for the self-study is essential. Although the exact organizational plan will vary from 
campus to campus, the following suggestions may be helpful: 

1. Select an appropr iate member of the staff to direct the preparat ion of the self-study. 
2. Involve all members of the facu lty, administrat ion, and governing board in the discussions of the 

self-study. Consideration should be given to involving student and graduate representat ives in 
the self-study process. It is important that all members of the administration, faculty , governing 
board, and student body understand and appreciate the importance of the self-study and its value 
to the institution . 

3. Establish a coordinating committee to work with the self-study director to make suggestions and 
to edit the final report. 

4. Establish subcommittees to prepare specific sections of the self-study. 
5. Adopt a reasonable time schedule and enforce it. 

The Self-Study Questions 

The self-study questions are based on the standards contained in the Accreditation Criteria. Institutions 
are encouraged to review the Evaluation Standards identified in Title Ill careful ly before commencing with 
the self-study. The self-study questions are designed to elicit a thorough analysis of the institution . 
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The narrative report sho uld be prepared in clear and concise language and should respond to all of the 
questions asked. There is no required format for the narrative report , but it is advisable to fol low the 
questions closely in its preparation. It is suggested that the narrative be limited to 100 pages in length. 

Exhibits may be included at the end of the narrative report . Exhib its should be provided only if they are 
essential to the team 's review and preparation prior to the visit. Information that can be reviewed during 
the visit should be provided in the team meet ing room . 

A copy of the quest ions is included at the end of th is document for your information. 

Submitting the Self-Study 

Guidelines for submitting a New Grant (Reevaluat ion) of Accreditation App lication , including the self-study 
narrat ive and additional documents can be found at www .acics .org I Accreditation / Accreditation 
Process. To remain current in the changes to this process , please review the materia l on our website and 
seek guidance well enough in advance of the deadl ine submission date. 

ACICS no longer accepts manual (paper) self-study submissions . 

REQUIRED APPLICATION MATERIALS 

• An exp lanation of how the self-study was planned , who organized, supervised, and participated in its 
preparation , which person or persons prepared each section of the report , and to what extent the 
document is viewed by the institution as a planning document for the future is the first document to 
upload. This document wil l trigger the additional documents required in the submission process. 

• An exp lanation of future plans for the institution, with specific references to planned changes in 
faculty , administration , physica l plant , equipment , library , admissions , graduation requirements and 
standards , cur riculum , increase or decrease in student body or faculty , and any other future plans . 

• Most recent Campus Effectiveness Plan (CEP) in effect at the institution. If this document exceeds 20 
pages in length , please provide an executive summary in lieu of the comp lete CEP. 

• Academic Credit Analysis form listing all courses for each program offered by the campus . 

• Self-study narrative (response to self-study questions). 

SCHEDULING OF SITE VISITS 

Visits take place dur ing one of three trave l periods: January-February , late April-June , and late August­
October. The schedu ling of a visit depends on a number of factors, including the availability of evaluators 
and staff. Accredited institutions app lying for a new grant of accred itation will be schedu led for one of the 
trave l periods during the final year of the current grant. Approximately one year prior to the expirat ion of 
the current grant , institutions undergoing reevaluat ion are contacted via email and assigned a visit cycle 
for the evaluation visit to the institution during the following year. 

The staff coordinator ass igned to conduct the campus visit will contact the school to schedule a date prior 
to the site visit. Initial applicants should note that visits will not be scheduled until the required financial 
statements have been received and reviewed . 

Although the staff makes every effort to accommodate requests for a particular date , this is not always 
possible as visits normally are scheduled in conjunction with other visits within a simi lar geographic area 
in order to minim ize costs. 

Ordinar ily, a site visit wil l be scheduled for no less than two days . The length of a visit will depend on the 
institution's location, size, and program offerings , as well as any non-main campus operations and their 
locations . 
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The minimum team composit ion for a reevaluation visit is a chair, an evaluator assigned to the student 
relations section of the report, an evaluator assigned to the educationa l activities section of the report, a 
program specialist , and the ACICS staff representative. 

Every full-team must have at least one public (not affiliated with an ACICS-accredited institution) 
evaluator (outsider) and one evaluator affiliated with an ACICS institution (insider) , as wel l as an 
evaluator classified as an academic and an administrative. The highest credential offered at an institution 
is a critical factor that must be considered when selecting the team chair and the program evaluators, i.e., 
the chair and program evaluators visiting an institution that offers a bachelor 's degree must be from an 
institution that offers bachelor 's degree programs , hold appropriate credentials, or have had equivalent 
work experience . 

A subject (program) specialist will participate on the evaluation visit to evaluate all programs offered by 
the institution. A staff member ordinarily will accompany the team on the visit in an effort to achieve 
consistency in evaluation team reports. The respons ibilities of the staff member are as follows : 

1. Coordinate the visit; 
2. Provide guidance to the team on Council priorities; 
3. Serve as an information source on Council standards; and 
4. Ensure that the report is completed and submitted in a timely fashion. 

The staff member will be present at all Council meetings where the report is considered and may be 
asked quest ions about what was observed and reported by the team during the visit. 

The institution is responsible for all expenses incurred by the evaluation team members , including the 
ACICS staff representative . The institution will be invoiced for the visit three weeks prior to the 
scheduled visit. Payment is due 10 days after the invoice is received. 

Prior to the visit , the Council will advise the institution to forward a complete copy of the application 
materials and an Update Report to each team member. The team will review the materials in 
advance so that the time spent at the institution will be as productive as possible. The major portion 
of the visit time is devoted to verification of the information provided in the application . An institution 
is expected to be operat ing in accordance with the application and to be in compliance with all 
Council criteria. 

STATE OFFICIALS 

Appropriate state officials are contacted before the visit and are invited to observe and to share any 
pertinent information about the information. State officials do not participate in preparing the team report. 

PREPARING FOR THE TEAM'S ARRIVAL 

The institution shall provide a suitable workspace for the evaluation team. This room must be private, 
with sufficient table space to allow team members to comfortably review all materials , interview 
administrative and faculty personnel , and type the report. A telephone in the workroom or other private 
area and a computer with a printer also should be made available. It is also appropriate for the institut ion 
to provide refreshments for the team . 
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Institutions are provided in advance with a list of current materials and documents (see following page) 
that must be placed in the team's workroom prior to the time of the team's arrival on the day of the visit. 
Also, institutions are required to update the application where significant changes have occurred since its 
submission to the Council at least two weeks prior to the evaluation visit. 

The team normally wi ll arrive in the morning on the first day of the visit. In some cases, when the 
institution offers evening classes, the team may visit the institutio n the evening before the first full day of 
the visit. When the team arrives, they will take a brief tour of the fac ilities followed by an introductory 
meeting with the chief on-site administrator. At the introductory meeting , the admin istrator(s) should fully 
describe all changes that have occurred since the fi ling of the application . 

During the visit , members of the team will meet with administrators , faculty, and students. They will visit 
classrooms and other parts of the facility. The institut ion should have informed its facu lty , staff, and 
students of the date and purpose of the visit. The team will examine information such as course syllabi , 
student academic and financial records , files of faculty and staff, and minutes of meetings. Some teams 
may also want to consult with directors or trustees and community leaders or emp loyers. 

The team will have lunch privately, either in the workroom or off the premises . The lunch period is used 
to assess the progress of the visit. The institut ion is expected to provide and pay for lunch for the team. 

NOTE: It is inappropriate for the team to be entertained by the institution in the form of gifts, favors, or 
social functions before, during, or after the visit. 
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EVALUATION VISIT MEETING ROOM MATERIALS 

Institutions are requested to place the following materials in the room prior to the team ·s arrival 

1. Current Information 
a. Class schedule including course names, numbers, titles , room numbers, class times, names of 

instructor s, and student enrollment by class period; 
b. Student enrollme nt 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 provid ed 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 with answer key 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 
Report (CAR) along with the complete back-u p documentation. This must include information 
to support enrollment, graduate, and withdrawal numbers and placement information 
such as student name, program of study, graduation date, job title, employer name, 
and employer telephone number; 

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 administrat ive staff meeting minutes; 
k. Faculty meeting minutes; 
I. Documentation of in-service training sess ions held and the schedule for upcoming sessions; 

m. A copy of the Certificate of Attendance at an ACTCS Accreditation Workshop for the chief on­
site administrator or self-study coordinator, 

o. Copies of correspondence with ACICS for any approvals or notifications for modification s since 
the last New Grant Visit (campus additions, new programs, distance education activity, 
substantive /non-su bstantive changes to an exist.ing program , change of locat.ion, change of name, 
etc.); and 

p. A copy of the approved and most current Academic Analysis for each program. If applicable, this 
includes approved Clock to Credit Profile s with corresponding letters of approval. 

2. Official Documents 
a. Corporate Charter 
b. Articles of Incorporat ion, and Certificate of Incorporation or other appropriate documentation 

of legal structure and ownership of the institution and a chart outlining the ownership structure 
c. Cert ificate of good standing; relative to an institution's corporate statute and/or legal identity ; 
d. State license and authorizat ion to award degrees (if appl icable); 
e. Most recent state and VA compliance reports; 
f. Documentation that the facilities are in compliance with local, state, and federal laws governing 

fire, safety, and sanitation; 
g. Documentation that the institution is in compliance with copyright laws for instructional 

material s 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; and 

j. Thi rd-party contracts with other educational institutions or contracts such as JTPA. 
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a. Administrat ive staff personnel files that include updated ACICS data sheets; and 
b. Faculty personnel files that include updated ACICS data sheets, copies of ad ministrative and 

student evaluations, and faculty development plans with document ation of their 
implementa tion. 

NOTE: Student files will be selected randomly for review by team members. 

4. Inventories 

a. Resource and reference materials; and 
b. Instruct ional equipm ent for all programs . 

5. Publications 
a. Most recent ACICS self-s tudy or add itional location appl ication 
b. All current adverti sing and promotional literature, includin g scr ipts, copies of newspape rs, 

magazines, brochures, and tapes of radio and television ads 
c. Student , faculty, and staff handbooks (if applicable) 
d. Curre nt cata log with all addenda (if app licable) 
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When the team has completed a draft of its report , it will conduct an exit interview with the on-site chief 
administrator of the institution and anyone else the administrator wishes to be present. The exit 
interview includes a summary of the team's find ings which are to be included in the report, and the 
next steps in the process . The team does not speak for the Council as to what the final action might 
be on the accreditation of the institution. The exit interview is not a forum for debate of the team's 
findings and is not intended to be lengthy. The institution is given the opportunity to respond in writing 
to the team report. 

VISIT REPORT 

The team chair will edit the draft of the team report and submit the final copy via e-mail to the Council 
office. A copy of the report , after multiple edits have been completed in the office, is then forwarded 
to the institution by e-mail. It is the responsibility of the institution to keep ACICS apprised of the e­
mail address of the institution's chief on-site administrator . Once the team report is received the 
institution has the opportunity to respond in writing to the team's findings. 

FINANCIAL REPORTS 

Every accredited institution must demonstrate financial stability. Therefore, the submission of an 
audited financial statement for the most recent fiscal year, certified by an independent certified public 
accountant, is required of all institutions to maintain accredited status and to pursue accreditation . 
The financial statements are to be submitted via the Annual Financial Report (AFR) system. 
Evaluation team members do not receive or review financial reports. Initial applicants must submit 
audited statements with the first part of the application for accreditat ion. Specific details are provided 
on the ACICS website at Home > Accreditat ion > Annual Financial Report . 

INTERMEDIATE REVIEW 

All materials pertinent to an institution's accreditation are reviewed by a panel of experienced persons 
prior to review by the Council. These materials include the institution's application and self-study , the 
visiting team's report, the institution's response to the team report, the institution's current catalog, 
any official reports from state or federal regulatory bodies, and any complaints (current and closed) 
filed against the institution. 

This group will make a recommendation regarding accreditation if the evaluation process has been 
completed. If the process has not been completed, the reviewers wi ll organize facts from the 
institution's files for the Council but will not make a specific recommendat ion. The Council has the 
option of postponing examination of files which were incomplete at the time of the interim review, 
even if subsequent information has been received by the time the Council meets. 
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Applications are reviewed by the Council at the first appropriate meeting following the site visit. The 
Council meets in April , August, and December. It reviews each file and makes a determination on the 
accredited status of the institution. 

The institution is notified in writing, normally within a month, of the Council's action. Members of the 
Council or Council staff may not discuss actions with a school before it receives the written notice. If 
an institution wishes to appeal a negative decision of the Council, it may do so in accordance with 
Title 11, Chapter Three of the Accreditation Criteria. 
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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 sta ted 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 read ily understandable by a prospective student, 
parents, the public, and other educational institutions. The mission shou ld be devoted substantially to career-related 
education and shou ld be reasonable for the program of instruction and facilities of the institution. Each institution 
should be capable of demonstrating its educational effectiveness through assessment and documentation of student 
outcomes. Thi s assessment must include evidence 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 . Accredi1ation Criteria Reference: Sections 3-1-100 through 3-1-113 

MISSION AND OBJECTIVES 

1.1 How was the mission deve loped? 

1.2 State the institution 's mission and supporting objective s. 

1.2.1 Cite where it is found in the catalog. 

1.2.2 Explain how the supporti ng obj ectives are devoted substant ially to career-related 
education? 

1.2.3 Explain how the support ing objectives are reasonable for the program(s) of instructio n, 
mode of delivery, and facilities of the campus? 

1.3 Explain how the organizationa l, operat ional, and educat ional activit ies all contribute to the 
implementation of the institution's mission. 

l.4 What are the prov isions for ens uring that the mission is subjec ted periodically to critica l review 
by the administration and faculty to determine if the campus is fulfilling its educational mission 
and meeting the needs of the commu nity? 

1.5 How do degree program s, if applicable, emphasize both the achievement of vocational objectives 
and general education? 

1.6 Are there any plans for changes in the institution 's miss ion and/or supporting objectiv es? If yes, 
describe the changes that are being planned. 

INSTITUTIONAL EFFECTIVEN ESS 
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How was the campus effectiveness plan (CEP) developed? 

1. 7 .1 Who was involved in the development of the plan? Describe the team members' 
organizational role and responsibility on the team. 

1.7.2 How was the faculty involved in the assessment of student learning outcomes and overall 
planning for institutiona l effectiveness? 

1.7.3 Who is responsible for implementing and monitoring the plan? Provide names, titles, and 
a brief description of experience. 

1.8 What are the annual retention and placement rates for the campus and for each program for the 
past three years (if available)? Provide an analysis of the rates and the trend in performance. How 
do the rates reflect the institutional, environmental, and economic changes over the last three 
years?: 

1.9 How do these annual retention and placement rates compare to prior rates, if applicable, and to 
rates at similar institutions? 

1.10 What are the campus' retention and placement goals for the next CEP period? 

Retention: Placement: 

1.10.1 What factors were taken into consideration when developing these goals? 

1.11 If applicab le, what are the retention and/or placement goals for any program below 70 percent? 

Program: 

Retention: Placement: 

1.12 What specific activities will be undertaken to meet the retention and placement goals, at the 
program and campus levels, that will enable the campus to maintain or improve retention and 
placement outcomes over successive years? 

1.13 What data are utilized to evaluate the following elements: 

a. Level of student satisfaction 

b. Level of graduate satisfaction 

c. Level of employer satisfaction 
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d. Student learning outcomes (must include licensure pass rates, if applicable) 

1.13.1 Explain how the data is collected and used to improve educational processes for the 
following elements: 

a. Satisfaction of students 

b. Satisfaction of graduate s 

c. Satisfaction of employe rs 

d. Student learning outcomes 

1.14 What other elements are used by the campus to evaluate its effectiveness? 

1.15 How does the campus ensure that that the plan is monitored and implemented ? 

1.15 .1 Who is assigned to implement the specific activitie s outlined above? 

1.15.2 How often are progress report s completed? How are they recorded and reported? 

1.16 How is the campus effectiveness plan evaluated? 

1.16.1 What is the schedule for evaluation? 

ORGANIZATION 
Each institution, and every campus, should have an organizational 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 administrative functioning. The annual budget expenditures should be adequate to 
properly implement the stated educational objectives of the institution. Accreditation Criteria Reference: Sections 3-
1-200 through 3-1-203. 

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

2.1. l Who are the board of directors, trustees, or other officers of governing body? 
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How does the admini stration ensure that faculty and staff clearly understand their duties and 
responsibi lities, the person to whom they report, and the standard s by which the success of their 
work is measured? 

2.2.1 How is this documented? 

2.3 How does the administratio n monitor and evaluate activities of faculty and staff? How often are 
evaluations conducted? 

2.4 Describe how the administration provides for the profe ssional integrity of the staff. 

2.4. l What internal processes ensure the integrity of all administrative activities? 

2.4.2 How does the admini stration handle any violation of its policies? 

2.5 How is the policy for ensuring academic freedom communicated to faculty? How does the 
administration support the academic freedom of its faculty? 

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

2.6.l How many employee grievances have the administratio n rece ived in the last three years 
and how were these dealt with and resolved? 

2.6.2 How many student grievances and complaints have been received in the last three years 
and how were they investigated and reso lved? How many are still open? 

2.7 What areas have been identified as needing improveme nt in the organization and what plans have 
been made or are being implemented to address these areas? 

ADMINISTRATION 
Each institution must coordinate its admini strat ive functions to bes t serve its educat ional mission. All staff sho uld be 
well trained to carry out administrative functions. Detailed record keeping enhances the management of the 
instituti on. Accreditation Criteria Reference: Sections 3- 1-300 through 3-1-303 . 

1.1 Who is the on-site administrato r and what are that person's qualifications for this pos ition? How 
long has this individ ual served as the on-site administrator? 
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How does the administration provide for continuous evaluat ion of the follow ing functions: 

a. Programs of study 

b. Student activity programs 

c. Guidance services and/or student support services, including caree r services 

d. Admissio ns and recruitment 

e. Financial aid services 

f. Instruc tional proced ures 

g. Instructional resources 

1.3 What ev idence is on file to verify degrees and qualificatio ns of key support staff? 

1.4 What records are kept relative to the following areas and how does the campus ensure that these 
records are correct and reflect operational procedures that are in compliance with all requi rements 
(state, federal, accreditat ion): 

a. Financial aid activities 

b. Admissions 

c. Curriculum 

d. Guidance and/or student support serv ices, including career services 

e. Library or instructional resources 

f. Instructional supplies and equipment 

g. School plant 
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3.4. l How does the campus ensure the integrity of the data as well as the records? 

3.5 Describe how student files are maintained and organ ized. If students records are mainta ined 
electronica lly, describe the system and how records are backed up and protected. 

1.6 If applicab le, what spec ific testing records and academic and career advising records are 
maintained by the campus for students admitted under an abil ity-to-benefit determination ? Insert 
the analysis of the campus study evidenc ing the relationship betwee n admissions test cut-off 
scores and successfu l academic or employment outcomes . 

1.7 What is the procedure to obtain evidence of high school and/or college graduat ion or equivalency 
certificates with scores? 

3.7.1 Desc1ibe the procedures in place to verify that the credential earned is from a 
recognized/ legit imate institution and not from a "d iploma mill." 

1.8 What gradi ng system does the campus employ to indicate student progress? 

1.8.1 What is the unit of credit (semester, quarter, or trimester) used or clock hom? 

1.8.2 How does the campus ensme that a transcript or permanent student record is maintained 
for each student? 

1.8.3 How is the grading system explained on the student's transcript? ls it cons istent with the 
campus catalog? 

1.9 How are records and reports (e.g., student, staff , financial) housed so that they are safe from theft, 
fire, or other possible loss? 
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3.9.1 If the campus utilizes computerized record keeping, what are the back-up procedures? 

1.10 How long are various student records maintained by the campus? 

1.11 What admini strative processes/ procedures are in need of improvement and what is the campus 
leadership doing to address them? 

RELATIONS WITH STUDENTS 
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 institution's 
recruitment efforts should be devoted to locating and informing students, in a professional and dignified 
manner, who the institution can best serve. Recruiting pract ices contribute to an institution's image. Each 
institution also should strive to ensure that its financial relation s with students reflect the highest ethical 
standards and are in conformance with all state and federal laws and regulat ions. 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. Accreditation Criteria References: Sections 3-1-400 through 3-1-442 and Appendices C, D, and 
E. 

ADMISSIONS AND RECRUITMENT 

4.1 What is the admissions policy? 

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

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

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

4.3 What records are maintained by the campus to reflect the basis for the admission of each student? 

4.4 Describe the student recruitment program and the written policy used to train representatives. 

4.5 Describe how admissions representatives are trained , compensated, and monitored. 

4.5.l How does the campus ensure that representatives accurately and ethically represent its 
programs and services? 
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If admiss ions calls are recorded, what is the process in place to c01Tect any concerns 
identified with the admissions pract ices of any representative (please be specific)? If not 
recorded, how are admissions representatives ' activities monitored? 

How does the campus document its overs ight of admissions and recruiting personne l to 
ensure that they are providing current and accurate information (i.e. recorded or listen­
live calls and remediation , interna l secret shoppers, admissions representative orienta tion 
and continuous training, student sruvey of process , etc.) 

4.6 If the camp us recruit s internationally and employs the serv ices of internation al agents, describe 
the process used to identify and contract these agents to recruit students on the campus's beha lf. 
How are they trained and systematically monitored? 

4.6.1 How are the recruiters compe nsated? 

4.6.2. How does the campus ens ure that the recruiters are cun ent on the information being 
shared with prospective students? 

4.6.3 How does the campus evaluate the performance of the recruit ers and how often are 
contractors renegotiated? 

4.7 Describe the polic ies and procedures regarding processing of incoming transfer of credit. 

4. 7 .1 Where are these polic ies and procedures published? 

4.7.2 Describe any articulation agreements with other institution s. 

4.7.3 Describe where the camp us publishes a list of institution s with which it has establ ished 
the agreeme nts. 

4.7.4 Describe the process for notification to students of the articulat ion agreeme nts and the 
transferab ility of credits in the programs that are offered. 

STA NDARDS OF SATISFACTORY A CADE MIC PRO G RESS 

4.8 Who admin isters the standards of satisfacto ry academic progress (SAP) for the campus and what 
are this individual's qual ifications to administe r SAP? 
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How does the campus ensure that the individual maintains currency with the expectations 
of the US Department of Education's Student Financial Aid division, as it relates to SAP. 
Describe the professional growth activities undertaken by this individual on a regular 
basis. 

4.9 Describe the SAP monitoring process? 

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

4.9.2 What actions does the campus take when a student is not making SAP? 

4.9.3 What internal monitoring process is in place to ensure that all students' progress is 
accurately and systematically evalua ted? 

4.9.3.1 Who reviews the student's records and advises the student? 

4.9.3.2 Who monitors probation? 

4.9.4 Describe the appeals process. Within the last year, how many SAP appeals were made 
and of those, how many were granted and for what mitigating circumstance? 

FINANCI AL RELATIONS 

4.10 If the institution sponsors institutional scholarship, grant, or loan programs , describe them. Where 
are they publicized? 

4.10.1 What is the scholarship awarding process to include criteria, applicat ion review, and 
award? 

4.10.2 How does the campus ensure that its institutional grants and loans are aligned with ethical 
practices (if applicable)? 

4.11 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. 

4.12 What are the refund policies and procedures? 
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4.12.1 How does the campus ensure that refunds are processed in a timely manner? Within the 
last reportin g period, have there been any instances when the refund policy was not 
followed and if so, how did the campus con-ect the error? 

4.13 What are the qualification s of the financia l aid officer? 

4.13.1 In what activities does the financial aid officer participate to keep up to date on changes 
in financial aid programs? 

4.13.2 What memberships does the financial aid officer hold? 

4.14 What federal programs does the campus participate in? Provide the percentage of students that 
participate in the various programs, as applicable: 

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

Year: Rate: 

Year: Rate: 

Year: Rate: 

Describe improvement measures and/or the formal improvement plan if the cohort default rate is 
above 25%. 

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

4.16 If applicab le, describe the cash discount policy. 

STUDENT SERVICES 

4.17 Describe the orientation that the campus employs for new students. 

4.18 Describe all academic and personal counseling services offered . 

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

4.19 Describe the retention program. 

4.20 What areas have been identified as needing improv ement in the area of relations with students . 
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The major index of an institution's quality is the effectiveness of its educat ional program. The educational 
program must be consiste nt 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 
faculty. The effec tiveness of any institution depends upon good teaching and upon the ability and 
commitment of its faculty. The selection, orientation, guidance, stimulation , and evaluat ion of the 
teaching staff are among the most significant responsibilities of the administration. The faculty should 
actively participat e in developing the total educat ional program of the institution. A third index of 
institutional quality is the resources available to instructors and students. Accreditation Criteria 
Reference s: Sections 3-1-500 through 3-1-544. 

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 professional development. 
The institution shall devise a plan for the efficient use of faculty competence and time, which addresses 
stude nt-teacher ratios, number of teacher preparations, and number of teaching hour s. Accreditation 
Criteria References: Sections 3-2-100, 3-3-200, 3-4-200, 3-5-200, and 3-6-400. 

PROGRAM PLANNING, DEVELOPMENT AND EVALUATION 

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

5.1.1 List each program offered, as approved by the state and ACICS, and state the 
occupational and general objectives of the program . Provide an overview of how these 
programs are delivered (i.e., lecture, laboratory, self-pace d instruction, direct assessment 
competency based, distanc e instruction, etc.). 

5.1.2 Have any of these programs been modified, revised, added since the campus's last 
evaluation ? If yes, what factors influenced the changes? 

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. 

5.2.2 Administration of each academic program offered. 

5.3 Describe the role of the faculty, administrati on, alumni, employers and other stakeho lders in 
establishing the educational programs. 

5.4 Describe how the educational programs reflect the needs of the students and the community. 
Provide detail s on the involvement of the community in evaluating the value of the educational 
programs to include placement outcomes, etc. 
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How are provisions made for individual educational differences among students? 

Describe the variety of community resources that are utilized to enr ich each program? 

5.6.1 Describe how the utilization of these resources is documented. 

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

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

5.7.2 How does the campus ensure that the policy is adopted and implemented? 

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

5.8.1 How are syllabi developed? 

5.8.2 How ofte n are the syllabi revised? 

5.8.3 Describe the process for revising syllabi. 

5.8.4 How are out-of-class assignments, if appl icable, incorporate d in the syllabi and how are 
they evaluated? 

5.9 Describe any externs hip programs, indicating name of program , proc edure, and person(s) 
responsible for the oversig ht and administration of these act ivities. 

5.9.1 Have both the campus and the practic um site(s) signed an agreement outlining the 
arrangements of the internship /externship? Describe the contents of the agreement. 

5.9.2 Describe how qualified faculty members oversee the student's extemship experience: 

5.10 Describe the methods utilized to evalua te and revise the curr icula. Ident ify any differences in 
these procedures among various programs. 
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5.10.1 If advisory boards and/or program advisory committees, are utilized, list members and 
their qualifications. How often do the boards (committees) meet and how are meetings 
documented? 

5.10.2 How are students, graduates, and employers involved in the process? Provide a summary 
of feedback provided by these stakeholders and how they were considered in the 
evaluation and revision process. 

5.1 1 How was the length of each program determined? 

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

5.13 Is licensure or other certification required for persons employed in any program offered? 

YesD No □ 
5.13.1 If yes, list the program(s) and the licensing or certificat ion oversight body: 

5.13.2 List specific skills that students will need to acquire in order to be licensed or certified 
and how the curriculum provides for attainment of these skills. 

5.13.3 Where in the catalog are the licensing requirements outlined and how does the campus 
ensure that all students are aware of them? 

5.13.4 Describe any applicable examinations and the pass rate on each of these exams. 

5.13.5 Describe how the campus verifies the licensure pass rates for in each program (i.e. 
student attestation, document ation from licensin g board, etc. 

5.13.6 Indicate the pass rates for the past three years for each program that requires licensure or 
certification: 

5.14 If applicable, share details on any program that requires specialized programmatic accreditation 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 specialized agency.) 

5.14.1 Explain the current status in holding such accredi tation . 

5.14.2 How have students been notified of this requirement and how it affects their 
employabi lity following program completion? 
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How are appropriate course sequencing and prerequi sites determined? 

5.15 .1 How is the curricul um structured to ensure an increasi ng level of difficulty as the student 
progresses? 

5.15 .2 What internal processes are in place to ensure that students follow the course sequence 
and take prerequisites as published? 

5.16 How is the need for curriculum changes determined? 

5.16.1 How are faculty members involved in cun-iculum evaluation and revision? 

5.16.2 How does the campus utiliz e follow -up stud ies of its graduates and employers to assist in 
curriculum evaluation and revis ion? 

5.16 .3 How does the campus util ize student evaluations, stude nt satisfact ion surveys, and other 
forms of student input in the curr iculum evaluat ion and revision process? 

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

5.17 .1 What significant changes are contemplated for the next three years? 

5.18 How does the campus determi ne the appropriate allocation of contact time among lecture, 
laboratory , and intern/externs hip act ivities? 

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

5.18 .2 In the case of an emergency and classes are cancelled, how are contact hours made up? 

5.19 How does the campus apply the U.S. Department of Education's definition of a credit hour for 
financial a.id (as required in Section 2-2-503 of the Ac creditation Criteria)? 

5.19 .1 Where are the procedur es published? 

5.19.2. How is compl iance documented? 
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How does the campus determine the appropriate scheduling of classes in relationship to the needs 
of the students? 

If applicable, descri be the method used to evaluate and award academic credit to students who 
demonstrate subj ect competency based on academic, occupational, or personal experiences . 

5.21.1 Who is responsible for the evaluat ion and awarding of such credit? 

5.21.2 How does the campus ensure consistency in the evaluation? 

5.21.3 Since the last evaluation cycle, how many cases of such award have been evaluated and 
what was the outcome in each case? 

5.22 Who is the individual on staff assigned to provide employment assistance to students? Describe 
their qualifications to serve in this role. 

5.22.1 Describe employment services offered to students and how they are documented. 

5.22.2 Describe how placement verification is documented (i.e. sampling, multi-layered internal 
review, 100% third-party verification, etc.). 

5.22.3 What data are maintained for students who do not graduate, but who become employed? 

5.23 Describe the process used to conduct follow-up studies on graduate and employer satisfaction 

5.23.l How often are the follow up studies conducted? 

5.23.2 Based on the results collected from the last follow up studies conducted, what changes 
have been made to educational processes? 

5.24 Describe the programs of extracurricular educational activities , if any. 

INSTRUCTION AND F ACULTY 

In responding to the questions below, p lease consult Section 3-2-200, 3-3-300, 3-4-300, 3-5-300, and 3-6-
500 of the Accreditation Criteria. 
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Describe how physical facilities, equipment, and resources are used to enhanc e classroom 
instruction. 

5.26 How are learning materials selected? Describe how instructional procedures and material s are 
evaluated to determine their effectivene ss . 

5.27 Describ e how the campus ensures that students have timely access to appropriate learning 
materi als (e.g., textbook s, laboratory equipment). 

5.27 .1 When are textbooks made available to stude nts, if included in the total cost? 

5.27.2 How does the campus determine the quantity of laboratory equipment needed based on 
its student population and program offer ings? 

5.28 Describ e how the campu s ensures that it maintain s appropr iate licens es for comput er software 
and how it ensures comp liance with copyright laws. 

5.29 Who is responsible for faculty orientation and training ? 

5.29. l Describe the orientation of the faculty to the campus. 

5.29.2 Describe the training proce ss. 

5.30 How does the administration determine the qualifications of a faculty member to teach a 
particular course? 

5.30.1 Desc1ibe qualification s of non-degreed teachers for the subjects they teach, at the 
crede ntial level they teach. 

5.30.2 How are the qualifications documented ? 

5.3 1 Describ e the procedure for collecting official transcr ipts, for qualifying credent ials and/or those 
listed in the cata log, for faculty member s. 

5.31.1 If there are faculty members whose official transcripts are not on file, docum ent 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.). 
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5.32.1 What systematic processes are in place to enhance and promote teachjng effectiveness? 

5.33 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? 

5.33.1 How are the activities on the plan determined? How does the campus ensure that the 
plans are individualized for each faculty member? 

5.33.2 How is the plan implemented? 

5.33.3 How often is the plan reviewed? 

5.34 Describe how the campus ensures that all faculty complete the activities on the development 
plans. 

5.34. 1 How are the activities documented by the campus? 

5.35 Describe the progra m of in-service training for the improvement of instruction and curriculum. 

5.35.1 List the schedule for the next 12 months. 

5.36 Describe how the administratio n documents professional growth for full- and part-time faculty 
members. 

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

5.38 Describe the plans for ongoing improveme nt in curriculum and faculty. 

5.39 What are the normal teaching loads, number of field preparations, and number of subj ect 
preparations for full-time and part-time instructors at the campus? 

5.39. 1 How does the campus define full-time faculty status? What is the full-time/part-time 
faculty ratio at the campus? How does the campus maintain an appropriate distribution to 
ensure sound direction and continuity of development of the programs? 
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What is the student-teacher ratio, for each program area, at the campus? 

OCCUPATIONALASSOCIATE 'S,ACA DEMICASSOCIATE'S,ANDBACHELOR'SDEGREE 
INSTITUTIONS 

5.4 1 Describe how the general education courses offered by the campus contribute to the development 
of the student. 

5 .41.1 What are the general education courses and how are they determined to be appropriate for 
the students served: 

5.41.2 Cite examples: 

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

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

5.42. l How are part-time faculty members supported in providing assistance to students and 
contributing to the development of the programs? 

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

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

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

5.43.1 Describe the efforts to recruit and retain qualified faculty members. What is the average 
tenure of the faculty? 

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

5.44.1 If any faculty members teach a course outside of their academic major or minor, list their 
names and descr ibe for each, how the administration determined their qualificat ions to 
teach their assigned subject(s). How are the qualifications documented? 
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Describe how the campus ensures that there is suffic ient enrollment in the secon d year of a two­
year pro gram or upper division courses in bacca law·eate degree programs . 

MASTER'S AND DOCTORAL DEGREE INSTITUTIONS 

5.46 Describe the overs ight committ ee who has the respons ibility for developing, modifying , and 
maintaining each graduate program. Summarize the backgro und of the commi ttee mem bers and 
roles on the committee (student, faculty , admi nistrator , employers). 

5.46. l How often does the committee meet? 

5.46.2 What documentation doe s the camp us maintain to evidence the role of this co mmitt ee in 
the development of the program(s)? 

DOCTORAL DEGREE INSTITUTIONS 

5.47 What evide nce is available to demonstrate that the member s of the faculty are experts in their 
field of study in which they are assig ned to teach? 

5.48 Describe how the campu s enco urages its faculty to engage in practical or scho larly resea rch and 
to publish in pro fessional jo urnals. 

5.49 Explain how the core full- and part-time facu lty is effective in ensuring the sound direction and 
development of its doctoral deg ree pro gram(s) . 

6. EDUCATIONAL FACILITIES 
Each institu tion must provid e an environment that is conducive to good instruction and learning and that 
supports the educational programs offered by the insti tution. The adequa cy of the envir onment is assessed 
against the demands made upon it by the cuni culum, faculty, and students . Accreditation Criteria 
Reference : Sections 3-1-600 throu gh 3-1-602 . 

6.1 Describe how the building s, classrooms, equipm ent, furnitur e, and surroundings meet the needs 
of the cam pus in size and scope. 

6.1.1 Describe how the facility in compli ance with all applicable federal, state, and loca l codes 
for occupa ncy and safety? 

6.2 Does the cam pus utilize learning sites? 

Yes D No □ 
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6.2.1 If yes, when were they approved and what programs are offered at the site(s)? 

6.3 Does the campus utilize any additional classroom spaces? 

YesO NoO 

6.3.l If yes, when were they approved, where are they located , and how are they used? 

6.4 Describe any plans to improve the physical plant and equipment. 

7. PUBLICATIONS 
It is important that an institution recognize the value of "truth in advertising" when promoting its 
operations . Publications must be prepared and presented in a profess ional manner to reflect favorably 
upon the institution. Information publ ished 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. Accreditation Criteria References: Sections 3-1-700 through 3-1-704 
and Appendix C. 

7 .1 Describe how the catalog reflects the educational programs, operations, and services . 

7 .1.1 How often is the catalog publ ished? 

7 .2 How does the campus ensure that all enrolled students are provided with a copy of the campus 
catalog? 

7 .2.1 What other publicat ions are provided to enrolled students? 

7.3 Describe the advert ising and promotional literature. 

7.3.1 What media are used to promote the campuses and its services? 

7.3.2 How does the campus ensure that the information disseminated and published is accurate 
and avoids misleading or exaggerated impressions of the campus? 

7.3.3 If advert ising is done in languages other than English, what documenta tion is maintained 
to ensure the integrity and accuracy of the information? 

7 .3.4 What percentage of revenue is budgeted for advertising/marketing? 
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Describe any changes in advertising over the last year to include media, financial investments, 
community outreach, etc. 

If applicab le, describe how the courses are numbered and identified in the catalog to indicate that 
advance work is offered and based upon the appropriate prerequisites. 

7.5.1 How does the catalog explain the course numbering system? 

7 .6 If applicable, describe how and where the catalog identifies the general education courses 
required in a program. 

7.7 Describe the published performance information concerning student achievement. 

7.7.l Where is the campus performance achievement information published? 

7.7.2 How often is the infonnation updated? 

7.7.3 How does the campus validate the accuracy and reliability of the information disclosed? 

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 educational program. The effectiveness of the library or learning 
resource center is of the utmost importance for institutions. Its collections should be appropr iate and 
adequate to support the educationa l programs. They should be used by both students and faculty. The 
library or learning resource center should be organized with the educational 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 instructional resources serve the needs of the educational programs . 

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

8.1.2 Describe if the institution has contracted with a library resource provider to offer access 
to library resources. What types of services are outsourced to such an outside provider? 
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Briefly describe the physical and/or online holdings of the campus. (For online holdings, list the 
full-text databases in which the library maint ains active subscriptions.) 

Explain how the quantit y and quality of instructional resources are appropri ate for the size and 
scope of the ca mpus. 

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

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

What is the budget for instructional resources (excludin g personnel allocations)? 

8.6.l How is the budget determined? 

8.7 Describe the assess ment strategy for library resources and information services . 

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

8.9 Describe the facil ity where library and instruct iona l resources are held. 

8.10 Describe any plans for improving instructional resou rces. 

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

8.1 1 Who is responsible for ass isting stude nts and faculty in the use of the library during posted library 
hours? If the indiv idual is profess ionally trained, descr ibe these qual ifications. 

8.11.1 If there are library assista nts describe how these individual s are trained to assist students 
and facu lty. 

8.12 Explain how the instructional resources serve the needs of the educational programs . 

8.12.1 How does the campus detennine which reference works are acquired? 
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What percentage of total tuition revenue is spent for library acquisitions? 

During the past three years, have budget allocations for library acquisitions been increased, 
decreased, or maintained at previous levels? Explain any changes in the allocations 

Explain how reference material s and periodicals are organized for easy usage and preservation. 

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

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

8.17 .1 Total number of physical volumes 

8.17 .2 Total number of online collections available 

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

8.17.4 Number of titles and/or online collections related to genera l education courses taught 

8.17 .5 Number of program-re lated periodicals to which the institution currently subscribes 

8.17 .6 Number of other periodicals available 

8.18 Describe the library's procedure s regarding student borrowing and return of materials. 

8.19 Describe how online resou rces, if any, are made ava ilab le to students. 

8.20 Describe how the campus monitor s student usage of the library and instructional resources? 

8.21 What evidence shows that the institution, in maintaining and improvin g the quality of its library 
holdings, seriously considers recommendations of: 

a. faculty 

b. appropriate national profe ssional organizations and societies , and 

c. a nationally recogn ized list (or lists) of online collections, books, and periodical s? 
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FOR ACADEMIC ASSOC/A TE'S, BACHELOR'S, MASTER'S, AND DOCTORAL DEGREE 
INSTITUTIONS 

8.23 How does the profess ionally 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. 

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, DIRECT ASSESSMENT COMPETENCY-BASED 
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. Accreditation Criteria References: Section 3-1-505 and 
Appendix H 

Check the type(s) of non-traditional instruction al delivery offered by the institution: 

D Direct Assessment Competency -based program 

D Online Distance Education 

0 Hybrid 

D Fully online 

D Self-Paced Instruction 

In addition to the self-study questions on the previous pages, institutions that offer distance education and 
other forms of nontraditional educatio n must answer the questions below . Accreditation Criteria 
Referen ces : Section 3-1-505 and Appendix H. 

DISTANCE EDUCATION OR SELF-PACED INSTRUCTION 
ONLY 

Accreditation Criteria Reference: Appendix H, Sectio n II & III 

INSTITUTIONAL READINE SS 

9.1 List the course(s)/program(s) approved by ACICS for delivery through distance education and/or 
self-paced. 

9.1. l Indicate the percentage that each program is available for distance education and/or self­
paced instruction. 

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

9.2. l Indicate any other institution or entities that are involved in the delivery of distance 
education for students at the campus. 
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If distanc e education is provided under a consortium 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 entity. 

9.3 Describe how the Campus Effectiveness Plan incorporate s distance education as a mode of 
delivery 

9.3.1 What data is the campus collecting to assess student and faculty sat isfact ion with distance 
education and/or self-paced instruction? 

9.4 Who oversees the dista nce education and/or self-paced course/program curriculum? 

9.4.1 What are this individual's qualificat ions? 

9.4.2 Who is responsible for course/program evaluation for nontraditional education mode of 
delivery? 

ADMISSIONS REQUIREMENTS AND ENROLLMENT 

9.5 What are the admission requirement s for students taking distance education coursework ? (If there 
are any differences from the residential admissions policy, explain.) 

9.6 How does the campus make it clear in writing at the time of enrollment: 

9.6.1 How the student ' s identity will be verified throughout the course and program? 

9.6.2 How the student's privacy will be protected in the identity verification process? 

9.7 Describe the orientation program for distance education and/or self-paced students. 

CURRICULUM CONTENT AND INSTRUCTION AND DELIVERY 

9.8 Describe how interaction between faculty and students takes place. 

9.9 Describe how interaction among students takes place. 

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

9.10.l Describe how this ratio is appropriate and provides sufficient interaction between the 
faculty and the students and among students. 
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9.11 Describe the faculty training program to prepare faculty to teach self-paced courses or in a 
distance education environment. 

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

9.13 Identify the platform used to deliver instruction. 

RESOURCES AND EQUIPMENT 

9 .14 What is the budget allocated to distance education delivery? 

9.15 Describe the instructional resources , equipment , and library resources available to students on­
line and residentially. 

STUDENTS AND STUDENT SERVICES 

9.16 Describe the student services available to students taking coursework on-line. 

STUDENT EVALUATION AND PROGRAM ASSESSMENT 

9 .17 How are students taking self-paced and/or distance education courses evaluated? 

9.18 How is retention monitored? 

9.19 Describe the placement services that are avai lable. 

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

9.2 1 How does the institution measure core competencies for programs and objectives for courses 
offered in a distance education environment? 

9.22 How are equivalent out-of-class assignments, if applicable, incorporated in the syllabi and how 
are they evaluated? 

PUBLICATIONS 

9.23 Do the statements in the catalog, Web site, and, when appropriate, in advertising and promotional 
materials meet requirements for institutions offering coursework through distance educat ion? 
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Describe the information given in the catalog regarding nontraditiona l education, if applicable, 
including mode of delivery, admissions requirements, tests to determine access, resources offered 
to nontrad itional educat ion students, and any special costs for the students associated with 
nontradit ional education. 

DIRECT ASSESSMENT COMPETENCY-BASED PROGRAMS ONLY 

Accreditation Criteria References: Section 3-1-505 and Appendix H, Section I 

9.25 What programs are offered as Direct Assessment competency -based and when were they 
approved by ACICS? 

INSTITUTIONAL MISSIO N AND READINESS 

9.26 Describe the basis for the introduction of such programs and how they support the mission and 
objectives of the institution. 

9.26.1 Describe the process utilized in identifying and defining specific competencies related to 
the program. 

9.26.2 Describe how the following stakeholders participated in the development of the program: 
faculty, alumni, employers, and experts in the field. 

9.26.3 Describe how this modality is incorporated into the Campus Effectiveness Plan. 

CURRICULUM DEVEL OPMENT AND DIRECT ASSESSMENT MEASURES 

9.27 What types of direct assessment measures are utilized in assessing achievement of specified 
competencies? Describe the types of standardized tests or industry-recognized examiniation s 
utilized as direct assessment of student learning. 

9 .27 .1 Describe how the institution utilizes systematic methods for determining cred it hours or 
clock hours. 

UTILIZATION OF EXTERNAL ENTITIES OR EXPERTS 

9.28 If external entities or experts are utilized in the direct assessment process, how does the institution 
ensure oversight? What portion of the program is provided by the institutional faculty versus 
external entities or experts? 

STUDENT SUPPORT SERVICES 
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Describe how the following providers of student support services are formally trained to serve 
needs of students in achieving their competency goals: 

(a) mentors; 

(b) student counselors; 

(c) academic advisors; 

(d) registrars; and 

( e) financial aid counselors. 

9 .29. l What provisions are available for competency-based program students who may be 
advised to transition to a traditional fixed-schedule, teacher -directed instructional format? 

9.29.2 What policies have been developed and implemented for determining that a student in 
such programs is making satisfactory academic progress? 

9.29.2.1 Who is assigned to monitor satisfactory academic progress for the program? 

9.29.2.2 How has this individual been trained to monitor satisfactory academic progress 
of students enrolled in direct assessment competency-based programs? 

CONTINUOUS PROGRAM ASSESSMENT 

9.30 What specific plans and strategies are implemented for the continuous assessment of the 
effectiveness and continuous improvement of the direct assessment competency-based programs? 
Are such plans described in the Campus Effectiveness Plan? 
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For institutions that offer English as a Second Language as a separately eligible, stand-alone 
program or courses as part of an eligible program. Accreditation Criteria Reference: Appendix 
F 

How is the English as a Second Language program structured? 

D As a separately eligib le, stand-alone program or 

D Courses as part of an eligible program 

SEPARATELY ELIGIBLE, STAND-ALONE ESL PROGRAMS 

10.1 When was the program approved by ACICS? How does it adhere to the institution 's mission? 

10.2 What demographic does the program serve primarily? How does that affect structure, outcomes, 
etc? 

10.3 Who is responsible for the admj nistration of the ESL program? Descr ibe this individual's 
qualifications and how the campus ensures that they remain current in the field. 

10.4 Describe the entrance and exit nationa]ly recognized exam of English comprehension used. How 
has the test results affected program deliver, evaluation, and outcomes? 

10.5 Describe the admiss ions process for the program including the records that are maintained. 

10.6 Describe the credentials of faculty members in the program and how the institution ensures that 
they have prior experience and any requii·ed cert ification in the field of instructio n. 

10.6.1 Describe the professio nal organizations and workshops that faculty members are involved 
in which enables them to meet the needs of the students. 

10.7 Describe how students cover the cost of the program, including if Pell Grants are also used. 

ESL COURSES AS PART OF AN ELIGIBLE PROGRAM 
10.8 Describ e the ESL coursewo rk offered as part of the program. 

10.9 Describe evidence that the coursewo rk meets the US Depa rtment of Education regulation s. 
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ACICS Application for Accreditation - PART 11 

Self - Study Narrative Revised: May 1, 2013 

All support ing docume ntation and exhibits referenced in this Self-Study Narrative 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 

INSTITUTI ONAL INFO RMATION 

Name: Bay Area College of Nursing - Palo Alto (Main Campus) 

Bay Area College of Nursing - Daly City (Campus Addi tion) 

Bay Area College of Nursing - San Jose (Campus Addition) 

Address: 824 San Antonio Road , Palo Alto, CA 94303 (Main Campus) 

6767 Mission Street, Daly City, CA 94014 (Campus Addition) 

702 E. Santa Clara Street, San Jose, CA 95112 (Campus Addition) 

ACICS ID Code: 00073857 (Palo Alto); 00208766 (Daly City); 52189 (San Jose) 

Campus Class ificat ion: Main IS] Additiona l Location D 
If an additiona l locatio n, please provide the following information: 

Main Campus Name: 

Main Campu s Address 

Main Campu s ID Code: 

History of accreditation with ACICS and with other agencies: 

Bay Area College of Nursing Palo Alto 

824 San Antonio Road , Palo Alto, CA 94303 

00073857 

Bay Area College of Nursing was awarded an initial grant of accreditation by ACICS on May 9, 2013. 

• US Department of Educatio n Approval to award Student Financial Aid 

Bay Area College of Nursing and the United State s Depa1tment of Education agreed that BACN may partic ipate in 
student financial assistance programs authorized by Title IV of the Higher Education Act of 1965, as amended (Title IV, 
HEA Programs). 

• ACICS Accreditation 

Bay Area College of Nursing is accredited by the Accrediting Council for Independent Colleges and Schools. The 
Accredi ting Council for Independent Colleges and schools is listed as a nationally recognize d accrediting agency by the 
United States Department of Educat ion and is recognized by the Co uncil for Higher Ed ucation Accredi tat ion. 

State Approva l 

Bay Area College of Nur sing is authorized to operate by the former Bureau for P1ivate Postseco ndary Educatio n 
(BPPE) with the Schoo l Code Number 88680297. Th is institution is approved to operate by the Burea u for Private 
Postsecon dary Education until June 30, 2016. http://www .bppe.ca .gov/ 

• ICE Approval 

Bay Area College of Nursing is authorized under Federal law to enroll non- immigrant alien students. This schoo l is 
approved by the U.S. Immigration and Customs Enforcement (ICE) to participat e in the Student and Exchange Visitor 
Program (SEVP) and is authorized to issue an 1-20 visa . 

• California Department of Pub lic Health Approval 

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 



AC ICS App lication for Accreditatio n - Se lf-Study Na rrative 
Page 2 of 54 

Revised: May 1, 2013 

Bay Area College of Nursing is approved by the California Department of Public Health to offer Nursing Assistant and 
Home Health Aide and Acute Care Nurs ing Assistant. 

• BVNPT Approval 

Bay Area College of Nursing is provision ally approved to offer Vocational Nursin g by the Board of Vocational Nursing 
and Psychiatr ic Techn icians in Palo Alto (expires November 30, 2015) and Daly City (expires February 29, 2016). 

Brief history of the institution: 

Due to the severe shortage of nursing professio nals, which is the largest health care profe ssion in the United States, and 
as our population ages and as our health care system is becoming increasingly comp lex, the demand for nursing care 
became more evide nt. 

Bay Area College of Nursing, Inc., formerly Palo Alto Center for Healthcare Education Inc., was founded in 2004 by 
Rachelle Cagampan, RN BSN MPA MSN and opened its doors to fill the increasing need for skilled health 
professio nals, particularly nurses, in the United States . BACN responded to the demand by educating healthcare 
professionals offering vocational nursing, anatomy and physiology, acute certified nursing assistant, nursing assistant, 
and massa ge therapy course programs in the SF Bay Area with locations in Palo Alto , Daly City, and San Jose. 

Studen ts can expect commitment from the institution and the faculty in helping them achieve their goal of becoming 
competent certified or licensed healthcare profession als. The school aims to continue to leave an impact on other 
people's lives and in the community through the application of their learned knowledge and skills from the institution. 

List of recent (pas t three years) complai nts or adverse actions and current status: 

Under Provi sional Status for the Vocationa l Nurs ing Program 

List of contracts or agreements with other institutions or entities : (consortium agreements, articulation agreements, etc .) 

Clinical affiliations with following: Altos Oaks Med ical Group, Inc. , Atherton Healthcare, Capulong Pediatric Clinic, 
Cord illeras Mental Health Center, Dr. Ali Zaki , Gardner Fami ly Health Network (Pediatrics), Gardner Family Healt h 
Network (Maternity), Kindred Transitional Care and Rehab - Tunnell Center (Daly City), Mountain View Healthcare 
Center, Noah 's Arc Preschool, Palo Alto Sub Acute and Rehab Center, Pedia Health Medical Group, Pacifica Nursing 
and Rehab Center (Palo Alto) 

List of internatio nal activities: 

NA 

Description and scope of distance education activities : Hybr id D 
NA 

Participation in Federal Financial Aid Programs: Yes~ 

INSTIUTIONAL CHANGES 

Fully Onl ine D 

No □ 

Description of major changes since the last institutional review in the following areas : 

Management: None 

Change of Owner ship: NA 

Program offerings: Added Medica l Ass isting and Massage Therapy Programs 

Curricu lum: None 

Institutional delivery: None 

Other changes: Participation in Federal Financial Aid Program s 
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1. MISSION, OBJECTIVES, AND INSTITUTIONAL EFFECTIVENESS 
Every education al 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 sho uld 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 capab le of demonstrat ing its educational effectiveness through assessment and 
documentation of student outcomes. This 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 consis tent with educational and employment 
outcomes of its students. In respond ing to the questions below , please consu lt Sections 3- l-100 through 3-1- 113 of the 
Accreditation Criteria. 

MISSION AND OBJECTIVES 

1.1 How was the mission developed? 

The guiding principle in developing Bay Area College of Nursing's mission was der ived from addressing the 
demand for healthcare professionals in the country and responding to the needs of the commun ity through the 
production of quality and well-ro unded healthca re professional graduates. The mission was deve loped as a 
guide to assist in creating the curricu la and in planning the educational programs. 

1.2 State the institution' s mission and supporting objectives. 

MISSION 

Bay Area College of Nursing is a p1ivate institution whose central mission is to study, create, impart and apply 
knowled ge about its subject matters. Thi s is accompl ished through educat ing adults to develop the knowledge 
and skills that will enable them to achieve their professiona l goals, improve the productivity of their 
organizatio ns, and provide leadership and service to communi ties . Bay Area College of Nursing provides high­
quality career-oriented nursing and allied health cert ificate program s. 

PHILOSOPHY 

The Bay Area College ofN ursing's philosophy is congruent and consistent with its mission to provide 
educational excellence for healthcar e professiona ls. To this end, it is the goal of the institution to educa te or 
develop qual ity health care professional s who possess the knowledge and the skills required for safe and 
effective client practice. The faculty set forth the following beliefs: 

• Man 

The faculty believes that man is unique and is a part of a family, a culture, and a community. Maslow states that 
human existence is based on needs that arise in hierarch ical order: The first and foundation level is the basic 
physiological needs; the second is safety and security; the third is love and belonging; the fourth level is self­
esteem; the fifth level is self-actualization. Based upon Maslow' s Hierarchy of Human needs, this humanistic 
theory focuses upon the whole person including the qualities that make people distinctive and how these 
qua lities deve lop. This hierarchy of human needs allows the nurse to explore the client on the health-illn ess 
continuum beg inning with basic concepts and building upon these to explore vario us normal and abnorma l 
human conditions and related nursing care. The way or method such needs are met is unique to the individual. 

• Health and Illness 

Health and illness are parts of a dynamic cont inuum that result from either the balance or the imbalance of 
man's physio logical, psychological, social, and spiritual components. 

• Society 

Man is a commu nity of diverse cultures . While all cultures share common needs, the way in those needs are met 
are unique to the individual culture. 
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Education is the responsibility shared by the faculty and student to reach the desired goal. Education is not fully 
realized without an interaction between faculty and the student. With that interaction, it is the responsibility of 
the faculty to provide accurate nursing knowledge according to the current professional practice. On the other 
hand, it is the role of the student to receive that information , absorb the knowledge, and internalize the practice 
so the information becomes a part of them. Nur sing is an ait and a science requiiing scientific principle s, 
technical skills , and empathetic care. This education should incorporate moral, ethical, and legal principles to 
prepare the student to assume personal accountability for his/her profess ional behavior. 

OBJECTIVES: In support of the Bay Area College of Nursing mission, the institution's objectives are to: 

l. Provide a curriculum that teaches student s how to evaluate, analyze, and synthesize information to 
develop critical thinking and prob lem solving skills in a career environme nt through: (element - student learning 
outcome) 

a. Provis ion of instructions that instill within students an apprec iation for the value of life-long learnin g 
and educat ion. 

b. Hiring of faculty members who bring to their classrooms advanced academic preparation as well as the 
skills deiived from the current practice of their professions. 

c. Integra tion of technological tools for student learning. 

d. Enhancement of our camp us faci lities to provide a safe and funct ional learnin g environ ment. 

2. Offer quality education with a balance of general education and specialized coursewo rk to help students 
gain the knowled ge and skills needed to meet current and future challenges of a global economy; (elements -
student and graduate satisfac tion) 

3. Maintain an educational environment that respects and welcomes a diversity of individual backgrounds, 
abilities, interests and opin ions; (element - student retention) 

4. Provide an academic advisory board to lend advice and recommendat ions to the institution 's 
management and faculty concern ing the type and content of programs and courses needed to produce grad uates 
who can best be successfu l in a global economy to satisfy the demands and needs of the employer; (element -
employe r satisfaction) 

5. To meet and/or exceed the requir ed placeme nt and graduation rates by monitoring, identifying and 
employing effective placement and stude nt completion strategie s. (element - placement and graduat ion rates) 

1.2.1 Cite where it is found in the catalog. 

School catalog pp. 4-5 

1.2.2 Explain how the support ing object ives are devoted substantially to career-related educatio n? 

GOALS: Upon completion of Bay Area College of Nursing certificate, students wil l be able to: 

• Use cmTent technology within the context of their career; 

• Art iculate a career path and plan to include a commitment to life-long learning; 

• Demonstrate the ability to work in a diverse cultural environment; 

Demonstrate leadership and manageme nt skills relevant to their career field . 
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• Communicat e within their career field and clear ly relate to their peers a practical knowledge of their 
professio nal understanding and discipline; and 

1.2.3 Explain how the supporti ng objectives are reasonable for the program(s) of instruction, mode of 
delivery, and faci lities of the camp us? 

OBJECTIVES: In support of the Bay Area College of Nursing mission, the institution's objectives are to: 

1. Provide a cuniculum that teaches students how to evaluate, analyze, and synthesize information to 
develop critica l thinki ng and problem solving skills in a career environment through: (element- student learning 
outcome) 

a. Provis ion of instruction s that instill within students an apprec iation for the value of life-long learnin g 
and education. 

b. Hiring of faculty members who bring to their classrooms advanced academic preparation as well as the 
skills derived from the current practice of their professions. 

c. Integra tion of technological tools for student learning. 

d. Enhancement of our campus facilities to provide a safe and functional learning environment. 

2. Offer quality education with a balance of general education and specia lized coursework to help students 
gain the knowledge and skills needed to meet cunent and future challenges of a global economy; (elements -
stude nt and graduate satisfaction) 

3. Maintain an education al environment that respects and welcomes a diversity of individual backgro unds, 
abilitie s, interests and opin ions; (element - stude nt retention) 

4. Provide an academic advisory board to lend advice and recommendation s to the institution's 
management and faculty concerning the type and content of program s and courses needed to produce graduates 
who can best be successful in a global economy to satisfy the demands and needs of the employer; (element -
employe r satisfaction) 

5. To meet and/or exceed the required placement and graduation rates by monitoring, identifying and 
employing effective placement and student completion strategies. (element - placement and graduation rates) 

1.3 Explain how the faculty, financial resources, physical plant, administratio n, management , and educational 
activities contribute to the implem entation of the institution's mission . 

Faculty: Each faculty member meets the ACICS, BPPE , and BVNPT requirements and is approved to teach in 
the specific programs . Nur sing Assistant instructors are approv ed to teach by the CA Departm ent of Public 
Health. 

BACN holds annual faculty development planning, in-service train ing, and professional growth act ivities to 
support the school's mission and to meet the program's cunicular and course and instructiona l objectives. 
Faculty involvement in the improvement of the programs is required as part of the academic program 
development which is discussed during quarterly faculty meetings and through ongo ing consulta tion with the 
chief academic officer/school director , the director of educational services, the clinical coordinator , our active 
faculty members, cw-rent and past students, and the office manager. 

Financia l Resources: The school has had financia l constraints and incurred losses due to the economic downturn 
from 2012 to the present and is gradually recover ing. On March 11, 2014, the school was approved to offer 
Title IV federal financial aid by the Department of Education, but disbursements were received by the 3rd 
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quarter of 2014. The school is being monitor ed by ACICS to provide a finan cial report quarterly, six, and nine 
month s thereafter. A letter of credit in the amount of $204,5 17 was deposite d in a restricted ba nk account 
which will be used to pay refunds of institutional charges owed to or on behalf of current students or to provide 
"teach out" in the event the school closes as determined by the secretary of the U.S . Departm ent of Educatio n. 

Physical Plant: The physica l plant in Palo Alto provides two classrooms, a library /a computer room, a 
conference room, a skills lab, and admin istrat ive and faculty offices . 

Th e schoo l has auxi liary sites located in San Jos e and Daly City to serve the needs of the stude nts residing in 
the nearby areas. The space is sufficient to acco mmodate the allowable number of stude nts enro lled in the 
school. 

Administra tion and Management: The school is composed of administrative and management officers - a 
president/school director/chief academ ic officer, a director of educational services, a clinical coordinator, and 
an office manager. Part -time and on-ca ll office staff serve as support personne l work ing under the 
administrative and management officers. Part-time faculty members are under the jur isdiction of the academic 
departme nt. 

Educational Activ ities: To serve its working students, the schoo l offers career program courses to accommoda te 
part-t ime or full-time academic study with classes during the day or evening, weekdays or weeke nds, with 
maximum flexibility. 

1.4 What are the prov isions for ens uring that the miss ion is subjected periodically to cr itical 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 goals and objectives are subject to review through the Campus Effectiveness Plan 
(CEP) proce ss every year or as needed . 

1.5 How do degree programs empha size both the achievement of vocational objectives and general education? 

NA 

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

There are currently no plans for any changes in the institution's mission and/or supporting objectives. 

INSTITUTIONAL EFFECTIVEN ESS 

1.7 How was the campus effectiveness plan (CEP) developed? 

To meet the requirements of ACICS, the school deve loped and implemented the first CEP in 2012 based on the 
elemen ts and criteria of ACICS. The CEP was critically reviewed and updat ed every year. The CEP Study 
Group consists of the administrative/manageme nt officer and faculty. 

1.7.1 Who is responsible for implementing and monitoring the plan? 

The president is responsib le for the CEP implementation through superv ision of and delegation of tasks 
to the admi nistrative and management officers. 

1.8 What are the annual rete ntion and placement rates for the campus, if applicab le, for the past three years? 
(Provide the number s used to calcu late the rates, and explain as necessary.) 

Year: Rate : 

Year: Rate: 

Year: Rate: 
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Explana tion (if necessary) 

Retention Rates: 

Year: 2013 

Year: 20 14 

Year : 2015 

Rate: 94.4% 

Rate: 84 % 

Rate: 94 % 

Aggregate Enrollment and Retention for Vocational Nursing Program 

Data 

Enro llment as of July 1 

New starts 

Re-entries 

T otal enro llmen t: 

2013 CAR 

54 

33 

3 

90 

2014 CAR 

45 

22 

2 

69 

2015 CAR 

30 

54 

4 

88 

Male/female 

Program graduates 

Program completers 

70(F)/20(M) 56(F)/13(M) 27(F)/7(M) 

Withdrawals 

Still enrolled 

Retention rate 

Placement Rates: 

Year : 20 13 

Year: 2014 

Year : 2015 

Rate: 71% 

Rate : 67 % 

Rate: 67 % 

38 

1 

4 

46 

94.4% 

Program Placement Rates of Vocational Nursing Program 

DATA 2013CAR 

Graduate s placed in field or related field 25 

Placed out of field 1 

NA for placement pregnancy /death/ health 2 

Not avai lable due to continuing educa tion? 2 

Not avai lable due to active military service? 0 

Internationa l students NA due to VISA restrictionsO 

Enrolled in stand-alone ESL program 0 

Not working 9 

35 33 

1 NIA 

6 5 

22 50 

84% 94% 

20 14 CAR 20 15 CAR 

2 1 22 

0 0 

0 0 

1 1 

0 0 

0 0 

0 0 

8 5 
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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? 

Retention 

The data for the Vocationa l Nursing Program was collected from the previous years' CAR reports submi tted to 
the ACICS in 2013, 2014 and the current year to be reported . The baseline rate is the previous year's 
performance (2014) of 84% percen t. The goals are to: a) maintain or improve retention from the previous year, 
and b) equal or outperform the ACICS average for all campuses from the previous year. Based on ACICS 
calculatio n, there was a decrease in retention in 20 14 which may be due to the student's inability to secure a 
loan, inability to make paymen ts, decreased interest in the program, and a change in employment or socio­
economic status . However, in 2015 we exceeded the projected goal of90% to 94%. 

It is safe to state that Bay Area College of Nursing attained a high retention rate and will seek to meet its annual 
retention goals in 2016 utilizing the ACICS CAR calculations 

Placement 

Bay Area College ofNursing's placement rate in 2015 is 67% which is l % lower than our projected goal the 
previous year. The school has been compliant for two consecutive years from 2014 to 2015 based on ACICS 
standard guidelines. 

Bay Area College of Nursing seeks to meet its annual placement goals by continuing to review the academic 
progress of students and by continuing to collaborate with employers interested in hiring our graduates that can 
adequately satisfy their needs and demands. Bay Area College of Nursing's existing job assistance strategies 
appear to meet ACICS' minimum required jo b placement percentage. 

1.10 What are the campus' retentio n and placement goals for the next reporting year? 

Retention: 94% Placement: 67% 

1.10.1 What factors were taken into consideration when developing these goals? 

Retention: Factors taken into consideration were the retentio n rate, which include the number of new 
starts, re-entries, total enrollment, gender, program graduates, program comple ters, withdrawals, and 
still enrolled students from July l , 20 14 - June 30, 20 15 as per ACICS CAR calculation guidelines. 

Placement: The placement rate and the graduate survey data. For ACICS compliance, the July 1, 2014 
to June 30, 2015 data gathered were the number of graduates placed in field or related field , placed out 
of field , not available for placement due to pregnancy/death/health related and not available due to 
continuing educa tion, not available due to active military service, internationa l students not available 
due to visa restrictions, enrolled in stand-a lone ESL program, and not working following the ACICS 
CAR calc ulation guidelines. 

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 successive years? 

The implemented activit ies can be found on the CEP for 2013-20 15. Annual retent ion and placement rate goals 
were within compliance as per ACICS standards. 

1.12 What data are util ized to evaluate the following elements: 

a. Level of graduate satisfactio n 
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We use a graduate satisfaction survey form to measure graduate satisfaction of the training received 
from the program which measures program preparat ion for current job duties and responsibilit ies. 

b. Level of employer satisfac tion 

We use an employee evaluation form to assess employer's satisfaction which measures the graduate's 
skjlls, the ability to follow instructions, soc ial and public relation, professionalism, attitude, streng ths 
and weaknesses on the job. 

c. Student learning outcomes 

Licens ure/Certificatio npass rates, Standardized tests, pre- and post tests, clinical progress reports, and 
insternships. 

1.12.1 Explain how the data is collected and used to improve educational processes for the following elements: 

a. Satisfaction of graduate s 

We send the survey forms to the alumni via email, fax, mail, or in-person within six months 
after employment 

b. Satisfaction of employers 

A survey is sent out to the employers who have hired the graduates within six mont hs after 
graduatio. 

c. Student learning outcomes 

We retrieve the published licensure exam rates from the state licensing boards . 

1.13 How is the campus effectiveness plan evaluated? 

The CEP committee reviews the plan once a year. Periodically, the full-text of revisions is then presented to all 
act ive faculty member s of the institut ion for comments and suggestions. 

1.13.1 What is the schedule for evaluation? 

The schoo l implemented the first CEP in 2012 and is critically reviewed and updated every end of the 
year. 

2. ORGANIZATION 
Each inst.itution should have an organizational structure designed to promote among all staff a spirit of understanding, cooperation, 
and responsibility. Performanc e standards and monitoring controls need to be employed to insure adequate administrative 
functioning. The annual budget expenditures should be adequate to properly implement the stated educational objectives of the 
institution. In responding to the questions below, please consult Sections 3-1-200 through 3-1-203 of the Accreditation Criteria. 

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

Bay Area College of Nursing is owned and operated by Bay Area College of Nursing College, Inc., a California 
For Profit Corporation. The Preside nt I Chief Executive Officer I Chief Acaderruc Officer / Director of the 
corporation is Rachelle Cagampan, who legally owns 100% of the company. The corporate office is located at 
824 San Antonio Rd., Palo Alto, CA 94303, (650) 858-6810 with satellite branche s at 6767 Mission St., Daly 
City, CA 94014 and 702 E. Santa Clara St., San Jose, CA 95112. (p.5) 

2.2 How does the adrrunistration ensure that faculty and staff clearly understand their duties and responsibilities, the 
person to whom they report, and the standards by which the success of their work is measured? 

A clear written descr iption of the performance duties, responsib ilities, and standards by which work will be 
measur ed is provided by the administration to each faculty and staff member. 
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2.2.1 How is this documented? 

A clear written description of the performance duties, responsibilities, and standards by which work 
will be measur ed is provid ed by the administration to each faculty and staff member with the following, 
as applicable: 

- an Organizational Chart 

- an Orientation Checklist - acknowledged/signed copy by employee 

- Facu lty/Employee Guidelines (Handbook) - acknowledged/s igned copy by employee 

- a Job Description - acknowledged/signed copy by employee 

- an Academic Freedom Policy - acknowledged/signed copy 

- a Faculty/Employee Perform ance Evaluation - sample reviewed by employee 

- a Faculty/Staff Development Plan 

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

Faculty: 

The school direc tor observes and evaluates new faculty members 90 days after initial employment and annually 
at the end of the year. The school director may informally observe othe r faculty from time to time or as 
necessary. The end-of-the-year evaluation includes performance and progress made in implementing the 
professio nal developme nt plan and the formulat ion of the plan for the coming year. 

In addit ion, the school director monitors the lesson plans and course syllabi created by the faculty to ensure that 
the object ives of the instructional plan are met. 

Staff: 

The office manager observes and evaluates new office staff 90 days after initial employment and annually at the 
end of the year. The manager may informa lly supervise other employees periodically or as neces sary. The end­
of-the-year staff evaluation includes performance and progress made in implementing the professiona l 
development plan and the formulation of the plan for the corning year. 

Verbal endorseme nts occur first thing in the morning. Campus staff communicate by phone and emai l. 

2.4 Describe how the administration provide s for the professiona l integrity of the staff and the academic freedom of 
the facul ty. 

The administrat ion provides orientatio n to new hires, ongoing supervision, support and training. An evaluation 
of their work performance is done ninety days after hire, annually or as necessary. 

A clear written description of the performance duties, responsib ilities, and standards by which work will be 
measured is provided by the administration to each faculty and staff member with the following, as applicable: 

- an Organizational Chart 

- an Orientation Checkl ist - acknow ledged/signed copy by employee 

- Faculty /Employee Guidelines (Handbook) - acknowledged/s igned copy by employee 

- a Job Description - acknowledged/sig ned copy by employee 

- an Academic Freedom Policy - acknowledged/s igned copy 

- a Faculty/Employee Performance Evaluation - sample reviewed by employee 
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2.5 How is the policy for ensuring academic freedom communicated to faculty? 

Upon employment, each faculty and staff member receives a copy of the Employee Guideline s, which conta ins 
the Academic Freedom, Confide ntiality statement, and a Mutual Dispute Resolution. Copies of the Employ ee 
Guidelines are distributed by emai l and a copy of acknow ledgment is signed and submitted by each employee 
upon hire. 

The administration requires faculty and staff to extend student assistance, to treat students with respect and 
dignity, and to maintain confidentiality in handling individual student records. 

The administration also requires that faculty and staff keep licenses or cer tifications and other pertinent 
employment requireme nts current and available or on file. 

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

Employees Grievance Procedur e 

The grievance policy for administrat ive staff and faculty is described under Section VIII - Internal 
Communication of the Employee Guidelines. A copy of the Employee Guideline s is provided to new 
employees upon hiring. A copy of the Mutual Dispute Resolution Agreement is also provided to employees 
upon hiring. 

Student Grievance Procedur e 

The school catalog (pages 35-39) describes the student grievance and comp laints procedure. In pursuit of its 
policy of openness, accountability, and responsiveness to students, the school' s administration provid es 
established grievance procedures. Based upon the information presented in the grievance, steps toward 
resolution shall begin with informa l discussions headed by the Departm ent Director. Resolution shall be 
attempted at the lowest possible level. If a satisfactory solution cannot be reached within a reasonable period, 
the grievance shall be scheduled for presentation to the Grievance Committee for hear ing and appropriate 
action. Informal discussion between persons directly involved in a grievance is essential in the early stages of a 
dispu te reconcil iation and shall be encouraged at all stages of the grievance procedure. The school shall 
maintain a file on each grievance reported including the procedures followed and the final disposition of the 
case. Any remaining unresolved complaints may be directed to the Bureau for Private Postsecondary 
Education, Board of Vocational Nursing and Psychia tric Technician and ACICS. 

Other Interested Parties 

Grievances by other interested part ies may be directed to the adm inistrative officers for resolutio n or proper 
delegation. 

2.7 Describe any plans for the improvement of the organization. 

Accreditation by a nationally recognized accred iting agency, such as ACICS, is a prioritized goal to improve 
the standards of the institution's operations and to enhance the quality of education being offered. 

The president/chief academic officer/school director will continue to monitor and oversee the profess ional 
development of the faculty and staff, the effectiveness of the revised curricu lum, the improvement of 
instruction, the utilization of educatio nal resources, and the overall student satisfaction. 

The institution also has plans on hiring qual ified administrat ive officers to support the mission and objectives of 
the school in the near future . Supplemental assistance by hiring addit ional support staff is also part of the 
institution's agenda. 
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Each inst.itution must coord inate its administrat ive functions to best serve its educationa l missio n. All staff should be well trained to 
carry out admin istrative 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 Ac creditation Criteria. 

3.1. Who is the on-s ite administrator and what are that person's qualifications for this position? 

Rachelle Cagampan, RN, B.S.N., M.P.A. , M.S.N. Founder / President / CEO / Chief Academic 
Officer I School Director 

Equipped with almost 20 years of nur sing and management experience in a hospital, home health and 
primary care environment all over the Bay Area; a former Critica l Care Nurse at Stanford Universi ty 
Medical Center Cardiovasc ular Surveillance Unit ; Earned dual degrees - a Master of Public 
Admini stration degree (Major in Health Care Administration) and a Master of Science in Nurs ing 
(Major in Clinical Systems Management) from the Univer sity of San Francisco in 2003; Selected as an 
item writer for the Nationa l Council of State Boards of Nursing Licensure Examinations PN (NCLEX ­
PN); A regional testing coordinator and examiner for the National Nursing Assistant Training and 
Assessme nt Program (NNAAP) 

3.2. How does the administration provide for continuous evaluation of the following functions: 

a. Programs of study 

Programs are evaluated continuously through the following: 

· mandatory submission of a progr am records survey and compre hensive analyses/review to 
the CA Board of Vocat ional Nursing and Psychiatric Technician every two years 

· submission of program renewals and course review to the Bureau for Private Postsecondary 
Educatio n and the CA Department of Public Health every four years 

student feedback through end-of-the program evaluation 

faculty feedback through faculty meetings 

review of national and state pass rates, and 

employer feedback. 

State Review and Evaluation: The Board of Vocational Nursing and Psychiatric Techn ician, 
the Bureau for Private Postsecondary Education, and the CA Department of Public Health 
evaluate and approve all curric ula before they can be offered . The state agencies also require 
periodic submission of all courses and program outlines for review and re-approva l/renewal. 

Student Feedback: The school conducts surveys in class from time to time by completing the 
Student Evaluation of Faculty and Evaluation of Clinical Sites. Student s are asked to do a 
written survey about the strength s and weaknesses of the course program at the end of the 
program. 

Faculty Feedback: Faculty feedback occurs both formally and informa lly in conversa tions 
with the school director during business hours and at faculty and staff meetings. 
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Nationa l and State Pass Rates: The school director reviews national and state licensure pass 
rates standard s with the admin istrative officers and faculty members during the quarterly 
meeting. The school also subscribed to the 2015-20 16 NCLEX Program Reports for specific 
data collection for the vocational nursing. 

Employer Feedback : The school sends out surveys to the employers of graduates. The 
Employe r Survey form asks employe rs to verify and evaluate the performance of our school 's 
graduates and recomme nd areas in which how the school can provide better qualified graduates 
for the work force in the future. 

b. Student activi ty programs 

The school has engaged in student activities tailored to the health needs of our community such 
as health screening, service learning, outreach activities, fundraising, etc. The students and 
faculty are frequently invited by various organizations to active ly participate in cause-oriented 
events and activities for the benefit of the community. The school, therefore, evaluates 
involvement in student activity programs that benefit the student , the school , and the people in 
the community. The activities are tailored to the needs and preferences of the student 
popu lation. 

Space: The students are allowed to use the facilities any time at their convenience except when 
classes are in session. Students are also able to utilize the kitchen which they can use for eating 
as well as heating food. We have an existing library the faculty members and students can use 
for studying at their own disposal. The administration regularly communicates with the 
students to gather suggestions as to how to improve the school facilities. 

Activities and Amenities: Students are exposed to different types of school activities. 

School Bulletin Board s: A bulletin board for each batch is provided and mounted in the 
classroom to keep student s informed of the upcoming events and activities. Corresponding 
photos of each batch from prev ious events and activities are also prominently displayed. 

Faculty and Staff Supervised Activities: Faculty and staff occasiona lly organize get-together 
potlucks to give opportunities for student s to get to know other current and previous students 
of the school. Medical and/or nursing-related games are organized and played during these 
gatherings to relax and at the same time educate student s. 

c. Guidance services 

Bay Area College of Nursing offers student activities and services that enhance the student's 
learning experience as well as assists student s to prepare for employment. Studen ts enrolled in 
the non-degree certificate program s are continuously eva luated throu gh the following services: 

Academic Counseling 

Students are advised on both personal and academic issues and are encouraged to discuss their 
scholastic and vocationa l goals. The faculty, admini strative directors, and chief academic 
officer have a sincere interest in the personal welfare of each student and therefore an open­
door po licy is employed . A monthly progress report is submitted by the faculty 
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Students requesting professio nal counseling services will be referred to loca l counseling 
agencies around the bay area. A list is also posted on the bulletin board. 

d . Financial aid services 

A financial aid director is available by appointment to discuss opt ions for payme nt and 
availabi lity of loans for the student. 

e. Instructional procedures 

The school director observes and evaluates new faculty members 90 days after initial 
employment and annua lly at the end of the year. The school director may informa lly observe 
other faculty from time to time or as necessa ry. The end-of-the-year evaluation includes 
performance and progress made in implement ing the profe ssional development plan and the 
formulation of the plan for the coming year. 

In addition, the school director monit ors the lesson plans and course syllabi created by the 
faculty to ensure that the objectives of the instructional plan are met. 

Classroom observations provide the institution with insight into areas of instruction that need 
improvement. For example, with the adoption of A TI, a supplem ental NCLEX resource which 
was incorporat ed into the cunic ulum, some faculty members clearly needed more guidance in 
effectively implementing its use. In addition, the staff and students also need some assistance 
in operat ing these resources online. Compli ance in the use of A TI resources by the students to 
facilitate student learning is also being monitored. To address the concerns, the school has 
dedicated an in-service workshop with an ATI representative for support scheduled at the 
beginning of the progr am and an open communication with the director of educational services 
for additional advice . Tech support is available 24 hours daily. 

f. Instruc tional resources 

The school continuously assesses the needs for instructional resources and services for faculty 
and staff and is discussed during the quarterly faculty meeting. The following are the steps 
taken to improve the instructional resources and services. 

Computer and Print er Access: Faculty member s are encouraged to establish a school email 
account (bayareacollege.edu) for correspondence, have access to the internet , and use any 
Microsoft Office program for curricular and instructional enhanceme nt at the school 's 
networked computer terminals. 

Multi-Media Cour seware : The school has deve loped a limited selection of audio-visual 
materials that facu lty may borrow and check out for instructional purposes. Facu lty has access 
to laptops, DVD/VHS playback units, and CD/tape playb ack and recorder unit s for classroom 
use. Two classrooms are equipped with a Smart Board and a portable televi sion and VHS 
player for faculty and student use. The materials are cata logued and described in detail in the 
school's annotated Library Inventory List. The Library Inventory List is updated periodica lly 
and evaluated annually. 

Technical Equipm ent Operations: Representatives are readily available to assist and respond 
to technical questions in regards to the use of A TI , publi shed books and learning materials 
online and on hand, Smart Board, and other equipment and resources for instruction. 
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General Library: Faculty members and students have access to a small profe ssional library of 
books and periodical s. The library contains a catalogued collection of print and audio-visual 
material that includes reference titles, general knowledge titles, and specia lized knowledge 
titles. Titles contain primarily related to the field of nursing and allied health in genera l. 
Faculty and student s may use library materia ls in the library itself , borrow the materia l for their 
own use or for lesson planning purposes, or borrow the material for classroom instruction or 
learning. 

Electronic Databa ses: Faculty member s have access to a series of EBSCO host on-line 
databases available on any school-networked computer. Most electronic databases conta in 
abstracts, full -text art icles or materials that can be downloaded, printed , saved to a disk, e­
mailed, etc. 

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

Official Transcripts or verified copies of the faculty/profess ional teaching staff are kept in the files in 
the records room . If the transcript of records is issued from a foreign country, a course-by-course 
evaluation and a general report are done through an approved-NACES member. 

3.4. What records are kept relative to the following areas: 

a. Financial aid activities 

The school now offers federal financial aid and keeps the following financial records for all 
students: 

total tuition due, 

amount and date paid, 

balance due, 

source of aid, and 

payme nt agreeme nts 

calculation of refund due (if applicab le) 

TILA / payment agreements 

- F AFSA documents as per regulation 

b. Admissions 

Records of current students are kept in a locked fireproof file cabinet inside the locked records 
room. Access to these records is limited to authorized personnel only. 

1. Information Form 

2. Enrollment Agreement 

3. School Performance Fact Sheet 

4. Notice of Cancellation / Withdrawal 

5. Notice of Student Rights 

6. Student Applied Learning Experience Agreement 
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7. Authorization for Rele ase of Records and Information 

8. Collection of Tuition 

9. Photo /Video Waiver 

10. Travel Waiver 

11. Credit Granting 

12. Credit Option Form 

13. Academic Clini cal Standards and Poli cies 

14. Disclosure Regardin g Voluntary Agreement for an Educational Institut ion 

15. FERPA 

16. HIPPA 

17. Official Transcript Request Authorization 

18. High School Attestation and/or High School Offici al Tran script of Records 

19. Licensing Agreement 

20. WBST and SLE Test Results 

21. Physical Exam and Immunization Records 

22. Copy of CPR card 

23. Interview Rubri c 

c. Curriculum 

In accordance with CA BVNPT and BPPE regulations, the school maint ains current copies of 
approved cunicula on file (hard copy and in dropbox). The State curriculum documents 
specify the: 

official title and length of the course or program; 

course or program admission and graduation requirements; 

method of instruction; 

course objectives; 

course or program prerequisites; 

hour breakdown by course or unit of study; 

course syllabus 

· textbooks and instructional aids; and 

· equipment that support s the course program. 

Copies of current syllabi are: 

· periodically distributed to faculty in print form; 

• availabl e in hard copy at the office 

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 



ACICS Application for Accreditatio n - Self-Study Narrative 
Page 17 of 54 

Revised: May 1, 2013 

· archived in the school director's office 

. uploaded in the dropbox 

d. Guidance 

The school keeps copies of transcripts of records, probat ion forms (if applicable), advising 
forms or progress report forms (if applicable) in individual student files or specific binders. 
Grade report s are accessib le online via engrade. 

e. Library or instructional resou rces 

Facult y members and student s have access to a small professional librar y of books and 
periodica ls. The librar y contains a catalogued collection of print and audio-visual material that 
includes reference titles, general knowledge title s, and specialized knowledge titles. Titles 
contain primarily related to the field of nursing and allied health in general. Faculty and 
students may use library materials in the library itself, borrow the material for their own use or 
for lesson planning purposes, or borrow the material for classroom instruction or learning. 

Faculty members have access to a series of EBSCO host on-line databases available on any 
school-networked computer. Most electronic databases contain abstracts, full-te xt articles or 
materials that can be downlo aded, printed, saved to a disk, e-mailed, etc. 

f. Instruc tional supplies and equipment 

Supplies and equipment are stored in the storage and supply room that can be accessed by 
faculty members after submission of a requisition slip. In addition , the school maintains 
equipment and instructional software inventories, contrac ts, purchases, and supply orders. 

g. School plant 

The school keeps on file documents related to the physical plant such as the certificate of 
occupancy, fire safety certificates, state approvals, leases, and fire extinguisher maintenance 
service. All certification approvals are current. 

h. Facu lty and staff 

The school keeps the individual faculty and staff files in the following order: 

ACICS data sheet (signed) 

Official transcripts (with raised seal NOT issued to student) 

Transcript evaluations 

Academic Freedom policy (signed) 

Job descrip tions (signed) 

Employee/Fa culty handbook receipt (signed) 

Teaching assignments - course loads 

Instructor qualifications / credentials ( certific ations, memberships in professional 
organizations) 

Instructor Evaluations (from both supervisor and student) - separate binder if there are 
numerous evaluations 
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Faculty Development Plan, signed by both faculty and director, along with documentation of 
Professional Growth and In-Service activity 

i. Student activities 

The school records student extra-cmTicular activities in a variety of ways: 

• through social network site post ings and 

• through school bulletin boards 

J. Student personnel 

Student personnel files are kept in a fireproof cabinet in the records room. 

k. Campus Accountability Reports 

The school director keeps the annual institutional reports in the records room and in the 
school's dropbox. 

3.4.1 Describe how student files are maintained and organized. If students records are maintained 
electronically, describe the system. 

Student files are anange d per batch in alphabetical order by program. Records of current 
students are kept in a locked fireproof file cabinet inside the locked records room. Access to these records is 
limited to authorized personnel only. Previous students' or graduates' records are stored in a vault off­
campus. 

The school maintains the individual student files in the following order (if applicable): 

1. Information Form 

2. Enrollment Agreement 

3. School Performance Fact Sheet 

4. Notice of Cancellation / Withdrawal 

5. Notice of Student Rights 

6. Student Applied Learning Experience Agreement 

7. Authorization for Release of Records and Information 

8. Collection of Tuition 

9. Photo/Video Waiver 

10. Travel Waiver 

11. Credit Granting 

12. Credit Option Form 

13. Academic Clinical Standards and Policies 

14. Disclosure Regarding Voluntary Agreement for an Educational Institution 

15. FERPA 
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18. High School Attestat ion and/or High School Official Transcr ipt of Records 

19. Licensing Agreement 

20. WBST and SLE Test Results 

21. Physical Exam and Immunization Records 

22. Copy of CPR card 

23. Interview Rubric 

3.5. If applicab le, what specific testing records and academic and career advising records are maintained by the 
campus for students admitted under an ability-to-be nefit determi nation? Insert the analysis of the campus study 
evidencing the relationship between admiss ions test cut-off scores and successfu l academic or employment 
outcomes. 

NA 

3.6. What procedures are used to obtain evidence of high school and/or college graduation or equivalency 
certificates with scores? 

School requires receipt of an official high school transcript of records or GED diploma as part of the 
application process. If a student is in the process of securing a copy of his or her HS transcript, the 
students may also sign an attestation of high school graduation or equivalency. 

3.6.1 Describe the procedures in place to verify that the credentia l earned is from a recognized/legitimate 
institution and not from a "diploma mill." 

The transcript of records must be received directly from the graduated institution addressed to 
the school's admissions. If the transcript of records is issued from a foreign country, a course-by­
course evaluation and a general report are done through an approved-NACES member. 

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

The School Catalog and course syllabi contain the following explanation of the school's grading 
system. The grading system is printed on each student transcript. 

Theory Evaluation 

Each instructor will administer written tests. Students should expect a variety of test question s such as 
multiple choice, essay, matching, etc. In addition to tests, an instructor may also assign research 
papers, student presentat ions, and other such activities. Theory grades are calculated on a "tota l point 
system". For example: a test consists of250 points; the student earns 195 points. The student' s grade 
is calculated by dividing 250 into 195. This equals 0.78 or 78%. 

The grading scale for the theory portion is as follows: 

Letter Grade Numeric Grade Point Grade 

A 93% - 100% 4.00 Honor Roll 

A- 90% - 92% 3.65 Excellent 
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B+ 87%- 89% 3.35 

Good 

B 84% - 86% 3.00 

B- 81%- 83% 2.65 

C+ 78%- 80% 2.35 

*Satisfactory 

C 75% - 77% 2.00 

C- 72%-74% 1.65 

Fai ling 

D+ 69% - 7 1% 1.35 

D 66%-68% 1.00 

D- 63%-65% 0.65 

F 00% - 62% 0.00 

p Pass Credit 

F Fail No Credit 

I 00% Incomplete 

w 00% No Grade Assigned 
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*Passing for Theory: 75%; *Passing for Clinical: Satisfactory 

Clinic al Evaluation 

The student must earn a "satisfactory" grade in the clinical aspect of the program to continue in the 
vocational nursing program . At each level of the program the student will be provided with a list of 
nursing skills to be mastered. This mastery includes performance technique as well as knowledge of 
the related theory. 

The grading scale for the clinical portion is as follows: 

• SATISFACTORY - student demon strates ability to complete clinica l objectives safely, 
accurately, and in a timely manner with minimal supervision. 

• NEEDS IMPROVEMENT - student needs close supervision and/or additiona l time to 
complete assignments. 

• UNSATISFACTORY/FAILED - student does not demonstrate improvement nor meet clinical 
objectives. 

If a student is not performing satisfactory at mid-te1m, he/she will be placed on probation. 
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Specific area(s) needing improvement will be identified, in writing, along with a time frame within 
which to demonstrate improvement. 

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

The school uses clock hour system of credit. 

3.7.2. How does the campus ensure that a transcr ipt is maintained for each student? 

It is created and maintained by our director. 

3.7.3. How is the gradi ng system explained on the student's transcr ipt? Is it consistent with the campus 
catalog? 

The explanation of the grading system can be found in the school catalog and on the back of 
the official transcript. 

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? 

The main campus has a centralized fire and burglar alarm system. The school stores current student 
academic, financia l, and payment records in fireproof files. We store graduate student files in a secure 
vault off-premises. Financial and tax records are kept in a fireproof file cab inet within the premi ses. 

3.8.1 If the campus utilizes computerized record keeping, what are the back-up procedures? 

The computerized school-related files are uploaded in the dropbox accessible only by 
administrative and managerial officers. 

3.9. How long are student records maintained by the campus? 

Student transcripts are indefinitely kept and other student records are maintained for five years from 
the last day of attendance . 

3.10. Describe any plans for improvemen t in the administration. 

The school has plans on hiring qualified administrative officers and additiona l support staff to improve 
the workflow and operatio ns. The school also plans to invite key professionals in the education, 
busine ss, and health industries to become part of the advisory board in order to help strategize the 
expansion of programs and promote school presence in the community. 
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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 institution's recruitment efforts should be 
devoted to locating and informing students, in a professional and dignified manner, who the institution can best serve . 
Recruiting practices contribute to an institution's image. Each institution also should strive to ensure that its financial 
relations with students reflect the highest ethical standards and are in conformance with all state and federal laws and 
regulations. 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 questions below, please consult Sections 3-1-400 through 3-1-442 of the 
Accreditation Criteria. 

ADMIS S IONS AND R ECRUITM ENT 

4.1 What is the admissions policy? 

Admission Requirement s: 

l. Completely filled out Bay Area College of Nursing application form. 

2. High school transc1ipt of records sealed and sent by the school or G.E.D. certificate . All foreign 
transcripts must be evaluated by a member of the National Association of Educational Credential Service for 
12th grade equivalenc 

3. Complete Entrance Assessment Test with a score of 12th grade or higher in English and a score of 12th 
grade or higher in Mathematics. Complete Scholastic Level Exam with a score of 14 or higher. Test scores 
must be within 1 year prior to the date of admission. 

4. Personal interview. 

5. Complete medical requirements. 

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

Yes, policies differ based on the programs of study. 

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

The admissions policy has a selection process that is rigorous. The goal is to admit the most qualified 
and suitable candidate for the program to meet the school's mission. 

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

NA 

4.3 What records are maintained by the campus to reflect the basis for the admission of each student? 

- High School Transcript (with NACES evaluation if needed)/GED 

- Credit Granting 

- Entrance exam 

- Application forms 

- Registratio n forms 

- Interview and Admission Rubric 
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4.4 Describe the stude nt recruitment program. 
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The school does not recruit prospective students, but prospects are mostly obtained through newspaper 
advertisements, social networking sites, and by word of mouth . 

4.5 Describe how admissions representatives are trained, compensated, and monitored. 

The school does not have an admissions representative. The office staff provides the list of admission 
requi rements to a prospective student and the director or manager goes over the admissio ns procedures and 
answers specific questions related to the program. 

4.6 Describe the polic ies and proced ures regardi ng incoming transfer of credit. 

Tran sfer credit will only be granted for courses : 

Tak en at an institutio n accredited by a regional or national accrediting body; 

Taken in the same field of study as that required at the time of enrollment, as reflected in the Bay Area 
College of Nursing Catalog in effect at the time of enrollment, and for no greater number of semester units than 
that required, 

Verified through an official transcript requested by and received by Bay Area College of Nursing 
directly from the institution at which the course was taken; 

If required, for which the student has produced course descriptions, course outlines, copies of 
assignme nts and tests, textbooks, university or college catalogs or any other documents , material s or things 
deemed reasonably nece ssary by Bay Area College of Nursing in order to perform an evaluation of the 
equival ency of the course in question. 

Cour ses within a major and minor must have been completed within the previou s five (5) years. Credit 
will be given if the student scores 75% or bett er and demons trates competencies of practical skills. 

Competency Based Cred it 

Credit may also be exten ded to candidates that submit verification of work experience in any facility within the 
last 5 years. Written and/or performance assessment will be required. Credit or pa11ial credit will be granted if 
the candidate meets requirements equivalent to Bay Area College of Nursing course objectives. Credit may be 
determined by written or practical exami nation . 

4.6.1 Where are these policies and procedures published? 

School catalog pp. 14-16 

4.6.2 Describe any articulation agreeme nts with other institution s. 

Bay Area College of Nursing has not entered into an articulatio n or transfer agreement with any other 
college or univer sity at this time. 

4.6.3 Describe where the camp us publi shes a list of institu tions with which it has estab lished the agreements. 

NA 

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

NA 

STANDARDS OF SATISFACTORY ACADEMIC PROGRESS 
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4.7 Who administers the standards of satisfac tory academic progress (SAP) for the campus and what are this 
individua l's qual ificat ions to administer SAP? 

The schoo l director administers the standards of satisfactory acade mic progress for the institutio n in 
collaboratio n with the faculty members and administrativ e officers. 

4.8 How does the campus dete rmine if a student is making sat isfactory progress according to the policy? 

The school 's SAP standards measure a student' s satisfactory academic progress at the end of each term. The 
school will provide an academic grade report to each student at the end of each term, which will include the 
student's grades earned in each course/subject attempted. The grade report will also provid e cumulative 
information for all credits attempted and completed and a cumulative grade point average at the end of each 
program. 

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

The instructor monitors their studen ts' satisfactory academic progress and ass ists those who are having 
difficulty in progres sing. 

4.8.2 Who monitors probat ion? 

The faculty member initiates placeme nt of a student on probat ion, provides recommendations to 
improve academic status, and monitor s the status of probation. A student who has an unsatisfactory or 
unsuccessfu l probation outcome will be re-evaluated by the school director. The schoo l director has the 
right to either dismiss, retain or reinstate the student based on the results of the students' probationary 
evaluation. 

4.8.3 How is attendance verified? 

Attendance is verified through attendance sheets submitted by instructors and recorded by the office 
staff electron ically . 

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

The instructor will submit the final grade via engrade and the off ice manager will use a program to 
calcu late the CGP A. Attendance and completed hours of the program are calc ulated through an excel 
sheet by the office manager. The final grades are verified for accuracy by the assigned instructor and 
school director. 

FI NANCIAL RELATIONS 

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

NA 

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 . 

All students sign an enrollme nt agreement, which states the cost for the school wide entrance exam, program 
application fee, program tuition fee, and other costs that may be incurred during the program length. 

4.1 1 What are the refund policies and procedures? 

The schoo l refund policy for students who have completed 60 percent or less of the course of instruction shall 
be a pro rata refund. After the end of the cancella tion period, the student has the right to termin ate his/her 
studies at the school at any time, and receive a refund for the part of the cow-se or progra m paid for and did not 
receive . Please refer to pages 44-45 in the school catalog. 
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4.12 What are the qualifications of the financial aid officer? 

The financial aid officer must have received training and a certificate issued by the department of education. 

4.12. 1 In what activities does the financial aid officer participate to keep up to date on changes in financial aid 
programs? 

The financial aid officer attends workshops and seminars offered by the Departmen t of Education. 
Also, training is provided to the financial aid officer via the web or in person by the 3rd party financial 
aid servicer. 

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

The students and/or parents meet with the financial aid counselor before and after the program begins. The 
student applicant is advised to visit the fafsa website to apply and to seek addit ional informat ion. 

4.13. l What is the cohort default rate for the last three years? 

Year: NA 

Year : NA 

Year: NA 

Rate: NA - We started offering federal financial aid in 2014 

Rate: NA 

Rate: NA 

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

NA 

STUDENT SERVI CES 

4.15 Describe how the campus provides orientation for new students. 

The administrative officers hold a day of orientation for all newly-admitted students. Academic counseling is 
done by the faculty as necessary to "at risk" students based on the academic progress and attendance status . A 
one-on-one conference is scheduled to assess the student's academic status, the nature of the problem, any plan 
of action and a follow-up of academic progress. Unsatisfactory academic progress of the student will result to a 
meeting with the program director for further evaluation. Students requesti ng profess ional counseling services 
will be referred to local counseling agencies around the bay area. 

4.16 Describe all academic and persona l counseling services offered . 

Academic counselors are available to meet by appointment at the school's premises. Students requesting 
professional counseling services will be referred to local counseling agencies around the bay area. A list is also 
posted on the bulletin board. 

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

Academic counselo rs qualify based on their extensive knowledge of the subject matter along with their 
experiential background as faculty members. 

4.17 Describe the retention program. 

The school assumes students are more likely to remain in the program with full support from the faculty and 
staff members through tutoring, one-on-one counseling, and addressing their special needs. In addition, the 
school promotes an environment conducive to studying and learning. 

4.18 Describe employme nt serv ices offered to students. 

Bay Area College of Nursing does not guarantee employment for its graduates. The Career Services 
Coordin ator assists students in their job searches after they have successfully comple ted their studies , offers 
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information on job opportun ities and temporary assignments, and provides guidance in resume preparat ion and 
interviewing techniques. The coordinator makes reasonable efforts to satisfy the wishes of a grad uate as to 
location and type of employment. The more flexible a graduate can be regarding initial employment, the easier 
it is for the school to assist in the placement process 

In addition to the career services available to students, career -planning concepts are also integrated into the 
curriculum in all programs . Students participate in specific sessions that cover interviewing techniq ues, 
networking, resume writing, and professional dress and conduct. While placement assistance will be provided, 
the school cannot promise or guarantee employment or a specific salary . 

4.18.1 Describe how placement verification is documente d. 

After completion of the program, graduates are required to complete a Graduate Record Survey, which 
updates their personal and work information. From there, our staff makes monthly follow-up calls and 
emails to receive updates from graduates. Online submission of information is access ible for the 
convenience of the graduates. 

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

After completion of the program, our staff makes monthly follow-up calls and emails to receive updates from 
graduates and their employers within six months after placement. Online submission of information is 
access ible for the convenience of the graduates. 

4.20 Describe the programs of extracurricular activities, if any. 

The school has developed and supported extracurric ular student activities that best meet the healthcare needs of 
the community. The school is in contact with other public agencies and organizations with the goal of 
promoting health assessme nt, preventive health measures, health educatio n via volunteering their services in the 
community. Students are also encouraged to j oin professional organizations and attend conferences. 

4.21 Describe any areas needing improvement in the area of relations with students. 

Easy access ibility between the students and management/director during the evenings for evening classes. We 
will continue to provide students with an open door policy as well as a conducive environme nt that stimulates 
learning. We will contimue the format ion of student committees represented by a class president. The class 
president is responsible for communicating concerns, suggestions, and soliciting feedback from his/her fellow 
classmates through student meetings or open forum discussio ns. The administrative staff and faculty members 
will remain available and accessible by email and by appointment for consultation or advice. 
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The major index of an institution's quality is the effec tiveness 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 produ ce 
measurable results. Another index of an institution's quality is the competence of its faculty. The effectiveness of any 
institution depends upon good teaching and upon the abili ty and commitment of its faculty. The selection, orientation, 
guidance, stimulation, and evaluat ion of the teaching staff are among the most significant respo nsibilitie s of the 
administration. The faculty should actively participate in developing the total educational program of the institution. A 
third index of institutional qua lity is the resources availab le to instructors and students. In responding to the questions 
below , please co nsult Sect ions 3-1-500 thro ugh 3- 1-544 of the Accreditation Criteria. 

Tea ching hours, assignme nts, and schedules will vary from fie ld to field and from institution to institutio n, but they 
should allow faculty time for adequate preparation and professional development. The institution sha ll devise a plan for 
the efficient use of faculty competence and time, which addresses student -teache r ratios, number of teacher 
preparat ions, and number of teaching hours. In responding to the quest ions below, please consu lt Sect ions 3-2-100, 3-3-
200, 3-4-200, 3-5-200, and 3-6-400 of the Accreditation Criteria. 

PRO GRAM PL ANN ING, D EVELOPMENT AND E VALUATION 

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

In accordance with our mission, the school has developed educational programs that promote nursing and allied 
health care programs . The guiding principle in developing Bay Area College ofNursing's mission was derived 
from addressing the demand for healthcare professio nals in the cou ntry and respo nding to the needs of the 
community through the production of quality and well -rounded graduates. 

5.1.1 List each program offered and state the occupational and general objectives of the program. Pro vide an 
overview of how these programs are delivered (i.e., lecture, laboratory, self-paced instruct ion, distance 
instruction). 

Anatomy and Physiology Course 

54 Clock Hours 

Certificate Program 

Course Objectives: 

Upon completion of this program, the student will be able to: 

Relate human body function and life process. 

Name the major human body syste m and their related funct ions. 

Name the major components of each system, 

Describe their anatomical locations and structur es and their physiological functio ns. 

Receive a Transc1ipt from Bay Area College of Nursin g 

We offer the course via traditional lectures and audio -visual learning materials. 

Nursing Assistant Tra ining Program 

150 Clock Hour s 
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Upon completion of this program, the student will be able to: 

Upon completion of the 150-hour course, the nurse assistant will be able to: 

Demonstrate appropriate and effect ive comm unicat ion skills. 

Assist with basic emergency procedures. 

Apply the basic principles of infect ion control. 

Demonstrate behavior which maintains client's /resident's rights. 

Demonstrat e behavior which promot es resident's independence and prevents abuse . 

Prepare for certification by the State of California as an entry -level worker on a healthcare team 
in a long-term facility. 

We offer the course program via traditional lectures, audio visual, practical training, skills lab, and 
clinical simulation. 

Home Health Aide Trainin g Program 

40 Clock Hour s 

Certificate Program 

Course Objective: 

Upon completion of the 40-hour course, the home health aide stude nt will be able to: 

Acquaint self with the practice of home health care while knowing his/her roles and 
responsibi lities. 

Examine physica l changes, developmental needs, and common disease proce sses found in the 
home health care client. 

Expand his/her knowledge about safety issues, environmen tal and personal care includin g 
awareness of client's personal preferences as it is del ivered in the home. 

Receive a Certificat ion of Complet ion. 

We offer the course program via traditional lectures, audio visual, practical training, skills lab, and 
cl inical simulation. 

Acute Care Nursing Assistant Training Program 

80 Clock Hours 

Certificate Program 

Course Objective: 

Upon satisfactory complet ion of the 80-hour course, the Acute Care CNA student will be able to: 

Provide safe , appropr iate, eff icient, and quality care in an acute hospital setting. 

Build upon and expand previou sly-learned CNA skills to enab le the nurse ass istants to function 
at a competent level in the acute care setting. 

Learn various disease processes one might encounter in the acute care setting. 
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Receive a Completion Certificate. 

We offer the course program via traditional lectures, audio visual, practical training, skills lab, and 
clinical simulation. 

Vocationa l Nursing Program 

1588.5 Clock Hours 

Certificate Program 

Course Objectives: 

By the end of Term I: Foundation s of Nursing 100 and Nurs ing Science 101, student s will: 

• Demonstrate knowledge of the orig ins of nursing and the role of the LYN. 

• Identify the role of the vocat ional nurse related to the legal/ethical rights of patients. 

• Demonstrate basic understanding and proficiency in the performance of basic nursing skills. 

• Demonstrate basic understanding of the nursing process and its relationship to effective client -
centered care. 

Recognize and demonstrate basic understand ing of different cultures and their implications for 
cl ient care. 

Demonstrate basic knowledge of disease prevention and the implications for nursing care. 

• Identify the 6 rights of medicatio n administratio n and explain the actions, possibl e side effects, 
adverse reactio ns, and nursing intervention s for each major drug classification s. 

By the end of Term IT: Nurs ing Science 102, students will: 

• Demonstrate increased knowled ge of the origins of nursing and the role of the VN. 

• Demonstrate increased knowledge about the role of the vocational nurse related to the 
legal/ethical rights of patients. 

• Demonstrate increased knowledge and proficiency in the application of intermediate level 
medical surgical nursing procedures. 

• Apply the nursing process and create comprehensive teaching plans while caring for assigned 
patients. 

• Demonstrate understanding of individua l client needs including socioeconomic, spiritua l, 
emotional , and cultura l diversity. 

• Demonstrate prevent ion and control of diseases by applying safe, aseptic techniques while 
caring for the assigned client. 

• Demonstrate knowled ge, skill, and accuracy in administer ing routine medications. 

By the end of Term Ill: Nursing Science 103, Maternity Nw-sing 100, Pediatric Nursing 100, students 
will : 

Demonstrate understanding of professional boundaries that must be maintained during the care for 
assigned clients. 

• Demonstrate advanced level of knowledge and proficiency in the application of advanced level 
medical surgical nursing procedures. 
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• Demons trate ability to expound and can-y out nursing care plans by coordinating with the 
healthcare team. 

Analyze the impact of increased understanding of cultura l sensitivity as it relates to healthcare. 

• Demonstrate understanding and control of high-risk infect ious diseases while caring for the 
assig ned client. 

Demonstrate critical thinkin g in the admini strat ion of pm medicat ions and withhold ing of 
routine medications.3 

We offe r the course program via trad itional lectures, audio visual, practica l train ing, skills lab , and 
clinical simulation. 

Massage Therapy Training Program 

600 Clock Hours 

Certificate Program 

Course Objective : 

Upon completion of the 600-hour course, the massage therapy student will be able to: 

• Exhibit an understanding of the principles of the theories of therapeut ic massage and 
demonstrate the proper techniques of massage manipulations. 

Exhibit an understanding of the princip les of the theory of hydrotherapy and use hydro therapy 
modalities. 

• Demons trate safety and health practices that are conduc ive to the hygiene of massage therapis t 
and the client/patient. 

Explain the use of allied modalities related to massage . 

• Demonstrate an understanding of human anatomy and physiology as related to the practice of 
massage. 

• Demonstrate knowledge of basic business practices and standards. 

• Must have high School diploma, GED, or successful completio n of an independently 
administered exam. 

We offer the course program via traditional lectures, audio visual, practical training, skills lab, and 
clinical simulation. 

Medical Assisting Trainin g Program 

Course Descr iption: 

Medical Assistants aid the physician and other medica l personnel as they examine and treat patients . 
Medica l Assista nts also perform office administrative tasks that keep a medical office or clinic running 
smoothly. Graduates are prepa red to work in physic ian' s offices, clinics, nursing homes and health care centers 
as a medical secretary, medical assistan ts, medical receptionist or medical office manage r. The program 
provides clinical instruct ion, class lectures and pract ical experience through an externs hip in medical facility. 
Clinical instruction teaches students to prepare patient s for examina tions, giving of injections , conduct 
electrocardiograms, process routine laboratory tasks. Instruction also covers office duties such as comp leting 
insw-ance forms, schedul ing appointments, billi ng, bookkeep ing and medical collections. 

5.2 Identify who is responsible for the following at the campus. Describe their academ ic and/or experiential 
qua lifications for this position: 
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5.2.1 Overall administration of all academic programs . 

Rachelle Cagampan, RN, B.S.N., M.P.A., M.S.N. Founder/ President / CEO/ Chief Academic Officer 
/ School Director 

Equipped with almost 20 years of nursing and management experience in a hospital, home health and 
primary care environme nt all over the Bay Area; a former Critical Care Nurse at Stanford University Medical 
Center Cardiova scular Surveillance Unit; Earned dual degrees - a Master of Public Administration degree 
(Major in Health Care Administration) and a Master of Science in Nursing (Major in Clinical Systems 
Management) from the Univers ity of San Francisco in 2003; Selected as an item writer for the National Counc il 
of State Boards of Nursing Licensure Examinations PN (NCLEX -PN); A regional testing coordinator and 
examiner for the National Nursing Assistant Training and Assessment Program (NNAAP) 

5.2.2 Administration of each academic program offered. 

Equipped with almost 20 years of nursing and management experience in a hospital, home health and 
primary care environme nt all over the Bay Area; a former Critical Care Nurse at Stanford University Medical 
Center Cardiova scular Surveillance Unit; Earned dual degrees - a Master of Public Administration degree 
(Major in Health Care Administration) and a Master of Science in Nursing (Major in Clinical Systems 
Management) from the University of San Francisco in 2003; Selected as an item writer for the National Council 
of State Boards of Nursing Licensure Examinat ions PN (NCLEX -PN); A regional testing coordinator and 
examiner for the National Nurs ing Assistant Training and Assessment Program (NNAAP) 

5.3 Describe the role of the faculty, administration, and others in establishing the educational programs. 

As licensed professionals with vast exper iences in different healthcare fields, the faculty members provide 
essential input into the selection of course content, review and evaluation of instructional support materials and 
educational program planning. With our quarterly meetings, we also discuss the needs of our students and how 
to improve the educational programs to meet the demands of becoming a nurse or a healthcare provider. 

Curricular development and instructional plan development are reviewed and evaluated annually and updated as 
necessary by the curriculum team. An annual performance evaluation of the faculty members by the program 
directo r takes place at the end of the year. 

Administrative officers and staff manage the operations of the school from admissions, record -keeping ensuring 
that the policies are followed accordingly. 

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

Bay Area College of Nursing is located in the Northern California Bay Area. The Bay Area, which includes the 
San Franci sco area, the Peninsula, and the East Bay areas, are accessible by publ ic and private transportation. 
The 280 and 101 freeways are connected to the main/major streets such as El Camino Real and Mission St. 

The Bay Area has a diverse population base with many new immigrants from around the world plus an 
increasing population from growing families already residing in the area. A compar ison between the 2000 
Census Demograp hic Profile with the 2008 American Commu nity Survey respect ively, shows a population 
growth in the Asian and Hispanic communit ies. Overall there is a population growth in the counties of Santa 
Clara, San Mateo , Alameda and the estimates continue to increase. Due to population expansion from multiple 
sources, the need for all types of healthcare providers is constantly increas ing. From the reports, the school 
believes that it can continue to serve the community and fulfill its mission by providing to the workforce 
qualified nurses. 
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The impact of this need for increased health care services and nurses has put a strain on the current health care 
facilities and nursing education programs . Many of the health care service providers are looking for 
community -based collaborators to create innovative ways to increase their provider numbers and to attract and 
retain new and current licensed nurses. 

5.5 How are provisions made for individual educational differences among students? 

Non-Discrimination Policy 

Bay Area College of Nursing is non-sectarian and does not discriminate with regard to race, creed, color, 
national origin, age, sex, disability or marital status in any of its academic program activities, employment 
practices, or admissions policies. 

This policy applies to hiring of all positions and admission of all students into all programs. Students with 
special needs such as physical or mental handicaps or learning disabilities are considered for admiss ion 
provided they meet the entrance requirements. The director is responsible for accepting students and 
determining whether applicants, including those with special needs, can benefit from the training. 

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

By attending conferences , forums, seminars, workshops and board meetings, we are able to enrich and improve 
our educationa l course programs. The school also promotes the use of resources by faculty, staff and students 
from the community in order advance their knowledge and skms. 

5.6.1 Describe how the utilization of these resources is documented. 

All community resources are documented on the calendar and also compiled in a folder. 

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

The ACADEMIC GOVERNANCE 

Bay Area College of Nursing encourages participation of faculty and students in the development of policy on academic 
matters. Each faculty member participat es with the Chief Academic Officer in the governance of that unit. Through 
efforts of collaboration and coordinatio n, the administrative officers & staff, the faculty, and the elected student 
representative share governance in the continuous improvement of the programs and academic life in general. Each 
plays a vital ro le in achieving the school's mission. The faculty member plays an integral part in the following: 

Educational Program Development 

Faculty involvement in the improvement of the programs is required as part of the academic program development 
which is discussed during quarterly faculty meetings and through ongoing consultat ion with the chief academic 
officer/school director , the director of educational services, the clinical coordinator, our active faculty members, current 
and past students, and the office manager. 

Selection of Course Material s 

The school director, the director of educational services, and faculty members are responsible for selecting the materials 
based on faculty recommendations and student feedback. 

Instructional Equipment and Other Educational Resources 

Faculty suggestions and recommendations on how to expand the instructional resources are discussed during the 
quarterly faculty meetings. The faculty member is responsible for continuously assessing the need for instructional 
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resources and services such as computer and printer access, multi-media courseware, technical equipment operations, 
general l ibrary reso urces, and electro nic databases. 

Curriculum Evaluation and Revision 

The input from the faculty, administrators and graduates is discussed durin g the quarterly and annual meetings and are 
utilized in evaluating and revising the curricula. Employer feedback of our previous graduates and licensure pass rates 
are also taken into consideration. 

Student Learning Outcome s 

The Faculty feedback is invaluable in the academ ic preparation of the students as well as the development of student 
learning outcomes. The faculty teaches the students how to analyze and evalua te clinical concepts and scenario s to 
improve their critical thinking and problem solving skills. In addition, the faculty and staff discuss how benefic ial 
technological tools/advances are for student learn ing. 

Institutional Effectivenes s Planning 

The CEP study group cons ists of the administrative and management office rs who are also senior faculty members. 
Active facul ty members also assist in the creat ion and assessment of the CEP. The president is responsible for CEP 
implementation through the supervision of and delegation of tasks to the administrative and management officers. 

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

Academic governance policy is given as part of the new hire employee packet. 

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

Yes. 

5.8.1 How are syllabi developed? 

The syllabus was developed according to the standards set by the state agenc ies approving the program. 
Revisions are submitted for review and approval by the agencies before implementation . 

5.8.2 How often are the syllabi revised? 

The curr icula, which include the syllabi , are reviewed annually and revised, as needed. 

5.8.3 Describe the process for revising syllab i. 

The faculty and director discuss any sugges ted revisions during the quarterly and annual meetings.A 
change will take effect once approved by the program director.New copies of current syllabi will be : 

distributed to faculty in print form; 

available in hard copy at the office 

upload ed in the schoo l's dropbox 

archived in the school director's office. 

5.8.4 How are out-of-c lass assignments, if appl icable, incorporated in the syllabi and how are they evaluated? 

The grading criteria is found in the syllabus. All homework /ass ignments have a specific percenta ge as 
part of the overall grade evaluared by the instructor. 
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5.9 Describe any internship/ex ternship programs, indicating nam e of program, procedure, and person(s) responsib le 
for the oversight of these act ivities. Have both the campus and the practic um site signed an agreement outlining 
the arrangeme nts of the internship/externship? Describe the contents of the agreement. 

Yes, the vocational nursing and health-related programs include clinical hours (externship) at different clinical 
faci lities in the Bay Area. Programs include Vocational Nursing, Med ical Assisting, Nursing Assistant, Home 
Health Aide , and Acut e Care CNA. Prior to the clinical rotation, facility approval forms and agreements are 
completed and signed by both the school and prospective clinical facilities. Facility approval forms are 
submitted for approval to the Board of Vocationa l Nursing and Psych iatric Technicians prior to student 
assignme nt or rotat ions at the clinical site. The program director in coordinat ion with the clinical coordinator, 
oversee the internship or externship part of the program. 

The school and the faci lity lay out the policie s and procedure s, including faculty and stude nt orientat ion and 
submis sion of medical requirements, in order to have a productive and enhanc ed clinical learning experience. 

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

School takes into account feedbacks and comments by the student s about the program and classes using the 
school evaluat ion forms . Faculty, administrators and graduates inpu t during the quarte rly and annual meetin gs 
and emp loyer feedback of our previous graduates are also utili zed in eva luating and revising the cur ricula. 

5.10.1 If adv isory board s are util ized , list board members and their qualification s. 

We will be inviting memb ers to the adviso ry board. Pro spectiv e members are per sons who hold key 
posit ions in the educat ion, business, and healthcare industr ies. We have 3 prospec ts at the moment (two 
practicing physicians and one business man). 

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

The length of each program was based on the minimum hours set by the California Board of Vocationa l 
Nursing and Psychiatric Technician, the CA Departmen t of Public Health and the BPPE. The hour s of the 
program were estab lished by the curriculum tea m and then subm itted to the board, BPPE or/and ACICS for 
approval. 

5.12 Do any program s include training by a third party? If so, please expla in. 

No. 

5.13 Is licensure or other cert ification required for persons employed in any program areas offered? 

Yes l:8J No D 
5.13. l If yes, list specific skills that students will need to acquire in order to be licen sed or certified and how 

the curric ulum provides for attainment of these skill s. 

In order to be eligible for licensure, students need to complete the required number of theory an clinical 
hours approved by the state agencies. A cert ificate of completion or diplom a will be award ed 
by the school to the graduating student which will allow him/her to take the licen sure exams. 
The board will then grant a license to the candidate who successfu lly passes the licensure 
exams. 
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5.13.2 Describe any applicabl e examinations and the pass rate on each of these exams . 

The students who complete the required hours with a passing grade in the program are eligible to take 
the National Council Licensure Examin ation - Practical Nurse. Thi s examinat ion is administered and 
the by California Board of Licensure. NCLEX-PN is required to practice as a Practical Nurse (LPN or 
LYN) . The schoo l 's vocational nursing pass rate for 2014 is 64% (Palo Alto = 75%; Daly City = 53%) 
based on the BVNPT NCLEX report. The results are within the compliance rates set by ACICS. 

5 .14 If applicable, share details on any program that requires specialized programmatic accreditation to obtain entry­
level employmen t or licensure by the state in which the campus is approved. (Include name of the program and 
name of the specialized agency.) 

NA 

5.14.1 Explain the current status in holding such accreditation. 

NA 

5.14.2 How have students been notified of this requirement and how it affects their employabi lity following 
program completio n? 

NA 

5.15 How are appropriate course sequencing and prerequisites determined? 

The appropr iate course sequencing is developed in collaborat ion with the faculty team member s and the 
curriculum team. 

5.15.l How is the curriculum structured to ensure an increasing level of difficulty as the student progresses? 

The curr iculum is des igned to go from simple to complex, wellness to illness and from an 
understan ding of basic principles to analysis, synthesis, application of data and priorit ization of patient 
care. 

5.16 How is the need for curriculum changes determi ned? 

The school determines the need for change in the curriculum based on several factors including, technological 
advances and breakthroug hs, feedbacks, and recommendations by faculty, graduates, and the board. 

5.16 .1 How are faculty member s involved in cuniculum evaluation and revisio n? 

Faculty members are involved in curriculum evaluat ion and revision through frequent communication 
with the director and other faculty members as well as during our quarterly and annual faculty 
meetings. 

5.16.2 How does the campus utilize follow -up stud ies of its graduates and employers to assist in curricu lum 
evaluation and revision? 

The school asks alumni to fill out a Graduate Satisfact ion and Graduat e Survey forms which help in 
evaluating the effective ness of the program. The school also seeks out the graduates ' employers for 
employe r verification and completion of employer satisfactio n surveys. 

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

None. 
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5.17 .1 What changes are contemplated for the next three years? 

The change that is being contemp lated is to offer general education subjects as pre-requisites for the 
vocational nursing program . 

5.18 How does the campus determine the appropriate allocation of contact time among lecture, laboratory, and 
intern/externship activities? 

The school determines the appropriate allocation of contact time among lecture, laboratory, and 
intern/externship activity based on the approved hours of the state and accredit ing bodies. The theory 
part of the program is taught in the traditional classroom setting in conjunction with the clinical 
practicum and with the utilization of the laboratory for honing their skills prior to going to their clinical 
rotations. 

5.18.1 How does the campus monitor the number of contact hours completed for each course? 

BACN monitors the number of contact hours completed for each course with the use of attendance 
sheets completed by instructors. Attendance results are then entered into the spreadsheet where the 
administra tion regularly monitors the number of absences incurred by the students. 

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 Criteria)? 

The school uses clock hours. 

5.19.1 Where are the procedures published? 

In the student catalog 

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

To accommoda te students' real life demands for schedule flexibility , the school offers course programs in the 
morning or evening, during the weekdays or weekends and/or combined. This caters to a variety of students 
employed or not employed . 

5.2 1 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. 

Transfer credit will only be granted for courses: 

Taken at an institution accredited by a regional or national accrediting body; 

Taken in the same field of study as that required at the time of enrollment, as reflected in the Bay Area 
College of Nursing Catalog in effect at the time of enrollment, and for no greater number of semester units than that 
required, 

Verified through an official transcript requested by and received by Bay Area College of Nursing 
directly from the institution at which the course was taken; 

If required, for which the student has produced course descriptions , course outlines, copies of 
assignments and tests, textbooks, university or college catalogs or any other documents, materials or things deemed 
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reasonably necessary by Bay Area College of Nursing in order to perform an evaluation of the equivalency of the course 
in question. 

Courses within a major and minor must have been completed within the previou s five (5) years. Credit 
will be given if the student scores 75% or better and demonstrates competencies of practical skills. 

Competency Based Credit 

Credit may also be extended to candidates that submit verification of work experience in any facility within the 
last 5 years. Written and/or performance assessment will be required. Credit or pa1tial credit will be granted if the 
candidate meets requirements equivalent to Bay Area College of Nursing course objectives. Credit may be determined 
by written or practical examination. 

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 . 

Faculties are encouraged to utilize the school computer to access printing of materials to as prepare 
examinations and supplementary classroom materials. Also, students and faculty members can access online 
materials by utilizing the Wifi wireless LAN. 

The use of equipment and other resources have enhanced the classroom instruction. For instance, the use of 
blood pressure apparatus helps the student apply their knowledge learned in theory. In addition, students also 
learn how to do bed making and hand washing, for instance, after watching a video of the said skills. 

The school has teaching supplies and materials for classroom use by the faculty. Faculty members also have 
access to ATT Academy, online publishers, online library, etc. where they can obtain materials that are related to 
their topics. They can also utilize ATI Academy to create quizzes/exams for students to access and take online. 

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

The school director and faculty members are responsible for selecting the materials based from faculty input 
and student feedback/progress. Curriculum is discussed during the faculty meeting and reviewed and updated 
annually. 

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

The materials, such as books, are provided to the student during the day of orientation on the first day of the 
program. Students have access to the skills lab room that is equipped with mannequins, lab supplies, hospital 
beds, and other clinical supplies for clinical practice. 

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

BACN currently holds an approval through Zones, Inc. (www.zones.com) for purchasing Microsoft, Window s, 
and Norton licenses for educational programs. All licenses are distributed and maintained by Zones, Inc. 

5.26 Who is responsible for faculty orientation? 

The school director , assisted by the director of educational services, clinical coordinator, and office manager, 
meets with all new faculty to acquaint them with the school's: 
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• faculty and staff payroll and benefits , and 

• faculty responsibilities and resources, as described in the Employee Guidelines 

5.26. l Describe the orientation of the faculty to the campus. 

The school director introduces the newly-hired faculty to the director of educational services and office 
manager for orientation. An orientation checklist is provided as a guide for the new hire, e.g. 
orientation to facility, curriculum, and roles and expectations, etc. 

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

The qualifications of a faculty to teach a particular course are determined based on their teaching and work 
experience and their educational attainment 

5.27 .1 Describe qualification s of non-degreed teachers for the subjects they teach. 

NA 

5.27.2 How are the qualifications documented ? 

Qualification s of each of the instructors are documented by keeping a transcript of records, diploma and 
a resume, applicable licenses and copies of continuing education certificates. 

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

All instructors are required to submit transcripts prior to employment. Any instructors with foreign degrees 
must request for the official transcr ipt to be sent to our school directly, and have transcripts be 
evaluated by an NACES-member through course-by-course analysis. 

5.28. l 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 instability, institution closing, etc.). 

All instructors are required to sign an official transcript request authorization form, which gives BACN 
authority to request for transcripts on the instructor's behalf. With this authorization, we contact 
schools directly and expedite the process. 

5.29 In what ways does the campus evaluate instruction? 

The school director annually reviews and evaluates each faculty member in the classroom or at the clinical site 
using the faculty evaluation form. The director discusses the written observation report subsequent to 
the classroom visit. During the annual evaluation, the director and faculty member will address the 
recommendations made in the classroom observation rep01t and plan any action to improve or enhance 
their teaching skills and strategies. The school director also periodically visits classrooms informally 
dur ing the course of the year to monitor new faculty, to monitor the use of new materials , and/or to visit 
faculty who request an informal observation. 

The school also administers in-class student surveys that evaluate instruction. The Student Evaluation of 
Faculty evaluates individual faculty in specific courses. 

5 .29 .1 What systematic processes are in place to enhance and promote teaching effectiveness? 

The school promotes better teaching through attendance of faculty workshops, in-service trainings, 
continuing education, seminars, and other activities that would foster professional growth. Faculty 
members are also encouraged to observe other instructors, at their own convenience. 
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5.30 What is the system in place to ensure that annual faculty deve lopment plans are on file for each member of the 
faculty and signed by the faculty member and his/her supervisor? 

Faculty member,s along with the director, develop the planning portion of the report, including identificatio n of 
goals and objectives, immediately after the 1st 90 days of employment and for follow-up by the end of 
the year. It is then filed in the each faculty's folder. 

5.30. l How are the activitie s on the plan determined? How does the campus ensure that the plans are 
individualized for each faculty member? 

Most plans are geared toward s developing their weaknesses and enhancing their strengths in teaching 
and thei1· expertise. Recommenda tions are also made by the director based on the results of the 
evaluation of the faculty member. 

5.30.2 How is the plan implemented? 

The plan is implemented through enrolling or registering in online classes, workshops, seminar s, CE 
classes, in-service training and other professional growth activities and opportunities. This may be 
accompl ished through the school's educational vendors or through the faculty members other resources 
such as any educatio nal offerings at his/her place of employment. 

5.30 .3 How often is the plan reviewed? 

The school director and faculty member formulate a Faculty Development Plan together after 
completion of the 90-day probatio n and annually thereafter. 

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

The school director meets with the faculty to discuss and set goals and object ives as part of the Faculty 
Development Plan. Documentation that the faculty member has met the plan goals and objec tives then 
becomes the basis for the summary evaluation at the end of the year . 

5.3 1.1 How are the activities documented by the campus? 

The school maintains a file of faculty members' deve lopment evaluation materials. Documenta tions 
include, but are not limited to the following : 

o school transcripts 

o state license copies 

o course or workshop completion certificates 

o in-house service training attendance records 

5.32 Describe the program of in-service trainin g for the improveme nt of instruction and curric ulum. 

The schoo l has agreements with a third-party vendor, ATI Academy, to provide the necessary in-service 
training for the improveme nt of instruction of our faculty and staff. The trainin g is scheduled bi­
annually and as needed per recommendations. 

5.32.1 List the schedu le for the next 12 months. 

The following are in the school's educational attendance agenda for the management, faculty and staff: 

2015- 2016 board meetings offered by BVNPT 

2015-2016 BPPE Workshops 

2015-2016 ACICS workshops and webinars 

2015-2016 Global Financ ial Aid Services workshops and training 
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5.33 Describe how the administration documents professional growth for full- and part-time faculty members. 

The school director documents professional growth for all faculty members through the scheduled 90-day post­
probation and annual faculty development planning evaluat ion process . Dming faculty development 
conferences with the school director, faculty members are asked to list and document professional growth 
activities such as the following: 

• Continuing Education, 

• Membership and Participation in Professional Organizations, 

• Attending in-serv ice professional development workshops, external workshops, seminars, and 
conferences, etc. 

In particular, the school director encourages faculty to relate professional development goals to the 
recommendat ions made as a result of the formal classroom teaching observat ion. 

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

Frequency: Faculty meetings occur quarterly or as necessary. The school schedules faculty meetings according 
to the availability of the faculty members for increased attendance. Quarterly meeting dates are set during the 
previous meeting and an email reminder sent a week or two in advance. The meeting reminder notice may 
include an agenda of the meeting. 

Content: The school sets the content of the meeting and encourages faculty to come up with topics or concerns 
they wish to raise or discuss during the scheduled faculty meeting. A typical meeting agenda format includes 
updates on the curriculum, proposed actions to improve the programs, accreditation process and status, intra­
and extracurricular activities, enforcement of policies and implementation of proper procedures, upcoming class 
and enrollment status, progress status of covered items during the previous meeting, etc. 

Documentation: The office manager circulates a sign-in sheet to document faculty and staff attendance and 
drafts minutes of the meeting. Meeting minutes are circulated to each faculty and staff meeting for his or her 
review and information. The office manager maintains files of faculty meeting minutes and attendance records. 

5.35 Describe the plans for ongoing improvement in curriculum and faculty. 

The school will maintain high expectations from the faculty by continuously asking the faculty members to 
receive training on test development and instructional techniques. The school will also provide continuing 
education for faculty members on test development and analysis skills. 

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? 

Normal teaching loads vary and rarely exceed 30 clock hours per week. Teachers are assigned two different 
field preparations on average. They are allowed a maximum of five different subject preparations per 
term. 

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

The overall student-teacher ratio was 88: 17. 

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

5.38 Describe how the general education courses offered by the campus contribute to the developmen t of the student. 

NA 

5.38. l Cite examples: 

NA 
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OCCUPATIONAL ASSOCIATE'S, ACA DEMIC ASSOCIATE'S, BACHELOR 'S, AND MASTER'S DEGREE 
INST ITUTIONS 

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

NA 

5.39.1 What percentage of the faculty is part -time? 

NA 

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

NA 

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 maste r's degree 
programs are taught by faculty members possessing advanced degrees as required in the Accreditation Criteria? 

NA 

5.40.1 Describe the efforts to recruit and retain qualified faculty members. 

NA 

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 preparation and related experience? 

NA 

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

NA 

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. 

NA 

MASTER'S AND DOCTORAL DEGREE INSTITUTIONS 

5.43 Desc1ibe the overs ight committee who has the respons ibility for developing, modifying, and maintaining each 
graduate program. 

NA 

5.43.1 How often does the committee meet? 

NA 

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

NA 
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5.44 What evidence is available to demonstrate that the members of the faculty are experts in their field of study in 
which they are assigned to teach? 

NA 

5.45 Describe how the campus encourages its faculty to engage in practical or scholarly research and to publish in 
professional journals. 

NA 

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). 

NA 
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Each institution must provide an environment that is conducive 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 cuITiculum, faculty, and students. In responding to the questions below, please consult 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. 

The Bay Area College of Nursing facility accommodates the educational needs of an urban commuter 
populat ion provided with maximum alternative scheduling oppott unities both day and evening in a 
readily accessible building in the Palo Alto, Daly City and San Jose area. Students will be able to 
access the building by taking public transportation or by driving their private vehicles. 

Palo Alto Main Campus 

824 San Antonio Rd. Palo Alto, CA 94303 

The main Bay Area College of Nursing campus is located at 824 San Antonio Rd. Palo Alto, CA 94303. The 
campus is located one block west of the 101 freeway on the first floor of the building. The area of the 
college is approximately 4,000 sq. ft. with a front entrance and back entrance. This space is div ided into 
a reception area, administrative offices, one nursing skills lab, a library/ computer lab. Restrooms are 
available. The computer lab contains individual laptop stations. Student and faculty lounge areas are 
available for relaxation purposes in the receiving area. The facil ities have adequate lighting, are air­
conditioned and wheelchair accessible. Free ample student parking (including handicapped) is available 
in the back and side of the building. Students receive instruction on college owned equipment, hardware 
and software . Our skills lab is equipped with hosp ital beds, mannequins and the latest in school 
technology. No additional fees to use this equipment. The facility and equipment used fully comply 
with all federal, state and local ordinances and regulations, including requirements for fire safety, 
building safety, handicapped access and health. 

San Jose Satellite 

702 E. Santa Clara St. San Jose, CA 95112 

Satellite campus is located at 702 E. Santa Clara St. San Jose, CA 951 12. It is located on the first and second 
floors. The area of the school is approximately 4,000 sq. ft. with a front, side and back entrance. This 
space is divided into a reception area, 2 classrooms, a skills lab, a library with a computer lab. 
Restrooms are available. Instruction is provided in one or more primary classroo ms. A student/faculty 
lounge is available for relaxation purposes. The facilities have adequate lighting , are air-conditioned 
and the second floor is wheelchair accessible. Free ample student parking (including handicapped) is 
available on the street and behind the building. Students receive instruction on college owned 
equipment, hardware and software. There are no additional fees to use this equipment. The facility and 
equipment used fully comply with all federal, state and local ordina nces and regulations, including 
requirements for fire safety, build ing safety, handicapped access and health. 

Daly City Satell ite 

6767 Mission St., Daly City CA 94014 

A Satellite campus is located at 6767 Mission St., Daly City CA 94014. The campus is located six (6) blocks 
east of the 280 freeway on the 1st and 3rd floor of the building. The area of the college is 
approximate ly 2,000 sq. ft. with a side entrance. This space is divided into a reception area and 
conference room, 3 classrooms, 1 skills lab, and 1 computer lab/library. Restrooms are available. 
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Instruction is provided in one or more primary classrooms. The facilities have adequate lighting and 
are air-conditioned. Free ample student parking is available on the street and at a public parking lot 
approximately two and a half (2 ½) blocks away. Students receive instruction on college owned 
equipment , hardware and software. There are no additional fees to use this equipment. The facility and 
equipment used fully comply with all federal, state and local ordina nces and regulations, including 
requirements for fire safety, building safety, and health. 

6.1. l Describe how the facility in compliance with all applicable federal, state, and local codes for occupancy 
and safety? 

Code Compliance: The Bay Area College of Nursing complies with all applicable federal, state, and 
municipal codes. Compliance documentation on file in the office includes: 

• the Certificate of Occupancy and 

• the Fire Department Certificate 

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

Yes C2] No D 
6.2. l If yes, describe these locations. 

San Jose Campus Addition 

702 E. Santa Clara St. San Jose, CA 95112 

Satellite campus is located at 702 E. Santa Clara St. San Jose, CA 95112. It is located on the first and 
second floors. The area of the school is approximate ly 4,000 sq. ft. with a front, side and back entrance. 
This space is divided into a reception area, 2 classrooms, a skills lab, a library with a computer lab. 
Restrooms are available. Instruction is provided in one or more primary classrooms. A student/faculty 
lounge is available for relaxation purposes . The facilities have adequate lighting, are air-condit ioned and 
the second floor is wheelchair accessible. Free ample student parking (including handicapped) is available 
on the street and behind the building. Students receive instruction on college owned equipment, hardware 
and software. There are no additional fees to use this equipment. The facility and equipment used fully 
comply with all federal, state and local ordinances and regulations, including requirements for fire safety, 
building safety, handicapped access and health. 

Daly City Campus Addition 

6767 Mission St., Daly City CA 94014 

A Satellite campus is located at 6767 Mission St., Daly City CA 94014. The campus is located six (6) 
blocks east of the 280 freeway on the 1st and 3rd floor of the building. The area of the college is 
approximately 2,000 sq. ft. with a side entrance. This space is divided into a reception area and conference 
room, 3 classrooms, 1 skills lab, and l computer lab/library. Restrooms are available. Instruction is 
provided in one or more primary classrooms. The facilities have adequate lighting and are air-conditioned. 
Free ample student parking is available on the street and at a public parking lot approximately two and a 
half (2 ½) blocks away. Students receive instruction on college owned equipment, hardware and software. 
There are no additiona l fees to use this equipment. The facility and equipment used fully comply with all 
federal, state and local ordinances and regulations, including requirements for fire safety, building safety, 
and health. 

6.3 Describe any plans to improve the physical plant and equipment. 

We have plans on relocat ing the Daly City school to a location with more parking spaces in 20 16 and also plan 
on improving the layout of our main campus in Palo Alto. 
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It is important that an institution recognize the value of "truth in advertising" when promoting its operations. 
Publications must be prepared and presented in a professional manner to reflect favorably upon the institution. 
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 .1 Describe how the catalog reflects the educat ional programs, operations, and services. 

Through the school catalog, the school provides students with accurate and comprehensive information about 
programs, operations, and services, in compliance with BVNPT and BPPE guidelines. The catalog 
reflects all of the following: Mission and Objectives, Facilit ies, Admission Policies, Academic Policies, 
Student Activ ities and Services, General Terms and Condit ions, Schedule of Charges, Cancelation and 
Refund Policy, as well as, Clinical and Nursing Facilities. 

7.1.1 How often is the catalog published? 

The school republishes the Catalog each year and updated as needed. 

7 .2 How does the campus ensure that all enrolled students receive a copy of the campus catalog? 

Bay Area College of Nursing staffs are trained to make sure that every applicant receives a copy of the school 
catalog. Each enrollee receives a copy by email and acknowledges by signing on an acknowledgment 
sheet/enrollment agreement. 

7 .2.1 What other publications are provided to enrolled students? 

The school also provides enrolled students with frequent notices. These frequent notices are designed 
to help the students acclimate and help access recreationa l, and health resources on a limited budget. 
Such publications include but are not limited to: 

notices about volunteering around the area; 

• notices about health services (flu vaccination, X-ray if needed, etc) 

Some employment notices are also provided to the students by the school from employers seeking 
prospect ive employees around the area, but recruitment is not the school's practice. 

7 .3 Describe the advertising and promotional literature. 

The school promotional piece used are flyers, the school catalog and by word of mouth. Periodically, the 
school also advertises in selected local newspapers, social networking sites, and through its home web page. 
All advertis ing emphas izes the school's educational aspects. 

7.4 Describe any plans for changes in publicatio ns. 

There are no immediate plans for changes in publication. 

7 .5 If applicab le, describe how the courses are numbered and identified in the catalog to indicate that advance work 
is offered and based upon the appropriate prerequisites. 
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Courses are identified by a course code (for example, NUR 101 for nursing science 101, PSY 100 for 
Psychology 100). In the vocational nursing program the last digit of the first three digit s indicate entry 
level or advance course. 

7 .5 .1 How does the catalog explain the course numbering system? 

The course number is identified by a corresponding subject or course title. 

7.6 If applicab le, describe how and where the catalog identifies the general education courses required in a 
program. 

NA 

7.7 Describe the publ ished performance information concern ing student achievement. 

The campus' published performance is within the comp liance rates as per ACICS standards /guidelines . 

7. 7 .1 Where is the campus performance achievement information published? 

The performance fact sheet can be accessed on the school's website and hard copies are available with 
the enrollment agreeme nt. 
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8. LIBRARY, INSTRUCTIONAL RESOURCES, AND MATERIALS 
The instructional resources, audiovisual teaching equipment, and instruc tional materials shall be adequate to serve the 
needs of the institution' s educational program. The effectiveness of the library or learn ing resource center is of the 
utmost importance for institution s. Its collectio ns should be appro priate and adequate to support the educatio nal 
programs. They should be used by both student s and faculty. The library or learning resource center should be 
organized with the educational needs of the particular institution in mind. The acquisition of mate1ials should reflect the 
chang ing and developing trends of the business and technical world. In respondin g to the que stions 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. 

The resources directly support the certificate or non-degree health-rela ted programs offered by the school. 
These may be utili zed as instructional tools for knowled ge and skill development. 

8.1.1 Desc1ibe any contracts or agreements wit h outside libraries or resource centers. 

The Bay Area College of Nursing Library includes the following: 

Journals 

Review materials for NCLEX 

Online reference material s for student and faculty use : EBSCO 

8.2 Bri efly de scr ibe the physical and/or online holding s of the camp us. (For on line holdings, list the full-text 
databases in which the library maintains active subscriptions.) 

Students may access the onl ine resources through EBSCO and A TI at any networked comp uter in the schoo l or 
on a personal computer from hom e. They can search and access several on -line electronic research databas es . 
They may also dow nload and print articles and other on-line informatio n through school netwo rked computers 
and printers, e-mail the information to home or other computers, and/o r save downloaded material to disk. 

Online Resources: 

American Journal of Resp iratory and Critica l Care Med icine 

• Annal s of Internal Medicine 

Archives of Internal Medicine 

• 2-1-1 Information & Referral Search 

• Bay Area College of Nursing - http://bayareacollege.net/resources/ 

• Brea st Cancer Resource Guide - Northern CA Cancer Center 

• CalQualityCare - guide to long term care in California 

• CancerCare Workshop s (Free!) - lead ing experts in onco logy provide up-to-date informat ion in one­
hour workshops over the telephone or online. 

• Centers for Disease Control and Prevention - part of the Department of Health and Human Services 

• Crit ical Care Nurse (CCN) 

• Dir ectory of Open Access Journal s 
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• Drug Information Portal - Information available for 24,881 drugs 

• EBSCO host 

• EBSCO host Electronic Journals Serv ice (EJS) 

• e-Medicine - Medscape Reference 

• Get Healthy - San Mateo County Task Force 

• Gilb ert Guide - assisted and independent living opt ions for every lifestyle 

• Health Hotl ines - a service of the National Library of Medicine (NLM) 

• Healt hy Communities (San Mateo Count y) 

• High Wire Press - Stanford University 

• Infection Control and Hospital Epidemiology 

• Influ enza Information - EBSCO Publi shing; Evidence -based Information Portal 

• Journal of the American Med ical Association 

Journal of Bone and Joint Surgery-American 

• Journal of Bone and Joint Surgery - Briti sh Volume 

• MD Consult - In-depth and quick-reference medical content 

• MEDLINEPlus 

• National Guide Clearinghouse - public reso urce for evidence -based clin ical practical guidelines 

Rittenhouse Digital Library - distributing the leading scientific, technical, and medical publishers 

• Trip Database - clin ical search tool designed to allow health professionals to rapidly ident ify the highest 
quality clinical evidence for clinical practice 

• US National Library of Medicine (NLM) - Databases, Researc h, and more 

• US National Library of Medicine (NLM) - mobile apps & sites 

• Stanford Health Library - http://healt hlib rary.sta nford.ed u 

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

The quantity and quality of instructional resources are suffic ient and approp riate for the programs offered and 
for the size of enrollme nt. The resources directly support the certificate or non -degree health-related programs 
offered by the school. These may be utilized as instruct ional too ls for knowledge and skill developme nt. 

8.4 Explain how reference material s and periodicals are organized for easy usage and pre servation. 

o EBSCO reference materials and periodical s may be found by enter ing the nam e on the search box. 

o Mate rials are arranged alphabetically by course. 

o Journal s are arranged from most recent (by dates) 

8.5 Who is respon sible for developing and mainta ining an up-to-date inventory of instructional resou rces? 

The director of educational services notifies and updates the faculty member s on new recommendation s from 
the vendors or publishers and purchased instructional resources during the qua1t erly meetings , if there are any. 
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The office manager retains a list of instructional resources as part of the inventory list and provides the list and 
the resources to the faculty upon request. 

8.6 What is the budget for instructional resources (excluding person nel allocations)? 

Approximat ely $7,000 - $10,000 

8.6.1 How is the budget determined? 

There is an annual budget for acquisition of instructional resources. The school director recommends 
specific acquis itions in consultation with faculty and the publishers and third-party vendors . The budget 
is determjned from the revenue received from the students enrolled in the vocat iona l nursing program in 
the past year. 

8.7 Describe the assessment strategy for library resources and informat ion services. 

The school gathers input from the students and every end of the program and discussed the outcome during the 
faculty annua l meeting. 

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

The students and faculty are oriented on how to fully utilize the library and the faculty encourages the use for 
their homework and seatwork. 

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

Since we rely mainly on EBSCO and other online instructional resources, we have a room where the students 
and faculty can access materia ls online. Laptops/computers are available and may be borrowed for their use. 

8.10 Desc1ibe any plans for improving instructio nal reso urces . 

We will continue to solicit suggestions and recommendations from the faculty on how to expand the 
instructional resources. Recommendatio ns are regularly brought up during the quarterly faculty meeting . We 
will continue to consult and accommodate vendors to introduce their new products and services to us and will 
deliberate the need for those product s dming the quarterly faculty meet ings . 

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

8.11 Who is responsible for assisting stude nts and faculty in the use of the library during posted library hours? If the 
individual is professionally trained, desc1ibe these qualifications. 

NA 

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

NA 

8.12 Explain how the instructional resources serve the needs of the educational programs. 

NA 

8.12.1 How does the campus determ ine which reference works are acquired? 

NA 

8.13 What percentage of total tuition revenue is spent for library acquisitions? 

NA 
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8.14 Durin g the past three years, have budget allocations for library acqu isitions been increased, decreased, or 
maintained at previous level s? 

NA 

8.14 .1 Explain. 

NA 

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

NA 

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

NA 

8.17 Describe the physical and online library resources, includin g informat ion about the 

8.17. l Tot al number of physica l volumes 

NA 

8.17 .2 Tot al number of on line collect ions availab le 

NA 

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

NA 

8.17.4 Number of titles and/or online collections related to general educat ion courses taught 

NA 

8.17 .5 Number of program-re lated period icals to which the institution curre nt! y subscribes 

NA 

8.17 .6 Number of other periodica ls available 

NA 

8.18 Describe the librar y's procedures regarding student borrowin g and return of materia ls. 

NA 

8.19 Describe how onl ine resource s, if any, are made ava ilable to student s. 

NA 

8.20 Describe how the campus monitor s studen t usage of the library and instructional reso urces? 

NA 

8.2 1 What evidence shows that the institution, in maintaining and impro ving the quality of its library holdin gs, 
seriously co nsiders recommendations of: 

a. faculty 

NA 

b. appropriate national professiona l organizations and societies, and 

NA 
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c. a nationaJly recognized list (or lists) of online collections , books, and periodi cals? 

NA 

8.22 Describe any plans for improving the library. 

NA 

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

8.23 How does the professionally trained individual maintain his/her professional awareness? 

NA 

8.24 How many hours a week does the professionaJiy trained individual personally supervise the library? 

NA 

8.25 Describe the information technology avai lable in the library. List web-based research and information literacy 
resources currently used by stude nts and faculty. 

NA 

8.26 What system is used to catalog library titles? 

NA 

8.27 Describe how library resources are made available to students. (List the hours during which the library is open.) 

NA 

8.28 Describe the interlibrary loan or other outside resource agreements , if applicable . 

NA 

8.29 What evidence indicates that the library collectio n (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? 

NA 

FOR MASTER'S AND DOCTORAL DEGREE INSTITUTIONS 

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

NA 

8.31 Describe the library resources the camp us provides to support a bette r understanding of scholarly research at the 
graduate level. 

NA 
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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 questions below . In respon ding to the following questions, please consult 
Appendix H, Principles and Guideline s for Nontraditional Education of the Accreditation Criteria. 

INSTITUTIONAL READINESS 

9.1 List the course(s)/program(s) approved by ACICS for delivery through distance education and/or self-paced. 

NA 

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

NA 

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

NA 

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

NA 

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

NA 

9.3 Describe how the Campu s Effective ness Plan incorporates distance educat ion as a mode of delivery 

NA 

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

NA 

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

NA 

9.4.1 What are this individual's qualifications? 

NA 

9.4.2 Who is responsible for course/program evaluation for nontraditional education mode of delivery? 

NA 
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ADMISSIONS REQUIREMENTS AND ENROLLMENT 

9.5 What are the admission requirements for students taking distance education coursework? (If there are any 
differences from the residentia l admissions policy, explain.) 

NA 

9.6 How does the campus make it clear in writ ing at the time of enrollment: 

9.6.1 How the student' s identity will be verified throughout the course and program? 

NA 

9.6.2 How the student's privacy will be protected in the identity verification process? 

NA 

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

NA 

CURRICULUM CONTE NT AND INSTRUCTIO N AND DELIVERY 

9.9 Describe how interaction between faculty and students takes place. 

NA 

9.10 Describe how interaction among students takes place. 

NA 

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

NA 

9.11.1 Describe how this ratio is appropriate and provides sufficient interaction between the faculty and the 
students and among students. 

NA 

FAC ULTY 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. 

NA 

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

NA 

9.14 Identify the platform used to deliver instruction. 

NA 

RESOURC ES AND EQUIPMENT 

9.15 What is the budget allocated to distance education delivery? 

NA 

9.16 Describe the instruct ional resources, equipment, and library resources available to students on-line and 
residentially. 

NA 

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 



STUDENTS AND STUDENT SERVICES 

AC ICS App lication for Accreditatio n - Se lf-Study Na rrative 
Page 54 of 54 

Revised: May 1, 2013 

9.17 Describe the student services available to students taking coursework on-line. 

NA 

STUDENT EVALUATION AND PROGRAM ASSESSMENT 

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

NA 

9.20 How is retention monitored? 

NA 

9.2 1 Describe the placement services that are avai lable. 

NA 

9.22 Describe how student, faculty, and employer satisfact ion are identified. 

NA 

9.23 . How does the institution measure core compete ncies for programs and objectives for courses offered in a 
distance educat ion env ironment? 

NA 

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

NA 

PUBLICATIONS 

9.25 Do the statements in the catalog, Web site, and, when appropriate, in advertising and promotional materials 
meet requirement s for institutions offering coursework through distance education? 

NA 

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 assoc iated with nontraditional educat ion. 

NA 
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Mar ch 2, 2016 
Evaluation Team Report - RENEW AL OF ACCREDITATION VISIT REPORT 

ID for Campu s Visited: 000 73857 
Main Campus ID: 0007 3857 

Staff Con tact: Mr. Cha d Hartman - Phon e: (202) 336-684 1 
Application ID: 66494 

VISIT RESPONSE DUE DATE : March 12, 2016 

Ms. Rachelle Cara s Cagampan 
CEO , Pres ident, Dir ecto r of Nur sing, Chief Academic Offi cer 
Bay Area College of Nur sing 
824 San Antonio Rd. 
Palo Alto, CA 94303 
bacnpaloalto @bayareacolle ge .edu 

Dear Ms. Cagampan: 

A copy of the report prepared by the Coun cil's eva lu ation team that recently visited your institution is attac hed. 
The Council invit es you to respond to thi s report in two ways before it takes f01mal action on your institution 's 
app lication for accredi tation. 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. Seco nd , plea se submi t your respon se to the findin gs in the repo rt via you r onlin e app licat ion. The 
Council offers the instituti on ten days to formally respond to the report; therefo re, your respon se sho uld be 
uploaded by the date indic ated above. 

We look forward to rece iving your response . You will be notified in wr iting of the Council 's decision 
following its nex t meeting . 

Visit Response 
Yo ur respon se should pertain to the findin gs notated in the report or letter. The followi ng informatio n 
provides sugges tion s for deve lop ing you r respo nse. Plea se includ e info rmation on any signifi cant chan ges 
that have taken place at the insti tuti on since the site visit. 

Web-Based Submission of Campus Response 
AC ICS has imp leme nted a web-based subm iss ion proce ss for all visi t respon ses. Th e response to each 

findin g mu st be upl oaded und er the app licatio n ID numb er associated with the vis it (this is noted on the 

cove r page of the team repo rt). Ea ch findin g mu st includ e a narrati ve and supportin g docum entatio n (if 

app licable) . If supportin g do cumentation cove rs more than one finding , the campu s is requir ed to dupli ca te 

the do cum entation and uplo ad it in each findin g. Submi ssion of a current catalo g need onl y be uploaded 

once and only if refe renced in the respon se. If you have any que stions, pl ease send you r inquiry to Ian 
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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 Document s" and upload each 
respon se document as desclibed below. (Please see the attached "Preparing the Institutional 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 'Docum ent Type.' 

Example : the docume nt type submitted to satisfy respo nse: 
Finding 1 Narrative task must be labeled Narrative 1. 

If a camp us needs to submit multipl e 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 combined document exceeds this limit , then the campus may separate the document and upload 
each of these documents separat ely 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 respon se requirement. 

Narrative 1 
Supportin g 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, 

Linda J. Lundb erg 
Accreditation Content Editor 
Accredita tion and Institution al Development 

Enclosures 
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Ms. Rachelle Caras Cagam pan, CEO, President, Dir ector of Nursing, Chief Academic Officer 
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Ms. Kim Peck 

Ms. Rogena Kyles 
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Chair 
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DALY CITY LOCATION 
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San Antonio, TX 
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CREDENTIAL 
EARNED (As 
defined by the 
institution) 
Cert ificate 

Certifi cate 

Certificate 

Certificate 

Certificate 

Certificate 

Certificate 

ACICS 

PROGRAMS OFFERE D BY 
BAY AREA COLLEGE OF NURSING 

PALO ALTO , CALIF ORNIA 

!Enroll : 
APPROVED Full-
PROGRAM Clock time 

CREDENTIAL TITLE Hrs. 
Certificate Vocational 1588.5 4 1 

N ursing 
Certificate M assage 600 ** 0 

Therapy 
Certificate Medical 600** 0 

Assistant 
Certificate Acute Care 80** 0 

CNA 
Certifi cate Anatomy and 54 ** 0 

Physiology 
Certificate Home Health 40** 0 

Aide Training 
Pro gram 

Certifi cate Nursing 150** 0 
Ass istant 
Pro gram 

TOTAL ENROLLMEN T 41 

CAR 
Retention & Placeme nt (%) 

2015 2014 

Ret. Pia. Ret. Pia. 
94 73 97 65 

0 0 50 100 

NIA NIA NIA NIA 

NIA NIA NIA NIA 

NIA NIA NIA NIA 

NIA NIA NIA NIA 

NIA NIA NIA NIA 

Notes: Typed in bold are any retention rates below 65 percent (program s> 1 year in length) or 70 percent 
(programs :S 1 year in length) and any placement rates below 70 percent. 

** Program(s) with no enrollment 
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INTRODUCTION 
ay Area College of Nursing, Inc. (BACN), formerly Palo Alto Center for Healthcare Education Inc., was 

founded in 2004 by Rachelle Cagampan, RN, BSN, MPA, MSN, and opened its doors to fill the increasing 
, eed for skilled health professionals, particularly nurses, in the United States. BACN responded to the 
clemand by educating healthcare professionals offering vocational nursing, anatomy and physiology, acute 
certified nursing assistant, nursing assistant, medical assisting, and massage therapy course rograms in the 

an Francisco Bay Area with locations in Palo Alto, Daly CitY. and San Jose. 

he institution is comprised of 86 ercent female students, with the majority of students who enrolled in the 
1 rogram in the 25-29 a e g)3lli . 

Bay Area College of Nursing is provisionally approved to offer vocational nursing by the Board of Vocational 
Nursing and Psychiatric Technicians (BVNPT) in Palo Alto and is awaiting response from the BVNPT for 
renewal for Daly City. The institution has two satellite locations: one in San Jose and one in Daly City. The 

an Jose location current ly does not have students enrolled and the campus is currently not accepting 
pplications for enrollment at that location. The Daly City location currently has 10 students attending the 
ocation for instructional ur oses. These students are su orted administratively by the Palo Alto cam us. 
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REPORT QUESTIONS 
1. MISSION 

1.01 Give the page number in the campus cata log on which the mission statement can be found. 
The institution's mission is located on Rages four and five of the January 1 to December 31, 2016, 
catalog revised February 18, 2016. 

1.02 Does the campus have an appropriate mission statement with a set of supporting objectives? 
□ Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-100): The institution does not meet the supporting objectives of the mission. Numeral four 
of the institution's mission objectives states that the institution will provide an academic advisory boardi 
to lend advice and recommendations to the institution's management and faculty concerning the type 
and content of programs and courses needed to produce graduates who can best be successful in a global 
economy to satisfy the demands and needs of the employer; however, the institution does not have an 
advisory board. 

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 

1.05 Are the mission statement and supporting objectives appropriately disclosed in the campus catalog and 
in other publications that are readil y available and understandab le 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 hav e 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 characteristics of the programs offered? 
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D Yes ~No 
(b) The characteristics of the student population? 
~Yes 0No 
(c) The types of data that will be used for assessment? 
0Yes ~No 
(d) Specific goals to improve the educational processes? 
□ Yes ~No 
(e) Expected outcomes of the plans? 
0Yes ~No 

If No for any item, insert the section numberl!!Y~ entheses and ~ lain: 
(Section 3-1-111) : The campus effectiveness plan does not describe the characteri stics of the programs 
offered, the types of data that will be used for assessment, the specific goals to improve the educationa 
processes, and the expected outcomes of the plan. In addition, the campus effectiveness plan documents 
the vocational nursing program hours as 1,642.5 and the program is 1,588.5 hours in length. The pla 
states that the institution assesses student learning outcomes by measuring Assessment Technologie 
Institute (A TI) , publisher test bank correlated to textbooks, teacher-generated class tests/quizzes/exams 
and NCLEX-PN; however, the campus effectiveness plan only measures and analyzes NCLEX test 
scores. The plan does not indicate specific goals to improve the educational PIOcesses and ex~cte 
outcomes for all elements of student learning outcomes. 

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. 
0Yes ~No 

1.11 Define the measurable student learning outcomes used by the campus and how these outcomes are being 
assessed. 
(Section 3-1-111) : The campus effectiveness plan states that the institution assesses student learning 
outcomes by measuring Assessment Technologies Institute (ATI), publi sher test bank correlated ta 
textbooks, teacher-generated class tests/quizzes/exams and NCLEX-PN; however, the cam_pus 
effectiveness Ian only measures and analyzes NCLEX test scores. 

1.12 Are the following identified and described in the CEP? 
(a) The baseline data for each outcome. 
D Yes ~ No D Not Applicable 
(b) The data used by the campus to assess each outcome. 
D Yes ~ No D Not Applicable 
(c) How the data was collected. 
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IZ! 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 educational processes. 
IZ! Yes D No D Not Applicable 
If No for any a.02licable item, insert the section number in IJarentheses and e! plain: 
(Section 3-1-111) The campus effectiveness plan does not provide baseline data for each outcome and 
the data used by the instition to assess each outcome. The institution did not provide baseline data for all 
elements of students outcomes, placement, graduate satisfaction, and employer satisfaction. The campus 
effectiveness plan states that the institution assesses student learning outcomes by measuring Assessmen~ 
Technologies Institute (A Tl), publisher test bank correlated to textbooks, teacher-generated class 
tests/quizzes/exams and NCLEX-PN; however, the cam us effect iveness Ian only measures and 
analyzes NCLEX test scores. 

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? 
IZ! Yes D No 

1.14 Has the campus published specific activities that will be undertaken to meet placement and retention 
goals? 
IZ! Yes D No 

1.15 Describe the specific activities that the campus will undertake to meet these goals. 
The institution's goals for retention include hiring experienced instructors to teach the programs to 
provide stability and continuity in student learning, providing evening student support fro 
administration, and engaging in community outreach programs. The institution's goals for placemen~ 
include networking with employers, employment assistance of the graduates, maintaining rapport and 
correspo ndence with graduates, and inviting motivational guests eakers to ins ire the students to 
com lete their studies/ ro ram. 

1.16 Does the campus have documentation to show the following? 
(a) That the CEP has been implemented? 
D Yes IZ! No 
(b) That specific activities listed in the plan have been completed? 
D Yes IZ! No 
(c) That periodic progress reports have been completed? 
D Yes IZ! No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-112) The institution does not have documentation to show that the campus effectiveness 
plan has been implemented, that the specific activities listed in lan have been com leted, and that 
Q_eriodic rogress reports have been com leted. 

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. Rachelle Cagampan, president, chief executive officer, chief academic officer, and director of 
nursing, is reSJ?Onsible for implementing and monitoring the CEP. Ms. Cagam an holds a bachelor's 
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degree in nursing from Saint Louis University in the Philippin es. Additionally , she hold s a master's 
degrees in publi c administration and nursing from the University of San Francisco. She has over 15 
years of experience in the nursing sector and has been in her current role since 2004. The canpus doe 
have a committee that is com rised of the cam us resident, the directo r of educational services and the 
office mana ger 

1.18 Does the campus have documentation to show that the CEP is evaluated at least annually? 
D Yes ~ No D Not Applicable (new branch or initial applicant only) 

If No , insert the section numb er in parentheses and exp lain : 
(Section 3-1-113): The institution doe s not have documentati on to show that the CEP is evaluated a 
least annuall )'.. 

2. ORGANIZATION 

2.0 1 Is the following information regarding the camp us appropr iately 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 admini strators. 
~ Yes 0No 

2.02 Does the camp us: 
(a) Adequate ly train its employees? 
~Yes 0No 
(b) Provide them with constant and proper supervision? 
~Yes 0No 
(c) Evaluate their work? 
~Yes 0No 

2.03 Is the administra tion of the camp us efficien t 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? 
~Yes 0No 
(b) Know the person to whom they report? 
~Yes 0No 
( c) Understand the stand ards by which the success of their work is meas ured? 
~ Yes 0No 

2.05 Does the adminis tration maintain documentation of the evaluation of the faculty and staff? 
~Yes 0No 
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2.06 Has the campus adopted a policy on academic freedom that has been communicated to the faculty? 
~Yes 0No 

2.07 Does the camp us have an appropriate grievance policy for faculty and staff? 
~Yes 0No 

2.08 Does the campus cata log or the student handboo k contain an appropriate grievance policy for students 
that includes the name and address of ACICS? 
~ Yes D No D Not Applicable (initial applicants only) 

2.09 Who is reseonsible for the financ ial oversight of the ca~ us, and what are thi~ rsonl_ q~ ificat ions? 
Ms. Rachelle Cagampan, president, chief executive officer, chief academic officer, and director o:ti 
nursing is responsible for the financial oversight of the institution. As previously stated, Ms. CagamP.all! 
holds a bachelor's degree in nursing from Saint Louis University in the Phillipin es. Additionally, she 
holds a master 's degrees in public administration and nursing from the University of San Francisco. Ms. 
Cagam an has over 15 years of ex erience in the nursin sector and has been in her current role since 
t2004. 

3. ADMINISTRATION 

3.01 Is there ev idence that the chief on-site admin istrator(s) or the self-study coord inator for the campus 
attended an accreditatio n workshop within 18 months prior to the final subm ission of the self- study? 
~ Yes 0No 

3.02 Are all staff well trained to carry out administrative functions? 
~ Yes 0No 

3.03 Who is the on-site administrator, and what are this person's qualifications? 
Ms. Rachelle Cagampan is the president, chief executive officer, chief academic officer, and director o~ 
nursing. As previously stated, Ms. Cagampan holds a bachelor's degree in nursing from Saint Louis 
University in the Phillipnes. Additionally, she holds a master's degrees in public administration and 
nursing from the University of San Francisco. Ms. Cagam an has over 15 years of exr>.erience in the 
nursing sector and has been in her current role since 2004. 

3.04 Does the campus list degrees of staff members in the catalog? 
~Yes 0No 

If Yes, is appropriate evidence of the degrees on file? 
~Yes 0No 

3.05 Is there evidence that the campus keeps adeq uate records to support the followi ng administrative 
operations? 
(a) Financial aid activities. 
~ Yes D No D Not Applicable (campus does not participate in financia l aid) 
(b) Admissions. 
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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. 
IZ! Yes D No 
(h) The school plant. 
IZ! Yes D No 
(i) Faculty and staff. 
IZ! Yes D No 
(j) Student activities. 
IZ! Yes D No 
(k) Student personnel. 
IZ! Yes D No 

3.06 Does the campus admit ability-to-benefit student s? 
D Yes IZ! No (If No, skip to Question 3.11.) 

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 

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 indefinitely? 
IZ! 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? 
IZ! Yes D No 

GENERAL COMMENTS: 
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re team noted that Ms. Cagampan is the chief executive officer, president, chief academic officer~ 
school director , and director of nursing. The combination of these responsibilities border s on being 
excess ive for even the most competent individual. The institution should consider reassigning some of 
these im ortant res onsibilities to other ualified individuals within the institution. 

4. RELATIONS WITH STUDENTS 

4.01 How many student files were reviewed during the evaluation ? 
The team reviewed the student files, unofficial transcripts, and financial ledgers of 11 students reported 
as graduates, withdrawals, and still enrolled on the 2015 Campus Accountability Report (CAR). There 
were no new student files to review as the most recent grou of students to start did so in MaY. 2015. 

4.02 Does the campus ensure that its student relations reflect high ethical standards? 
~Yes 0No 

4.03 Does the campus have appropriate admissions criteria? 
~Yes 0No 

Initially, language in the institution 's catalog stated that applicants with any criminal history other than 
traffic violations would not be eligible for admission. During the interview with the office manager, who 
is responsible for admissions, the team learned that, in fact, an apJJ.licant may be admitted with a criminal 
offense other than traffic violations. 

Applicant s are counseled about the likely impact of a blemished record on their ability to be licensed by 
the California Board of Vocational Nursing and Psychiatric Technicians (BVNPT) and are required to 
sign the institution 's "Licensing Agreement." This agreement constitutes an acknowledgment by the 
applicant of his or her awareness that BVNPT will make a determination of the erson's eli ibilit foli 
licensure based on any criminal background. 

While the team was onsite, the institution revised the language in the catalog to reflect its actual ractice 
and the language of its licensing agreement. 

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 consistently 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 
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4.08 Is the admissions policy 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? 
~Yes 0No 
(b) Outlines all program-related tuition and fees? 
~Yes 0No 
(c) Has a signature of the student and the appropriate school representative? 
~Yes 0No 
Is there evidence that a copy of the agreement has been provided to the student? 
~Yes 0No 

4.10 Who is responsible for the oversight of student recruitment at the campus and what are this person's 
qualifications? 
Ms. Czarina Sanchez, whose official title is office manager , is responsible for student recruitment. Her 
position description include s recruitment as one of her primary duties. 

Ms. Sanchez has a bachelor 's degree in nursing from San Pedro College and an MBA from Ateneo 
Graduate School of Business, both located in the Philippine s. Prior to coming to the United States in 
2013, she worked as the administrator of an organ donation and distribution program for three years. 
After working as a manager in private care facilities for two years in the United States, Ms. Sanchez was 
hired bY. the cam us in Februar Y. 2015. 

4.11 Describe the recruiting erocess for new students. 
The campus does not conduct recruitment in the typical manner of an admissions office. It does not have 
admissions officers, and recruitment efforts are limited primarily to responding to inquiries from visitors 
to its web site and to leads generated by student and graduate referrals. On a very few occasions, small 
ads may be P.laced in local, ethnic newsP.a ers; and brochures are occasionally distributed . 

An interested prospect is invited to visit the campus for an admissions interview , a tour of the facilities, 
and a detailed overview of the academic program, class schedules, and available student services. 
Prospects who decide to apply for admission are scheduled to take the Wonderlic admissions exam. 
Once the exam is passed, the applicant receives a package of materials, including an admissions 
application, to complete and is instructed on what documents must be provided. The a P.lication 
includes a criminal background check and a Qhysical and Qsychological evaluation. 

Once all required document s are received and the background and medical exams are passed, the 
applicant is given an enrollment agreement to review , complete, and sign and is then referred to the 
financial aid director for an orientation to financial aid, if Title IV funding is being sou ht. 

All new students are required to attend an orientation session, which is held on the first day of classes. 
During this time, they are introduced to key staff and faculty, are informed of major policies affecting 
their study, conduct, and rights, and are given the op ortunity to ask any guestions they may have. 
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Lapto 
time. 

uters, which are included in the cost of tuition and fees, are distributed to students at tha~ 

Based on interviews, observations, and a review of recruitment materials, is the process compatible with 
the educational objectives for the campus? 
IZ] Yes D No 

4.12 Are individuals engaged in admissions or recruitment activities communicating cmTent and accurate 
information regarding the following? 
(a) Courses and programs. 
IZ] Yes D No 
(b) Services. 
IZ] Yes D No 
( c) Tuition . 
IZ] Yes D No 
(d) Terms. 
IZ] Yes D No 
(e) Operating policies. 
iZ] 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 IZ] No 

4.14 Does the state in which the campus operates require representatives to be licensed or registered? 
D Yes IZ] No 

4.15 Are the titles of recruitment and enrollment personnel appropriate? 
IZ] Yes D No 

The campus does not have admissions officers. Instead, the admissions function is included as a part of 
the responsibility of the office manager who, when needed , is assisted by her administrative assistant. 

4.16 Does someone other than recruitment and enrollment personnel make final decisions regarding financial 
aid eligibility, packaging, awarding, and disbursement? 
IZ] 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 qualifications? 
Ms . Bertha Whyte, the institution's part-time director of financial aid, working with the third-party 
servicer Global Educational Services, is responsible for financial aid determinations and award 
packaging. The institution uses an accountant, Mr. Bob Khatri, on a contract basis, to handle 
disbursements of financial aid awards. 

Hired by the institution in October 2015, Ms. Whyte had 13 years of prior financial aid ex erience as a 
director and officer at severa l colleges before assuming her current position. 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 13 of 38 

4.17 Are all recruiters supervised by the campus to ensure that their activities are in compliance with all 
applicable standards? 
~Yes 0No 

4.18 Does the campus have written policies and procedures for evaluating and accepting transfer of credit? 
~Yes 0No 

4.19 Is there evidence that the campus properly awards transfer of credit? 
~ 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? 
~Yes 0No 

4.21 Has the campus established articulation agreements with other institutions? 
D Yes ~ No(Skip to question 4.23 for Master's Degree Programs or 4.24 for all programs) 

4.24 Is the standards of satisfactory academic progress policy published in the catalog? 
~Yes 0No 

If Yes, state the page number( s) where the standard s of satisfactory academic progress policy is published. 
The satisfactory academic progress policy is publi shed on pages 21 to 25 of the institution's January 1, 
2016 through December 31, 2016 catalog, revised February 18, 2016. 

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 percenta ge 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-establi shing satisfactory academic progre ss. 
~Yes 0No 
( d) A definition of the effec ts of the following on the CGP A and successful course-completion 

percentage: 
Withdrawals. 
~Yes 0No 
Incomplete grades. 
~Yes 0No 
Repeated courses. 
~Yes 0No 
Non-punitive grades. 
D Yes D No ~ Not Applicable (campus does not offer) 
Non-credit or remedial courses. 
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D Yes D No [2;J Not App licable (camp us does not offer) 
A warn ing status. 
[2;J Yes D No D Not App licab le (campu s doe s not use) 
A probat ionary per iod . 
[2;J Yes D No 
An appea l proc ess . 
[2;J Yes D No 
An ex tended-enrollment statu s. 
D Yes [2;J No D Not App licable (camp us does not offer) 
T he effect when a student changes program s. 
[2;J Yes D No D Not App licab le (campu s onl y offers one pro gram of study 
The effect when a stud ent seeks to earn an additional credentia l. 
[2;J Yes D No D Not App licable (camp us only offers one program ) 
The imp lications of tran sfer cre dit. 
[2;J Yes D No 

4.26 Does the campus apply it s SAP standard s consistently to all students? 
[2;J Yes D No 

4.27 Are student s who are not making satisfac tory academic progress properly notified ? 
[2;J Yes D No D Not App licab le (no student s are in violation of SAP) 
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4.28 Is SAP eva luated at the end of each academic year or at 50 percent of the normal progra m length if the 
program is one academic year in length or shorter ? 
[2;J Yes D No 

4.29 Is SAP eva luated at the end of the second academic year and at the end of each subsequent academ ic year 
where student s must have a minim um CGPA of 2.0 on a scale of 4.0 or its equivalent , or have academic 
standin g consistent with the instit ution's req uirements for graduation? 
[2;J Yes D No D Not App licab le (all progra ms are less than two years) 

4.30 Are student s who are not making satisfac tory academic progress at the end of the second year dismisse d or 
allowed to continue witho ut being eligible for Federa l finan cial aid? 
D Yes D No [2;J Not App licab le (all programs are less than two years) 

4.31 Are qualitative and quantit ative components eval uated cumul atively for all per iods of a student 's 
enrollment? 
[2;J Yes D No 

4.32 Are students allowed to remain on financia l aid whi le under warning or probation statu s? 
[2;J Yes D No D Not App licable (campu s doe s not participate in financial aid) 

If Yes, is the student informed of this pol icy? 
[2;J Yes D No 
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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-emollment status denied eligibility for federal financial 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 during 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) 

4.36 For student s who have exceeded one and one-half times the standard time frame and were awarded the 
original credential , were any additional financial obligations waived? 
D Yes D No ~ 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? 
~Yes 0No 

4.38 Who is responsible for the administration of satisfactory academic progress, and what are this person's 
qualifications? 
Ms. Rachelle Cagampan , who is the campus director and the chief academic officer, is responsible for 
the administration of satisfactory academic progre ss. Ms. Cagampan has a bachelor's degree in nursing 
from St. Louis University in the Philippines and master's degrees in ublic administration and in nursing , 
both from the University of San Francisco. 

4.39 How does the campus encourage and assist students who are experiencing difficulty in progressing 
satisfactorily in their programs? 
Student s who are exhibiting academic difficulties are encouraged to attend tutoring sessions conducted 
by instructor s. Remediation opportunities are offered to student s who fail the final exam in any course. 
The academic director provide s academic counseling as students demonstrate the need for it. And, an 
academic improvement plan is develoQed for any student whose a eal for Qrobationary status has been 
approved after failing a SAP standard. 

4.40 Does the campus finance any of the following? (Mark all that apply.) 
(a) D Scholarships. 
(b) D Grants. 
(c) D Loans. 
(d) ~ The campus does not offer scholarships, grants, and/or loans. (Skip to Question 4.42.) 

4.42 Are all similarly circumstanced students who enrolled at the same time and in the same programs charged 
the same tuition and fees? 
~Yes 0No 
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4.43 Are tuition and fees clearly stated in the catalog? 
~Yes 0No 

If Yes, have students 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) Fees. 
~Yes 0No 
(d) Other charges. 
~ Yes 0No 
(e) Payments. 
~Yes 0No 
(f) Dates of payment. 
~Yes 0No 
(g) The balance after each transaction. 
~Yes 0No 

4.45 Is the effective date listed on announcements of changes in tuition and fees? 
~ Yes D No D Not Applicable (campus has not changed tuition or fees) 

4.46 Is the campus's refund policy publi shed in the catalog? 
~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 0No 

4.50 Who is responsible on-site for administering student financial aid, and what are this person's 
qualification s? 
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As mentioned previously , Ms. Bertha Whyte , the director of financial aid, is respon sible for the 
administration of financial aid. Ms. Whyte had 13 years of experience as a financial aid director and 
officer at other postsecondar:y institution s before being hired in October 2015. 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 17 of 38 

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 

While the team was onsite, Ms. Whyte joined the California Association of Student Financial Aid 
Administrator s (CASFAA). 

4.54 Describe how the financial aid office stays cmrnnt with regulation and policy changes in financial aid 
(include all apJ?royriate memberships in professional organizations held by this individual). 
Ms Whyte regularly reviews "Dear Colleague" letters, and other publications and bulletins issued by the 
U.S. Department of Education and its Office of Information for Financial Aid Profes sionals (IF AP). She 
also uses news alerts and notices from Global Educational Services to stay abreast of changes in 
financial aid regulations and policie s. 

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 
conversion ratios? 
D Yes D No ~ Not Applicable 

The institution's only eligible program is offered in clock hours. 

4.57 Does the campus provide discounts for cash received in advance of the normal payment schedule? 
0Yes ~No 

4.58 Are follow-up studies on graduate and employer satisfaction conducted at specific measuring points 
following the placement of the campus's graduates? 
~ Yes D No D Not Applicable (there have been no graduates) 

4.59 Does the campus use placement percentages or salary projections as part of its recruiting activities? 
□ Yes ~No 

As is required by the State of California, a Department of Labor printout of average wages for beginning 
vocational nurse positions in California is distributed in the admissions application materials given to 
potential applicants. However, the information is not used as part of a recruitment activity. 
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4.60 The beginning emollment on the most current Campus Accountability Report (CAR) is 31. 
The ending enrollment report ed on the previous year's CAR is 31. 

4.61 Was the team able to verify the retention rate for the campus and for each program as reported on the 
Campu s Accountability Report (CAR) last submitt ed to the Council ? 
cg] Yes D No D Not Applicable 

4.62 Are student s who receive financial aid counseled concerning their student loan repayment obligations? 
cg] Yes D No D Not Applicable (campus does not participate in finan cial aid) 

4.63 Describe the process the campus utilizes to ensure that students are counseled concerning their student loan 
repayment obligations. 
Students receive both entrance and exit counseling regarding their repayment obligations. The financial 
aid director reviews those responsibilities in detail prior to certifying a new student as eligible to receive 
an award. Each student about to graduate must meet with the director to undergo exit loan counseling 
and must complete the U.S. Department of Education's online exit counseling questionnaire before being 
certified as a graduate. Student s who formally withdraw mu st complete the same exit counseling 
process. Students who drop out without going through the formal withdrawal PJOCess are e-mailed and 
mailed exit loan counseling information. 

5. EDUCATIONAL ACTIVITIES 

5.01 Are the credentials awarded by the campus in compli ance with its accreditation approval and in 
complian ce with applicable state laws? 
cg] Yes D No 

5.02 Who is assigned to oversee the educational activities of all programs at the campus, and what are this 
person's qualification s? 
Dr. Yanci Aquino , director of education services, has been employed at Bay Area College of Nursing since 
October 2008. His academic credentials include an associate's degree in allied health from Skyline Colleg e 
in California, a bachelor' s degree in clinical science from San Franci sco State University, and a doctor of 
medicin e degree from the University of the East in the Philippines. In addition, Dr. Aquino has earned a 
phy sician's license from the Philipines. His duties and respon sibilities include the leading of developing 
and implementing new educational programs and curriculum development or revisions. Dr. Aquino also is 
tasked with examining student concerns and issues through advising, consultation, and tutoring. Moreover , 
he is expected to play an integral role in maintaining academic regulatory compliance at the state, federal , 
and accreditation commission levels . 

5.03 Does this person have appropriate academic or experiential qualifi cations? 
cg]Yes D No 

5.04 Describe how the campus makes provi sions for program administrators to hav e sufficient authority and 
responsibility for the development and administration of the programs. 
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The program administrator has sufficient authority and responsibility for enhancemen t and administrat ion 
of the programs. To illustrate, the administrator meets regularly with the schoo l director to discuss 
problems, challenges, and opportunities for success. In addition, he is often reminded of the "open door" 
policy at the school. The program administrator is empowered to actively address the needs of students, 
staff, and faculty. The focus is to create an environment for all stakeholders to succeed at this institution. 

5.05 Is the time devoted to the administration of the educational programs sufficient? 
~Yes 0No 

5.06 Is there a published policy on the responsibility and authority of faculty in academic governa nce? 
~Yes 0No 

5.07 Does the policy, at a minimum, address the role of the faculty in the following areas? 
(a) Development of the educational program. 
~Yes 0No 
(b) Selection of course materia ls, instructional equipment and other educational resources. 
~Yes 0No 
(c) Systematic evaluation and revision of the cmTiculum. 
~Yes 0N o 
(d) Assessment of student learning outcomes. 
~Yes 0No 
(e) Planning for institutional effective ness. 
~Yes 0No 

5.08 Is there evidence that this policy has been adopted and faculty members are aware of it? 
~Yes 0No 

5.09 Does the campus have any programs that require specia lized 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 or 
branch inclusion) 

FOR RENEWAL OF ACCREDITATION ONLY 

5.10 Does the campus have any programs with current spec ialized or programmatic accred itation? 
D Yes ~ No (Skip to question 5.14) 

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 Camp us Accou ntability Report submitted to the Council but are 
not being reviewed (no enrollment, discontinued, 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"? 
~ Yes D No D Not Applicable 

FOR ALL CAMPUSES 
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5.16 Are the educational programs 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 student s, graduates, 
administrators, faculty, and other intere sted parties such as advisory committees? 
~Yes 0No 

5.18 What provisions are made for individual differences among student s in the learning enviro nment ? 
The faculty communicated during interviews that the school is considerate of differences in the learning 
applications, learning environments, and modes of instructional delivery. The school is supportive of any 
student that may require additional consideration to address differences in learning or comprehension. This 
includes students with hearing, seeing, or speaking impairments. As an example, if a student requires more 
time on an examination, they are afforded that consideration. 

5.19 Describe the system i~ lace 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 surveys, fact-finding , classroom experience, 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. 

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 If the campus awards academic credit to student s who demon strate subject competency based on 
academic, occupational, or personal experiences, is there an established systematic method for evaluating 
and awarding academic credit to which the campus adheres? 
D Yes D No ~ Not Applicable (campus does not award such credit) 

5.23 Are courses and breaks scheduled appropriately , given the students' academic background and the 
coursework involved? 
~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 material s and equipment proportionat e 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 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? 
[8J Yes D No 

5.28 Are official transcripts for all qualifyin g credentials and for those credentials listed in the catalog on file for 
all instructors? 
[8J 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? 
[8J Yes D No D Not Applicable (no faculty members hold foreign credentials) 

5.30 Is there documented evidence of a systematic program of in-service training at the campus? 
[8J Yes D No 

If Yes, how is this document ed? 
Evidence was provided to the team that faculty development plans are established. This includes both in­
service and professional growth to enhance the faculty experience and knowledgebase. The school 
provided meeting minutes and faculty sign-in sheets for each session. Topics presented are appropriate and 
relevant to expanding the talents and skills of the faculty. 

5.31 Is there evidence that appropriate faculty development plans have been developed and implemented 
annually, including documentation to support completed activities listed on the plans? 
[8J Yes D No 

5.32 Is there evidence that full-time and part-time instructors participat e in regularly scheduled faculty 
meetings? 
[8J Yes D No 

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? 
[8J 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. 

Student services are provided by the institution. Services include acclimating the student to the learnin g 
environment. Interview s with the student are performed to determine their goals and objective s. 
Specifically, the objective is to remove challenges and issues so that the student can focus on their 
studies. A tutoring program for students is provided at this institution. Tutoring is provided by current 
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students, alumni, and professionals from the community. A student orientation is given to all new 
students. A variety of topics and important guidelines are provided to the students during the orientation. 

5.45 Who is the person on staff responsible for the oversight of counseling students on employment 
opportunities, and what are this person's qualification s? 
Ms. Czarina Sanchez, whose official title is office manager, is responsible for student recruitment. Her 
QOSition descriQtion include s recruitment as one of her Qrimary duties. 

As previou sly stated, Ms. Sanchez has a bachelor's degree in nursing from San Pedro College and an 
MBA from Ateneo Graduate School of Business , both located in the Philippines. Prior to coming to the 
United States in 2013, she worked as the administrator of an organ donation and distribution program fo 
three years. After working as a manager in private care facilities for two xears in the United States, Ms. 
Sanchez was hired bY. the institution in Februarx 2015. 

5.46 Does the campus offer employment assistance to all students? 
cgj Yes D No D Not Applicable (campus emo lls only international student s on a studen t 
visa) 

5.47 Describe the extracun-icular educational activities of the campus (if applicable). 
No extracurricular educational activities designed primarily to serve the educational needs of the 
student s were identified by the team while on-site. 

6. EDUCATIONAL FACILITIES 

6.01 Describe the physical facility of the campus (include details such as campus location , square footage, 
distribution ~~ e, £a rking situation, and any other £e rtinent information). 
The campus is located near a major freeway in a first floor of the building. The campus is approximate! 
4,000 square feet with a front entrance and back entrance. The space is divided into the followin : a 
reception area, administrative offices, two nursin g skills labs , a library , and a computer lab. The 
computer lab contains individual laptop stations. Student and faculty lounge areas are available. The 
facilities have adequate lighting , are air-conditioned, and are wheelchair accessible. Student parking 
(including handicapped) is available in the back and side of the building. The skills lab is equipped with'. 
hospital beds and mannequin s. The facility and equipment comply with all federal , state, and local 
ordinances and regulations, including re uirement s for fire safety, building safety , handica ed access 
and health. 

6.02 Does the campus utilize any temporary additional space locations? 
D Yes cgj No 

6.03 Does the campus utilize learning sites? 
cgj Yes D No 
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) 

DALY CITY LOCATION, 6767 Mission Street, Daly City, CA 94014 
SAN JOSE LOCATION , 702 E. Santa Clara St., San Jose , CA 95112 
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Administrative serv ices are not available at either of the institutions learnin g sites, 

6.04 Are all facilities (includ ing add itional space and learning sites) appropriate for the size of the student 
population and the programs offered? 
~Yes 0No 

6.05 Are the following appropri ate to support the student population and the programs offered at all locations 
(including addition al space and learning sites)? 
(a) Equipm ent 
~Yes 0No 
(b) Instructional tools 
~Yes 0No 
( c) Machinery 
~Yes 0No 

6.06 Is there evidence on file to show that all cam pus 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 eva luation (please include the year, number, and volume, if 
a2JJ.E2p_riate)? 
The team reviewed the Bay Area College of Nursing, Januar y 1 - December 31, 2016 catalog revised 
February 18, 2016. 

7.02 Does the self-study or branch application part II accurately portray the campus? 
~Yes 0No 

7.03 Does the camp us publish a catalog that is appropri ately printed and bound and available to all enrolled 
students? 
~Yes 0No 

7.04 Does the catalog contain the following items? 
(a) A table of contents and/or an index. 
~Yes 0No 
(b) An indication of the year or years for which the cata log is effect ive on the front page or cover page 
~Yes 0No 
( c) The names and titles of the adminis trators. 
~Yes 0No 
(d) A statement of legal control which includes the names of trustees, directors, and officers of the 

corpora tion. 
~Yes 0No 
( e) A statement of accredita tion 
~ Yes D No D Not Applicab le (initial applicant) 
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(t) A mission statement. 
~Yes 0No 
(g) A listing of full-time faculty members which lists all qualifying crede ntials held along with the 

awardi ng institution and the area of teaching spec ializatio n. 
~Yes 0No 
(h) An academic calendar. 
~Yes 0No 
(i) A full disclosure of the admissio n requirements. 
~Yes 0No 
(j) A stateme nt for each curric ulum offered that includes a statement of objective or purpose; an accurate 

and comp lete listing of all courses in the curr iculum with a unique identify ing number and title, the 
credit or clock hours awarded; the total credit or clock hours required to complete the cmTiculurn ; any 
necessary requirements for certification, licensing, or registration needed to work in the field; and any 
additional requirements that must be met to comp lete the curric ulum. 

~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 appea rs on the student 

transcript. 
~Yes 0No 
(m) A definition of the unit of credit. 
~ Yes D No D Not App licab le (The camp us does not award cred it.) 
(n) A complete explanation of the standards of satisfactory academic progress. 
~Yes 0No 
( o) A description of the certificates, diplomas, and/or degrees awarded along with a stateme nt of the 

requirements necessary for comp letion of each. 
~Yes 0No 
(p) The transfer of credit policy. 
~Yes 0No 
(q) A stateme nt of the tuition, fees, and any other charges . 
~Yes 0No 
(r) A complete and accurate listing of all scho larships, grants, and/or loans offered. 
D Yes D No ~ Not Appli cab le (no scho larships, grants, or loans offe red) 
(s) The refund policy. 
~Yes 0No 
(t) A statement describing the student services offered. 
~Yes 0No 
(u) A student grieva nce policy that includes the name and address of ACICS (may be in the student 

handbook instead of catalog). 
~ Yes D No D Not Applicab le (initial app licants only) 

7.05 Does the campus offer degree programs? 
0Yes ~No 

7.06 Does the camp us offer courses and/or programs via distance educat ion? 
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0Yes IZ! No (If No, skip to Question 7.07.) 

7.07 Does the catalog contain an addendum/supplement? 
iZI Yes O No at 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)? 

IZI Yes 0No 

(b) Does the addendum supplement include the school name, location, and effective date for the entire 
document (or for individual sections if effect ive dates vary)? 

IZ! Yes D No 

(c) Do students receive a copy of the addendum/supplement with the catalog? 
IZI Yes D No 

7.08 Is the catalog available online? 
iZI Yes □ No at No, skip to Question 7.09.) 

If Yes, does it match the hard copy version? 
IZI Yes D No 

7.09 Does the campus utilize a multiple-school catalog? 
D Yes IZ! No (If No, skip to Question 7.10.) 

7 .10 Is aJl advertising and promotional literatme , through any type of media (social media, website, newspapers, 
etc.) , truthful and dignified? 
IZ! Yes D No 

7 .11 Is the correct name of the campus listed in all advertising , web postings, and promotional literature? 
IZI Yes D No 

7.12 Where does the campus advertise (publication s, online, etc.)? 
The campus advertises through flyers and the campus website. 

Are all print and electronic advertisements under acceptable headings? 
IZ! Yes D No 

7 .13 Does the campus use endorsements , commendations, or recommendation s in its advertising? 
D Yes IZI No (If No, skip to Question 7.14.) 

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 guarantee s for 
job placement or salary for graduates? 
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IZ!Yes □ 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 inform ation does the campus routinely provide to the public? 
The cam us ublishes average comQletion times and lacement rates. 

Where is this information published and how frequently is this info1mation being updated? 
The information is published on the institutional website and updated annually. 

8. LIBRARY , INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

FOR ALL PROGRAMS 

8.01 Does the campus develop an adequate base oflibrary resources? 
IZ! Yes D No 

8.02 Does the campus ensure access of library resources to all faculty and students, including students at 
nonmain campuses? 
IZ! Yes D No 

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? 
IZ! Yes D No 

8.04 Are adequate staff provided to support the development, organization of the collection, and access of 
library resources? 
IZ! Yes D No 

8.05 Describe how the campus develops continuous assessment strategies for resources and information 
services? 
The library provid es continuou s assessment strateg ies for resources and information services . The 
inst itution regularly encourages instructors to assist student s with the library. This is done quarterly 
during the faculty meetings. The objective is to identify opportunities for additional resources and 
references to enhan ce the learning environment. Faculty indicated during interviews that they can easily 
requ est a book or other refere nce materi al to be obtained and added to the collectio n. 
Are these methods appropr iate? 
IZ! Yes D No 

8.06 Is the library staff adequate ly trained to support the librar y? 
IZ! Yes D No 

8.26 Are appropriate reference materials and periodicals available for all programs offered? 
IZ! Yes D No 
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8.27 Are the instructional resources organized for easy access, usage, and preservation? 
~Yes 0No 

8.28 Is there a current inventory of instructional resources? 
~Yes 0No 

8.29 Does the campus have appropriate and sufficient instructional resources, equipm ent, and materials to meet 
its educational program objectives and the needs of its students? 
~Yes 0No 

9. PROGRAM EVALUATION 
Certificate in Vocational Nursing 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
~ Yes D No (If No, skip to question 9.02) 

If Yes, describe how the program provides students with the necessary skills to obtain licensure, 
certification, or other registration necessary to practice in the specific occupational or professional area. 

The state of California vocational nurses must pass the National Council Licensure Examination-Practical 
Nurse (NCLEX-PN) exam before practicing as a vocatio nal nurse. The institution prepares the vocational 
nursing students for the licensure exam with the successful matriculation in the curricu lum, the use of 
Elsevier and Evolve publisher test bank, instructor generated exams, clinical site experiences, and 
utiliz ation of the Assessment Technologies Institute (ATI) in preparation for the NCLEX-PN exam. 

(a) Is there a federal or state licensing agency pass rate established for this program? 
~Yes □ No 

If Yes, what is the minimum pass rate set by the federal or state licens ing requiremen ts? 
rs percent. 

(b) What are this program's pass rates for the past three years? 
Year: 2012 Pass Rate: 52% D Not Avai lable 
Year : 2013 Pass Rate: 62% D Not Avai lable 
Year: 20 14 Pass Rate: 64% D Not Available 

( c) Does the current year's program pass rate exceed or meet the higher of the two pass rates , as set by 
either state or federal requirements or the Council standard of 70 percent? 
D Yes ~ No D Not Applicable 

If No, does the camp us provide the following: 
Campus Effectiveness Plan (CEP) that includ es an improveme nt plan for this program with data, 
analysis , and activities to meet or exceed Council requirements? 
~Yes 0No 
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9.02 Who is assigned to administer the academic program(s), and what are this person's qualifications? 
The vocational nursing program is administered by Ms. Rachelle Cagampan , who is the president, chief 
executive officer, chief academic officer, director, and director of nursing. As previously stated, Ms. 
Cagampan holds a dual earned master 's degree in nursing and in public administration from San Francisco 
Univer sity. She also holds a bachelor 's degree in nursing from St. Louis University, Philippines. Ms. 
Cagampan has an active California license as a registered nurse and has worked as a registered nurse in 
various areas in the field since 1998 prior to her starting the Bay Area College schools in 2004. Ms. 
Cagampan is responsible for the oversight of the vocational nursing program through curriculum 
development , faculty hiring and evaluations, student academic advisement, and is the correspondent to the 
California Board of Vocational Nursing and Psychiatric Technicians for compliance. 

9.03 Does this individual possess appropri ate academic or experiential 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 ? 
[gl Yes D No D Not Applicable (Data not available.) 

If No, does the campus provid e the following: 
A Campus Effectiveness Plan (CEP) that includes an improvement plan for this program with data, 
analysis , and activities to meet or exceed Council requirement s? 
[gl Yes D No 

9.07 List the community resources and describe how they are utilized to enrich the program(s). 
The team reviewed clinical site affiliation agreements between the campus and local health care facilities 
and an Alzheimer 's walk that the students participat ed in October of 2015. The director of nursing , Ms. 
Cagampan, provided documentation to show the intent of this activity was to enhance student awareness 
on making donations for walk fundraisers, educate students on the fi t to end Alzheimer's, an 
experience how to interact with 12,_atients with the disease. 

9.08 Is the utilization of community resources sufficient to enrich the program? 
D Yes [gl No 
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If No, insert the section number in parentheses and explain: 
Section (3-1-512(c)): The team found that the community resource activities provided by the campus do 
not provide a sufficient amount of substance to support enrichment of the program. The clinical site 
affiliation agreements are a part of the mandatory practices for the vocational nursing education rograms. 
Tthe one additional activity of the student Alzheimer walk in October 2015 did not have enougH 
supporti ve information beyond the students _P.articiP.ating in a walk to account for sufficient enrichment of 
the vocational nursing PJOgram. 

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? 
~ Yes D No (If No, skip to question 9.1/) 

(a) Does the institution have a written and mutu ally signed agreemen t that outlines the arrangement 
between the institution and the ex ternship site, includin g specific learning objectives, course 
requirements, and evaluation criteria? 
~ Yes D No D Not Applicable (no student is at the point of needing them) 
(b) Is the experience supervised by an appropri ately qualified faculty member? 
~Yes 0No 
(c) Is there evidence, based on observation, that the externship is an appropri ate culmination of 
prev iously studied theory and is appropri ate for the program' s objectives? 

□ Yes □ No ~ Not Applicable (site was not visited-please explain) 

If No, insert the section number in parentheses and explain: 
The team did not visit the clinical site since the student s only attend the clinical classes on a weekend 
rotation . The team did review the course objectives, course syllabi, and clinical site agreements. 

9.11 Does the program use independent studies? 
D Yes ~ 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? 
~ Yes 0No 

9. 14 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
~Yes □ No 

9. 15 Is an appropria tely detailed syllabus on file for each course that includes the following elements? 
(a) Title and course description s 
~Yes 0No 
(b) Course numbers 
~Yes 0No 
(c) Course prerequisites and/or corequisites 
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[gJ Yes D No 
(d) Instructional contact hours/credits 
[gJ Yes D No 
(e) Learning objectives 
[gJ Yes D No 
(t) Instructional materials and references 
[gJ Yes D No 
(g) Topical outline of the course 
[gJ Yes D No 
(h) Instructional methods 
[gJ Yes D No 
(i) Assessment criteria 
[gJ Yes D No 
(j) Method of evaluating students 
[gJ Yes D No 
(k) Date the syllabus was last reviewed 
[gJ 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 
D Yes D No [gJ 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 
D Yes D No [gJ Not Applicable (Clock hour program) 

9.16 Do student s confirm that they receive a course syllabus and that it is followed? 
[gJ Yes D No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
[gJ Yes D No 

9.18 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? 
[gJ Yes D No D Not Applicable (there have been no graduates) 

How many calls to graduates or employers were attempted? 
There were 12 calls attempted to graduates for the certificate in vocational nursing program. 

How many calls to graduates or employers were successful? 
There were 5 successful calls made to graduates of the certificate in vocational nursing program. 

How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
Please ex~ in any discre~ ncy between the number of successful contacts and confirmations. 
All 5 of the successful contacts confirmed employment of the graduates as reported on the 2015 CAR. 
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9 .19 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
1Z1 Yes O No O Not Applicable 

9.20 Does the campus participate in Title IV financial aid? 
IZI Yes D No (If No, skip to question 9.23) 

9.21 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. Departm ent of Education for Title IV funding? 
D Yes D No IZI Not Applicable (Clock hour programs only) 

9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
D Yes D No IZI Not Applicable (Clock hour programs only) 

9.23 Are the following appropriate to adequately support the number of students and nature of the program? 
(a) Facilities. 
IZI Yes D No 
(b) Instructional equipment. 
IZI Yes D No 
(c) Resources. 
IZI Yes D No 
(d) Personnel. 
IZI Yes D No 

9.24 Are the following elements appropriately incorporat ed into the instructional components of the program? 
(a) Systematic planning. 
IZI Yes D No 
(b) Well-defined instructional objectives. 
IZI Yes D No 
(c) The selection and use of appropriate and current learning materials. 
IZI Yes D No 
(d) Appropriate modes of instructional delivery. 
IZI Yes D No 
(e) The use of appropriate assessment strategies. 
IZI Yes 0No 
(f) The use of appropriate experiences. 
IZI Yes D No 

9.25 Is there an adequ ate co re of full- and/or part-time faculty to ensure sound direction and continuity of 
development for the educational programs? 
IZI Yes D No 

9.26 Are all faculty assigned to teach in no more than three fields of instruction, with no more than five 
preparation s? 
IZI Yes D No 
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9.27 Do the facu lty members ' qualifications meet the minimum requirements out lined in the Accredita tion 
Criteria, and are their qualifications academica lly and experientially appropriate to the subject matter 
they teach and the leve l of the crede ntial awarded? 
[SJ Yes D No 

9.28 Is the size of the facu lty appropriate to the total stude nt enro llment? 
[SJ Yes D No 

9.31 Do all instructors teach no more than 32 hours per week (except for an overload of one subject allowed 
with additio nal compensat ion)? 
[SJ Yes D No 

9.32 What is the cunent studen t/teacher ratio? 
The cunent student to teacher ratio for the voca tion al nursing program is 4: 1. 

9.33 Is the cunent student-teacher ratio reasonable for the mode of delivery and course content? 
[SJ Yes D No 

LEARNING SITE(S) REVIEW REPORT QUESTIONS 

1. Who has responsibility for the administration of the learning site? Describe the individual's academic 
credentia ls and professional experience. 
Ms. Noemi St. Amo ur is the office coo rdinator for the Daly City learning site. Ms. St. Amour hold s a 
master's degree in business admini stratio n from Philippine Christian University and a bachelor's 
degree in commerce and economics from Polytechnic University of the Philippines. Prior to heli 
employment with Bay Area College of Nursing (BACN), she was office manager for the Northern 
California Nursing Academy. 

2. What is the distance (i.e. driving or walkin g distance) between the learning site and the campus that has 
administrative oversight of it? 

he Daly City learning site is located approximately 30 miles north of the Palo Alto main campus. 

3. Describe how appropriate provisions have been made for supervision and monitoring of the learning site 
by the administration of the campus that is administratively responsible for the learning site. 
Ms . St. Amour is in daily contact with the oversight campus as all decisions are made through the Palo 
Alto main campu s. Ms. Cagampan, the campu s director for the oversight campu s, makes multiple 
visits to the site each month and Mr. Yancy Aquino, director of educationa l serv ices, instruct s at the 
site and is also availab le to provide supervision. 

4 . Describe how stude nts at the learnin g site are provided with access to student services, ident ifying if 
services ~ provided at the learning site or the oversight cam~ . 

he learning site has a small learning resource center which has some print publications and 
comp uters for access to the on-line dat abases . All other student serv ices are offered via the main 
cam pus. Students may co me to the Palo Alto main cam pus or they may request an appointment in 
advance for a staff member to come to the learn ing site. All services are based out of the Palo Alto 
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mam campus. 

5. List the staff members employed only at the learning site, if applicable. 
Ms. Naomi St. Amour is the only staff member based out of the learning site. There are two art-time 
administrative assistants that have scheduled shifts at the site also. 

6. Describe how students are informed, during the recruitment and enrollment process, that they will be 
attending classes at the learning site location. Are full programs offered at the learning site or only 
courses? Please specify. 
Students enroll specifically to attend their program at the learning site. As previously stated, students 
are directed to the Palo Alto campus to enroll if they are interested in attending the program at the 
Daly City site, but arrangements can be made for an admissions representative to meet the student at 
the Daly City site. The site offers the entire vocational nursing certificate program. In addition they 
offer the following short-term programs: nursing assistant 150 clock hours; home health aide training 
program 40 clock hours; anatomy and physiology 54 clock hours; and acute care CNA 80 clock hours. 

here is currently no enrollment in the acute care CNA program or any of the short term programs. 

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. 
IT'he learning site currently has a population of 10 students. All instructors are shared with the 
oversight campus. 

8. List the instructional equi ment available for faculty and student usage at the learning site. 
he learning site contains computer equipment for students, faculty, and staff use. In addition there are 

aboratory supplies specific to the course of instruction. 

9. Describe the physical facility. Does it appear to be adequate and appropriate to support the educational 
programs offered and the current enrollment at the learning site? 

he Daly City learning site is located ju st east of the 280 freeway. The campus occupies 
approximately 2,000 square feet over two floors of a stand-alone structure. The location includes: a 
reception area, meeting room, a combined lecture room and skills lab, a learning resource center, and 
an additional lecture classroom. Street and ublic parking is available for student use. 

10. Describe how the learning site is referenced in all advertising, including the catalog of the oversight 
campus. 

he Daly City learning site is referenced as the Daly City site and is listed under the Palo Alto campus 
he learning site is approved by the Bureau for Private Postsecondary Education as a branch of the Palo 

Alto main cam_pus. 

LEARNING SITE(S) REVIEW REPORT QUESTIONS 

1. Who has responsibility for the administration of the learning site? Describe the individual's academic 
credentials and professional experience. 

he institution includes the San Jose learning site. The site is approved by both ACICS and by the 
state of California where it is listed as a Satellite of the Palo Alto main campus. The site has not had 
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enrollment for approximately six months and currently is not enrollin g. There are tentative plans to 
once again start offering short-term programs at the site in the next few month s and possibly offer the 
certificate in vocational nursing at some point in the future . There are no definitive lans for the site at 
this time and the catalog states that the site is not currently enrolling. 

2. What is the distance (i .e. driving or walking distance) between the learning site and the camp us that has 
admini strative oversight of it? 

he San Jose learning site is approximately 30 miles south of the Palo Alto main campus. 

3. Describe how appropri ate provisions have been made for supervision and monitorin g of the learning site 
by the admini stration of the campus that is admini stratively responsible for the learning site. 

he learning site currentl y has no active student s and is not enrolling. Should the site begin to enroll, 
there would need to be the assignment of appropriate admini stration and access to all student services. 

4. Describe how students at the learning site are provided with access to student services, identifying if 
services ar!:_Provided at the learning site or the oversigh t cam12,us. 
As previously stated, the site is not active, but previou sly utilized the services of the Palo Alto campus 
and student s could make appointments for staff to meet at the San Jose learning site. 

5. List the staff members em loyed only at the learning site, if applicable. 
!fhere is currently no staff employed at the learning site. 

6. Describe how students are informed, during the recruitm ent and enrollm ent process , that they will be 
attending classes at the learning site location. Are full programs offered at the learning site or only 
courses? Please ~ecify. 

he site is currently not recruiting for the site, and this is reflected in the catalog. In the p ast, students 
would enroll directly to attend the Q_fograms at the site. 

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 pop ulation. 

here are no faculty members at the site. 

8. List the instruc tional equipment availab le for faculty and student usage at the learning site. 
he team visited the site to tour the facility. The site has minimal equipment as there is no current 

enrollment. Most equipment is now located at the Palo Alto site and administration stated that the 
equipment would be relocated back to San Jose should they begin enrollment. All furnitur e is still 
currently at the site. 

9. Describe the physical facility. Does it appear to be adequate and appropri ate to support the educatio nal 
programs offered and the current enrollment at the learning site? 

he San Jose learning site is located on the first and second floors of a stand-alone building which is 
occupied by additional tenants. The institution owns the buildin g which houses the learning site. The 
approximately 4,000 square feet of the learning site include s: a learnin g reso urce center , reception 
area, two classrooms and a lab . There are multiple student lounge areas. Street and public parking is 
available near the site. 
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10. Describe how the learning site is referenced in all advertising, including the catalog of the oversight 
campus. 
1fhe learning site is referenced as a site under the Palo Alto cam us. As reviously stated, the site is 
listed as not currently enrolling in the catalog. 
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SUMMARY 

Based on the team 's review, the following areas require an explanatory response: 

Number Section Summarv Statement 
1. 3-1-100 The institution does not meet the stated objectives of its 

mission (page 4 ). 
2. 3-1-111 The CEP does not meet Coun cil requir ements (pages 5 

and 6). 
3. 3-1-112 There is no documentation to support that the CEP has 

been implemented and evaluated (page 6). 
4. 3-1-113 There is no evidence that CEP is evaluated annually 

(page 7). 
5. 3-1-512(c) The program does not adequately utilize community 

resources (page 29). 
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STUDENT SURVEY 

Please find below the results of the Student Surveys issued to several students while the team was on-site. 
Please note that these results are aggregated and are not distinguished by individual. 

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.0l. Do you receive federal financial aid? 

B.02. Are you aware of your federal financial aid loan 
repayment obligations? (Select NI A 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 NI A if no out 
of class activities have been assigned) 

Yes 

No 

Yes 2 

NoO 

N/ A 

Yes 

NoO 

Yes 

NoO 

Yes 

NoO 

Yes 

NoO 

Yes 

NoO 

Yes 

NoO 

Yes 

No 

Yes 

No O 

Yes 

No O 

N/ A O 

7 

7 

Yes 

No 

Yes 7 

No O 

N/ A .. l 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT 

D.01. Overall, I am satisfied with the quality of 
education I am receiving. 

D.02. I would recommend this institution to others. 

Agree 

Disagree o 
Neutral 

Agree ~ 
Disagree 1 

Neutral 2 
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Evaluation Team Report - Initial Grant Evaluation Report 
Main Campus ID: 00073857 
ID for Campus Visited : 00073857 
Application ID: 66494 
VISIT RESPONSE DUE DATE: March 12, 2016 

Response: Cite 1 Advisory Board CITATION 3-1-100 

ACICS 
SUMMARY STATEMENT: 
The institution does not meet the stated objectives of its mission (page 4). 

DETAILED STATEMENT: 
(Section 3-1-100): The institution does not meet the supporting objectives of 
the mission . Numeral four of the institution's mission objectives states that the 
institution will provide an academic advisory board to lend advice and 
recommendations to the institution's management and faculty concerning the 
type and content of programs and courses needed to produce graduates who 
can best be successful in a global economy to satisfy the demands and 
needs of the employer ; however , the institution does not have an advisory 
board. 

BAY AREA COLLEGE OF NURSING 

Bay Area College of Nursing has currently two advisory board members who 
are both respectable and reputable leaders in the community. 

As of March 5, 2016 , Dr. Hermenigildo Valle became an advisor of Bay Area 
College of Nursing. Dr. Valle is currently the Chief of Staff at Seton Medical 
Center in Daly City. He is also active in the Philippine Medical Society of 
Northern California , where he has been past-president , and is now president­
elect. Dr. Valle 's long experience and expertise in providing consistent quality 
medical education, staff training, patient service, and hospital compliance 
make him a valuable asset to the college. He intends to foster a culture of 
teamwork , provide strategic direction, promote quality education , and 
encourage active engagement in the community to help the school achieve its 
mission. 

As of March 1, 2016, Dennis Manzanades signed an agreement to become 
part of the Advisory Board. Mr. Manzanades is a registered nurse and a nurse 
manager at Stanford University Medical Center 's coronary care unit (CCU), 
He is a nurse educator since 2006 and operates a nursing review center on 
the side. He graduated with a masters degree in nursing (MSN) and a master 
in business administration (MBA). Mr. Manzanades ' skills and input are 

1 



essential in licensure preparation , curriculum and faculty evaluation , and 
implementation of quality of training and education. 

Bay Area College of Nursing will conduct its formal initial board advisory 
meeting on May 27, 2016. Monthly advisory calls will continue as agreed 
upon by each advisory member and the school. Being that we are a small 
institution with less than 60 student population , we intend to start with a small 
advisory board to promote higher efficiency and eventually grow to strengthen 
the existing advisory board as we add more programs and increase our 
enrollment. 

2 



Evaluation Team Report - Initial Grant Evaluation Report 
Main Campus ID: 00073857 
ID for Campus Visited: 00073857 
Application ID: 66494 
VISIT RESPONSE DUE DATE: March 12, 2016 

Supporting Document Response: Cite 1 Advisory Board CITATION 3-1-
100 

Supporting Doc Exhibit A Cite 1 3-1-100 
Signed Advisory Board Agreement 
Hermenigildo Valle, M.D. - Chief of Staff Seton Medical Center 

Supporting Doc Exhibit B Cite 1 3-1-100 
Signed Advisory Board Agreement 
Dennis Manzanades , RN MSN MBA CCRN - Nurse Manager/Nurse 
Educator/Stanford University Medical Center 



May 5, 2016 ID Code 00073857(MC) 

Ms. Rachelle Caras Cagampan 
School Director 

bacnpaloalto@bayareac ollege.edu 

Bay Area College of Nursing 
824 San Antonio Rd. 
Palo Alto, CA 94303 

Dear Ms. Cagampan: 

BAY AREA COLLEGE OF NURSING, DALY CITY, CALIFORNIA 
BAY AREA COLLEGE OF NURSING, SAN JOSE, CALIFORNIA 

Subject: Renewal of Accreditation Deferral Letter 

ID CODE 00208766(LS) 
ID CODE 00238812(LS) 

The Council considered your campus's application for a renewal of accreditation. As a result of 
its review, the Council require s additional inf01mation in the following areas of the Accreditation 
Criteria: 

1. The institution does not meet the stated objectives of its mission (Section 3- 1-100). 

2. There is no documentation to support that the Campus Effectiveness Plan (CEP) has been 
implemented and evaluated (Section 3-1-112). 

3. There is no evide nce that the CEP is evaluated annually (Sect ion 3- 1-113). 

Council Action 

Therefore, the Council acted to continue the current grant of accred itation through December 31, 
2016, and to defer further action until its August 2016 meeting pending receipt of the following 
information: 

1. Evidence that the institution's object ive, to provide an advisory board, has been fulfilled. 
Documentation must include, but is not limited to, meeting minutes, an agenda, and sign­
in sheets for the May 27, 2016, advisory board meeting and any subsequent meeting prior 
to June 15, 2016. 

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 



Ms. Rachelle Caras Cagampan 
May 5, 20 16 
Page2 

2. Evidence that the CEP has been implemented and monitored on a regular basis. 
Documentation must include, but is not limited to, CEP meeting minutes along with the 
successfu l implementation of specific activities listed in the plan and updates on the 
completion of periodic progress reports. The camp us must identify representatives who 
are assigned responsibility for implementing and monitoring the CEP. 

3. Evidence that the CEP has been and is scheduled to be evaluated at least annually. This 
evaluation must be congruent with findings from data collected. This evidence must 
include documentation showing that the goals and specific activities listed in the CEP 
have been implemented and completed . Documentation must include a two-year plan for 
review of the CEP to ensure that periodic and annual reports along with listed activities 
are completed. The campus must also submit evidence that all reviews scheduled to be 
completed have been completed. In addition, documentation of historical outcomes and 
how these outcomes have been used to achieve expected goals is required. 

The infomrntion or report s listed above must be received in the Council office electronically by 
June 30, 2016. Failure to provide all information requested by the Council may result in the 
denial of your institution's application. 

The Council is obligated to take adverse action against any institution that fails to come into 
compliance with the Accreditation Criteria within established time frames without good cause. 
Please consult the Introduction of Title II, Chapter 3 for additional information. 

Please contact Mr. Chad Hartman at chartman@acics.org or (202) 336-6841 if you have any 
questions. 

Sincerely, 
l(b)(6) , 

Anthony S. Bieda 
Executive in Charge 

c: Ms. Leeza Rifredi, California Bureau for Private Post secondary Education 
(leeza.rifredi@dca.ca.gov) (bppe@dca.ca.gov) 



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-0-152 



From: Courtney Mosley 

"thartlev@laurel edu" 
Terron King 

To: 
Cc : 

Subject: New Program Applications for Clinical Medical Assistant 
Thursday, January 14, 2016 12 :19:00 PM Date : 

Attachments: imaaeoo1 png 

Ms. Hart ley, 

Upon reviewing your diploma applications for the Clinical Medical Assistant program the following 

areas need to be addressed: 

Laurel Business Institute 
• Application Question 9 - Program start date must have specific dates.(month, day, year} 

• Application Question 10 - There needs to be a State Credential Level. 

• Your total clock/contact hours are not within 1 standard deviation of clock/contact hours for 

previous year. Please provide an explanation for the difference in your program's contact 

hours 

o Please reference the Key Operating Stat istics from 2014 

http· //www acics org/Kos asox 
• The Course numbers need to be t he same on Application, Syllabi, and Academic Credit 

Analysis 

o Comput erized Billing course has different course numbers 

• Each course needs to have the Credits Awarded listed on Syllabi 

o none list ed for MA226-Coding Essent ials 

o none list ed for MA216-Computerized Billing 

• The course catalog needs pre-requisites and course descriptions listed for each course 

Laurel Technical Institute 
• Application Question 9 - Program start date must have specific dates.(month, day, year} 

• Application Question 10- There needs to be a State Credential Level. 

• Your to tal clock/contact hours are not wit hin 1 standard deviat ion of clock/con t act hours for 

previous year . 

o Please reference the Key Operat ing Statistics from 2014 

btto·//www acjcs org/Kos asox 
• The narrative of the program needs to reflect the proper program and location of the 

program, appears to be referenc ing t he Business Institution, but t he applicat ion is for the 

Technical Institution . 

• The Course numbers need to be the same on Application, Syllabi, and Academic Credit 

Analysis 

o Computerized Billing course has different course numbers 

• Each course needs to have the Credits Awarded listed on Syllabi 

o none listed for MA226 -Coding Essentials 

o none listed for MA216-Compute rized Billing 

• The course catalog needs pre-requisites and course descriptions listed for each course 



Please revise t hese documents and include date of revision in the file name so t o easily differentia te 

the new files . Additionally, please not ify me via e-mail when you have uploaded t he updated 
requested document s. 

Mr. Courtney Mosley 
Program Analyst I 
Accrediting Council for Independent Colleges and Schools 
750 First Street, NE I Suite 980 I Washington, DC 20002 
WWW acjcs O(Jl I 202.336.6844 · p I 202.842.2593 - f 

C o NF1D& llALTTY N o11a;: : 

·n1is communication is only intended for the persons or entities to which it is addressed or copied and may contain information tbat is 

confidential and/or privileged in some way. Distribution or copying of this communication or the information contained herein is not 
expressly authorized. ACICS reserves the right to disclose this communication as required by law without the consent of the persons 
or entit ies to which this communication is addressed. 



Laurel Business Institute Explanation of Program Length 

Clinical Medical Assistant 

Our proposed Clinical Medical Assistant Diploma Program consists of 1,215 hours and 55 credits. 

It would take students three semesters to complete the program which equates to one calendar 

year. Per the Key Operating Statistics from 2014, the average number of hours for a 

Medical/Clinical Assistant (51.0801) program is 878 with a standard deviation of 143 for a total 

of 921 hours. Our program exceeds this by 294 hours. 

Our program was designed to best prepare the students for employment within a medical 

setting-front and/or back office. Current business and staffing trends support the need to 

have knowledgeable and educated staff to fill in wherever they are needed. Our local 

employers who reviewed and supported the program are very pleased with the number of 

clinical hours in the program as well as the administrative content in the areas of medical office 

procedures, coding, and billing. Additionally, the students are well-versed to function effectively 

in the office in the areas of medical terminology, anatomy and physiology, pathophysiology, and 

pharmacology. Our students received a full course in phlebotomy that makes them eligible to 

sit for phlebotomy certification with NCCT (National Center for Competency Testing). This 

certification opens more employment opportunities for graduates of this program. The content 

of the program also prepares the graduates to sit for certification as Certified Medical Assistants 

also through NCCT. To ensure that students are prepared for employment, we are providing 

students with 2 internships/300 total hours in functioning medical facilities. Often times, 

internships lead to direct employment offers for our students. It isn't a guarantee but it 

certainly is known to happen. 

Our mission statement is .. 

Laurel Business Institute will strive to provide the highest quality career education and 

professional certifications for individuals seeking employment in various fields in response to 

the needs of the regional employer community. 

This Clinical Medical Assistant program was designed with our mission statement at the center 

of it. This proposed program does allow Laurel Business Institute to provide the highest quality 

career education and two professional certifications for our graduates which is in response to 

the needs of our regional employer community. It is a mission we have taken very seriously 

since 1985. 



I NEW PROGRAM APPLICATION 
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•
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Revised: March 20 l4 v.B 

This application is to be completed fo r all new programs. All information including additional docum entation is 
requ ired unless otherwise indicat ed. All new program applications must be in Engl ish and submit ted electronicall y. 
Please note that ACICS expects profess ionalism in all publications. Writing should be clear and grammatica lly 
correct Any docum ents needed for an application that are in a language other than English must be accompanied by 
an English translation. Ap)lroval letters will be sent via e-mail to the attention of the a)l)llication 1>reparer using 
the cam1>Us' email address. 

NOTE: Jfthe application preparer's email address has the same domain as the campus (the informationfo llowing the "@'; , the 
approval leuer will also be senl to this email accounl. However. if this accozml domain is @gmail.com or @)yahoo.com or any 
domain other than the campus, the approval will only be sent to the campus email account. 

Campus/Institution Information 

Campus Name, City, State au rel Business Institute 

Campus ACICS ID: p0010825 I Classification: Ma in 

lfBC , Main Campus ACICS ID: ] ] -'-'----

Application Preparer Information 

Application Preparer ' s Name 

Telephone *Email: 

Branch Campus (BC) 

* If the preparer 's email domain is ,wt the same as the campus, staff will correspond to the application preparer during the 
review process using their email address above; however the final approval letter will be sent lO the institution's email account 
Of,lLY. 

Substantive Change to the Institution's Scope of Accreditation Information 
A "YES" response to either 2.b., 3.b., 4.b., or 5. will constifll te a subst.antive change to the instif11tion 's scope of accreditation 
and require additional review by 1he Council pn ·or to approval of the new program . Preli mina1y review of !his application will 
include validating the responses to the instill/lion's current scope of accreditation . If staff review conflicts with information slated 
on !his application, a revised application may be req11ested. 

!11 addition, if an institution or camp11s is seeking to offer courses or a program via on line, a Distance Education Application or 
an Expansion to Distance Ed ucation App lication must be submi tted. Approval of this activity will not be accepted 1hrough the 
New Progra m App lication process . 

1. Is this application being submitted in response to a team visit? 

IDGHER CREDENTIAL LEVEL 
2. Is this new program of study the first at this credential level; 

a. at this campus? 
b. within this institution? 

(An institution is de.fined as the Main and all Branch locatums) 

OUT OF SCOPE (see out-of scope worksheet attached to the ACA) 

Yes ITIJ 

Yes 
Yes HE 

No DK] 

No 
No 
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NEW PRO GRAM AP PLICATION 
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3. 

4. 

5. 

6. 

Is this new program of study significantl y different from existing offerings 
of educational programs (referre d to as out-of-scope ); 

a. at this campus? 
b. within this institution? 

(An institution is defined as the Main and all Bran ch locatfons) 

DIFFERENT DELIVERY METHOD 
Is this new program of study t11e first to offe r 100% of the coursework in a 
language other t11an English ; 

a. at this campus? 
b. within this institut ion? 

If YES, list tl1e language: 
(An institution is define</ as t/ze Main and all Branch wcations) 

Is tlus new progrnm of study the first to offer coursework v ia distance 
education; 

a. at this campus? 
i. If NO, please identify tl1e ACICS DE approval: 

ii. If NO, provide the date of the DE visit: 
b. within this institution? 

(An institution is defined as the Main and all Branch locations) 

OTHER SUBSTANTIVE CHANGES 

Yes 
Yes 

Yes 
Yes 

HE 

HE 

Is tlus new program of study increasing ilie total credits to an existi ng l7 
program by 25% or greate r? Yes UlJ 

Program Detail 

No 
No 

No 
No 

No 

En ter the program name as if is approved by 1he state, excluding the credential level (Exceptions, Masters of Business 
Adm inistratio n or Docto r of Business Ad mini stralion., etc.) 

7. Program Name: Clinical Medical Assistant CIPCODE: 1.0801 

8. Crede ntia l Level: Certificate 11 Diploma tx j Occupational Associate' s 11 Academic Associate's 

Bachelor' s Degree 11 Master's Degree 11 Doctoral Degree 

9. Proposed Start Date: irvtay 24, 2016 I 
if the state identifies 1he credential level di.l]erelll/y 1ha11 AC/CS, please provide the s1a1e crede ntial leve l below. 

10. State Crede ntial Level: Diploma (Tlte state does not identify t/ze credential level diff erently.) 

11 

I 

New programs must be initiated within one year of the planned start date. Programs which are not initiated within one year of their planned start 
date must submit a formal request to "extend the proposed start date". This request requires the Council approval before implementation. If the 
program start date is not extended beyond one year and is not started within the initial year, it will no longer be considered an approved 
program at the campus in question and will be considered surrendered. If a program is being taught out, the campus is required to notify 
AC/CS and provide confirmation of the date the program is no longer active. 

11. Is tlus a clock-ho ur progra m? Yes 
12. Unit of credits awa rded? Quarter 

~..::....~- +-'--'----'------'--'---''-------'--'--'---, h--~-~ 

13. Total c red it hours awa rded: 55 1215 I 
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15. Program LengtJ1 (in weeks): Minimwn: I ~5 I Maximum : .... I &_' j_· .._I _ _. 

Nfinimum and maximum weeks should reflect difference in scheduling (day/even ing not part-time /full-time) 

16. Progrnm Lengt h (in academic years) Minimum I [1 I 
17. Weeks per academic yea r I @s I I ._._~ _ _. Maximum ..... I l_l ~I __ ~ 

Narrative 

CAMPUS MISSION 

18. What is the mission of U1e institution? (Re~trict text box to 1,500 characters with spaces) 

!Laurel Business Institute will strive to provide the highest quality career education and 
professional certifications for individuals seeking employment in various fields in response to 
the needs of the regional employer community. I 

19. What are the objec tives of the new program? 

!Clinical Medical Assistants perform administrative and clinical duties under the direction of a 
physician. Clinical duties may include taking and recording vital signs and medical histories, 
preparing patients for examination, drawing blood, and administering medications as directed 
by the physician. Administrative functions may include scheduling appointments, maintaining 
medical records, billing, and coding for insurance purposes . 

As part of this program, students will take courses in Medical Terminology, Anatomy & 
Physiology, Phlebotomy, Pathophysiology, Pharmacology, Medical Law & Ethics, Medical 
Billing, and Coding. In addition, they will take three clinical courses that include learning and 
practicing a variety of hands on skills used to assist the physician. 

Graduates of this program will earn a Diploma. The following certifications are available for a 
graduate in this program: Certified Medical Assistant, Phlebotomy, CPR, and First Aid. I 

Describe how these objectives conform to the mission of the institution. (Restrict text box to 1,500 characters 
with spaces). 

[By providing this program to our region, we are fulfilling our mission as stated above. We are 
providing our area employers with skilled individuals seeking employment. ] 

COMMUNITY/PROFESSIONAL RESOURCES UTILIZED IN PROGRAM DEVELOPMENT 

20. What types of conununi ty or professiona l input were utilized to develop the program? 

~he Laurel Business lnstitute's process of submitting any new program includes important 
input from local community employers to ensure there is a sustainable job market for our 
graduates of the program . This professional input is a very important part of the process in 
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developing a curriculum to ensure that the necessary skills are being taught to our students 
and that employment will be available to the graduates. A Program Advisory Meeting was 
held with area professionals in the field to determine a need for this program. Feedback to the 
program was very positive as those present agreed that there is a growing need to find 
available applicants who are clinical medical assistants. J 

Please upload as one document copies of all minutes of advisory board meetings pertinent to this application 
and include the names and qualifications of members. (See step 3 in the New Program Appl ication Process) 

21. State the qualifications for persons who: (Restrict tex't box for each of the responses below to 1,000 characters 
with spaces) 

a) designed the curriculum 

!This curriculum was designed by allied health professionals and educators who had years 
of both professional and teaching experience along with those who attended the program 
advisory meeting. The curriculum was built from our existing Occupational Associate 
Degree Medical Assistant Program. The decision to offer this program as a Diploma came 
from feedback from employers , consideration of earnings potential , and the gainful 
employment environment. By focusing on highly desirable hard skills, the program length 
and overall cost is reduced. For students wishing to earn a Degree, the degree program 
would still be available to them. I 

b) will supervise the new program 

Program Director for Respiratory Therapy and Allied Health Supervisor , will 
supervise the faculty . ~olds a BS in Respiratory Care and MEd from Indiana 
University of Pennsylvania. 

LBI Executive Director and on-site Campus Director will review the program. 
--has been with LBI since 1996 in a variety of roles with increasing responsibility. 
She holds a Master's Degree in Education in Math and Computer Science from California 
University of PA and a BA in English and Psychology from Geneva College. -is 
an ACICS Reviewer as well as a PDE (PA Dept. of Education) Reviewer making on-site visits 
to review curriculum, student relations, and school operations. She participates in a 
variety of webinars through ACICS and workshops offered through PAPSA (Pennsylvania 
Association of Private School Administrators) in areas of school management, staff 
development , and student relation s. I 
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22. What resources are needed and available to offer the proposed program at fuH operation at the campus 
submitting this new program application? 

We already have a medical assistant classroom so all necessary resources are available to offer 11 

this program. 

a) List tJie exist ing and new courses needed to implement the program: 

Exist ino Courses fat this camou s) New Courses (at this camous) 
128-Clinical I I MA104-Medical Law & Ethics for Health Care Professionals I 
228-Clinical II I MA216-Computerized Billing I 
328-Clinical II I MA219-Pharmacology I 
321-Phlebotomy I MA226-Coding Essentials I 
121-Medical Terminology I 
122 Anatomy & Physiology I 
220--Pathophysiology I 
225 Electronic Medical Records I 
222-Medical Office Procedures I 
329-Certification Prep I 
101-Keyboarding I I 
131-lntroduction to Computers I 
T291-Career Development I 
501-lnternship I 
502-lnternship I 

b) List the existing and new physical resources needed (e.g., classrooms, librar ies, institutional resources and 
equipment, and clinical sites): 

Existin!! Phvsical Resource s (at this camuu s) New Phvsical Resources <at this camuus) 
Televisions/DVD players I 11 

Computers/Printers I 11 

Classroom space I 11 

Clinic Space I 11 

11 
11 
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23. What are the entrance requirements or methods used to determine whetl1er prospective students will be able to 
fulfill program requirements? 

[Applicants to Laurel Business Institute/Laurel Technical Institute are considered without 
regard to age, race, color, creed, religion, sex, national origin, marital status, non-job related 
physical disability, or any other legally protected classification. 
The following criteria must be met to complete enrollment for all LBI/LTI programs: 
• Admission interview 
• Application for admission 
• Minimum score on Wonderlic SLE Examination - {14 for Clinical Medical Assistant) 
• Enrollment Agreement (Application must be 18 years of age to sign or document must be 
cosigned by a parent or guardian) 
• Statement of Understanding specific to program of enrollment 
• Student Disclosure Form 
• High School diploma, certificate or other certified document as official proof of graduation 
from an institute providing secondary education, General Education Diploma {GED), or the 
equivalent of such graduation as recognized by the United States and Pennsylvania 
Department of Education 
• Interview with Financial Aid and completion of FAFSA Federal Student Aid Application if 
student is applying for financial assistance 
• Payment of $50.00 application fee* 
• Some LBI/LTI programs have additional admission requirements** 

* Payment of the Application Fee at time of enrollment may be waived for students re­
entering LBI/LTI within less than 364 days of having withdrawn, graduates from an LBI/LTI 
program , and recipients of financial assistance from an agency that covers the tee for the 
student. Third party funding must be verified in order for the payment of the Application Fee 
to be waived. 

**All Clinical Medical Assistant students have to pass a Criminal Background Check. 
j 

a) How do these requirements compare with requirements for existing progrc1ms at tllis campus? (This tex1 
bo x is linlited to 1,000 characters) 

~hese are our standard requirements for Admission . The key variation is the minimum score 
on the Wonderlic SLE Examination. J 
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No I._._I _._I _, 

NOTE: If YES, the externsh.ip agreement or a SAMPLE extemship agreement MUST be uploaded to 
complete this application 

a) TfYES, please identify potentfal extemship sites: 

Comnan v Name Locat ion 
Central Greene Pediatrics I Way nesburg, PA I 
Farmington Medical Center I !Farmington, PA I 
Fay-We st Family Practice I !Mt. Pleasant, PA I 
Southwest Womens Health I !Uniontown , PA I 

b) If YES, Describe student responsibilities and method of supervision as outlined in the ex.ternsbip 
agreeme nt. (Lim ited to 1,000 chamcters) 

rrhe FACILITY will provide an educationa l internship to the student consisting of work functions 
that are directly re lated to the student's program of study. The STUDENT will maintain a 
mutuall y agreed-upon work schedule and successfully complete 150 hours for each Internship 
scheduled. 

The FACILITY will provide an orientation informing the student on the site 's policies and 
procedures . 111e STUDENT will attend the orientation and follow the work rules of the 
FACILITY . The STUDENT must comp lete all required FACIL[TY requirements prio r to 
beginning the Internship. 

The FACILITY will provide appropriate instruction and supervision of the students by qualified 
personnel to mee t the standards and the objectives of the educational program . 111e STUDENT 
will take assignments, direction, and feedback acco rdingly . 

The FACILITY will approve, sign, and submit the intern 's timesheets . The STUDENT will 
complete time documents within dead lines . 

The FACILITY will agree to complete and submit to the SCHOOL an eva luation of each 
student 's performance during the fieldwo rk experience according to the format and tim e frame 
establ ished by the SCHOOL. A mid-semes ter onsite evalua tion and a final evaluation are 
required to be completed by the FACILITY . The STUDENT will be informed of their progress 
by the FACILITY. 111e SCHOOL will address any areas of deficiency reported directly with the 
STUDENT and forn1 an Actio n Plan for Improvement, as necessary . 

The FACIL ITY will determine if the student participating in the internship program on their site 
will be on a paid or unpaid basis. The internship program does not preclude or guarantee any 
future employment of student interns with the internship site. The STUDENT is aware that 
most internships are unpaid and the required learning experience is valuab le to the ir future. 

I 
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NoEJ 

a) If yes, describe how the curriculum will develop the competencies to enable students to meet the licensing 
or certifica tion requirements of the state . 

26. Does the state licensing agency require new prof,'T3Jns to be approved? Yes [KIJ No~III~ 

a) If yes, describe previous or concurrent evaluation procedures tliat the state approval agency requires and 
submit evidence of state approval received (or proof of exemption from state approval). All institutions 
must submit copies of official documentation issued by their state. 

ifhe Pennsylvania Department of Education, State Board of Private Licensed Schools must approve all 
new programs before a school can initiate a program that will be offered as preparation for entry into 
an occupation. This process includes submitting detailed applications and supporting documents. We 
were approved by the Pennsylvania Department of Education, State Board of Private Licensed Schools 
on December 1, 2015. J 

27. Does the program include training conducted by a third party? Yes [CJ No l~fx-~ 

a) If yes, explain , including percentage offered . (Limited to 1,500 characters) 
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If this program is identical to programs submitted for multiple locations at the same time, list the primary campus 
and tJ1e ACICS unique ID (000x.,xxx) for all other locations. 

00010825 ACICS ID for l ' 1 a1)1)1ication location (see Schedule of Fees) 
Below list theAG'/CS ID for each cttmvus included in this submission with the same vr oJ!ram. 
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See INSTRUCTIO NS worksheet for detailed instructions and how to print the worksheet. 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

X 

ACICS ID: 00010825 Institution Name: Laurel Busines s Institute 

Program Name: Clinical Me dical Assistant Program Length (wks): 45 
rogram engt m 
Academic Years: 1 

49.00 .. en 
:i 
0 
0 .. 
0 
0 

[SELECT ONE] Clock 
•see INSTRUCTTONS tab, step #3 for further guidance on adjustments to the 
definition of a credit . 

*Identify the inst itution's ,___ ...... Q_u_art_e_r ___ __ _ 1_0 _ _ 1ec_1u_re_h_rs_ -+-__ 2_0 __ .. 1a_oat_ocy_ h_rs ___ ___,,___3_0_-+-extem __ s_hi_p _hrs_ 

unit of credit: X Semester 15 lecture hrs 30 labatocy hrs 50 extemship hrs 

[SEL ECT ONE] O certificate 

ACICS Credential Awarded :W Diploma 

TOTAL Core Course Requ irement is: 0 

TOTAL G Ed R t. O en equ 1remen 1s: 

TOTALS -

C: C: .. 0 
(G~ u; 

Course C: .. ~ .. 
.. u .. u 
~ -5 C: :, 

Number Course Titles ow 
.. -c 
C) w 

128 Clinical I 

228 Clinical II 

328 Clinical Ill 

121 Medical Terminology 

122 Anatomy & Physiology 

220 Pathophysiology 

MA219 Pharma cology 

321 Phlebo tomy 

329 Certification Prep 

MA226 Coding Essentials 

MA216 Computerized Billing 
Medical Law & Ethics for Health 

MA104 Professionals 

225 Electronic Medical Records 

222 Medical Office Procedures 

131 Introduction to Computers 

101 Keyboarding I 

T291 Career Development 

501 Internship 

502 Internship 

c=J occupational Associale's 

c=] Academic Associate's 

c=J sachelors Degree 

c=] Masters Degree 

!Doctoral 
._ ___ _._Degree 

AC/CS rounds down total credits per course to the nearest half . See INSTRUCTIONS tab, step II 9 for 

further au/dance on roundina down to the nearest whole and use o the Optional column . 
555.00 360.00 300.00 1,215.00 37.00 12.00 6.00 55.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Enter total 

Clock I Contact Intern Total Credits adjusted credits 

Lecture Lab Externsh ip Hours Lecture Lab Extern Awarded per course 

30.00 120.00 150.00 2.00 4.00 - 6.0 

30.00 120.00 150.00 2.00 4.00 - 6.0 

15.00 60.00 75.00 1.00 2.00 - 3.0 

45.00 45.00 3.00 - 3.0 

75.00 75.00 5.00 - 5.0 

45.00 45.00 3.00 - 3.0 

30.00 30.00 2.00 - 2.0 

45.00 45.00 3.00 - 3.0 

15.00 15.00 1.00 1.0 

30.00 30.00 2.00 - 2.0 

30.00 30.00 2.00 - 2.0 

15.00 15.00 1.00 - - 1.0 

45.00 45.00 3.00 - 3.0 

45.00 45.00 3.00 3.0 

15.00 30.00 45.00 1.00 1.00 - 2.0 

15.00 30.00 45.00 1.00 1.00 - 2.0 

30.00 30.00 2.00 . 2.0 

150.00 150.00 - 3.00 3.0 

150.00 150.00 - 3.00 3.0 

- - - - -
- - -

-
- - - -
- - -

- - -
- - -
- - -
- - -

. - - . 

- - -

- - -
- - - . 
- - -

- -
- . - -
- - -
- - -
- - -
- - -
- . . -
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Accred itin g Council for Ind epen den t Colleges and Scho ols 
ACADEMIC CREDIT ANALYSIS 

New Program App lication Process 

I Institution Name:k aurel Business Ins t it ute 

V.09.10.15 

Program Name: Clinical Medical Assistant I Program Length (wks):I 
Program Length ml 
Academic Years:! 1 

49.00 .. 
<II 
:j 
0 
0 .. 
0 
0 

[SELECT ONE] Clock 
•see INSTRUCTIONS tab, step #3 for further guidance on adjustments to the 
definition of a credit. 

*Identify the in sti t ut ion 's 1----+- Q_u_art_e_r ______ 1_0 __ 1ec_1u_re_ h_rs_-+- __ 2_0 __ 1-1a_ba_t01Y ___ h_r_s ----+-- 3_0_-+- ex1em __ s_hi __ p _hrs_ 

unit of credi t: X Semester 15 lecture hrs 30 labatOI)' hrs 50 extemship hrs 

[S ELECT ONE] O certifica te 

ACIC S Credential Awarded: W Diploma 

TOTAL Core Course Requirement is: 0 

TOTA G Ed R O L en equ 1rement 1s: 

TOTALS -

C: C: .. 0 - .2 u .: .. -
Co urse 

C: .. ~ .. 
!3 u .. u 
<II ::, C: ::, 

Number Cour se Titl es ·-,, .. "C 
ow C) w 

.. -, --

555.00 

c=J occupa tional Associate's 

c=] Academic Associate's 

c=J Bachelors Degree 

c=J Masters Degree 

I Doctoral 
----- Degree 

AC/CS roun ds down 1010/ credits per course to the nearest half . See INSTRUCTIONS tab, step# 9 for 

further auidance on roundlna down to the nearest whole and use o the Ootional column. 

360.00 300.00 1,215.00 37.00 12.00 6.00 55.00 Optional 

CONTACT HOURS ACADEMIC CREDIT HOURS 

Enter total 
Clock I Contact Intern Total Credits adjusted credits 

Lecture Lab Externship Hours Lecture Lab Extern Awarded per course 

- - -
- -
- - -
- - -
- - - -
- - -
- - - -
- - -
- - -
- - . - . 
. - -
- - - - -
- - . . 
. - -

. . . 

. - -
- - . -
- - -
- -
- - -
. - -

- - -
- - - - -. -. - ·• 
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Clinical Medical Assistant~ Diploma 
12 Month s 

Clinical Medical Assistant s perform adm inistra tive 
and clinical duties under the direct ion of a physician . 
Clinical dut ies may incl ude tak ing and recording vital 
signs and medical histor ies, preparing patients for 
examination, dr aw ing blood , and administering 
medicat ions as directed by the physician. Adm in istrative 
functio ns may include schedu ling appointments, 

maintaining med ical records, billin g, and coding for 
insurance purposes. 

As part of thi s prog ram, students will take courses in 
Medica l Term ino logy, Anatomy & Physiology, 
Phlebotomy, Pathop hysiology , Pharmaco logy, Medica l 
Law & Ethics, Medica l Billing, and Coding . In addition , 
they wi ll take three clinica l courses that include learning 
and pract icing a var iety of hands on ski lls used to assist 
the physician. 

Graduates of this program wil l earn a diploma. 

Careers 

• Med ical Assistant 

• Cert ified Medical Assistant 

• Medica l Office Assistant 

• Unit Clerk 

• Medical Secretary/Medica l Assistant 

• Patie nt Care Technician 

Certification s Available 

• Certified Med ical Assistant 

• Phle botomy 

• CPR 

• First Aid 

Laurel Business Institute has established a Program 
Advisory Committee to ensure that the curriculum is 
consistent with current job market trends and employer 
needs. Upon recommendation from th is committee, Laurel 
Business Institute reserves the right to make program changes 
to better prepare our students for the job market. Changes 
are made with the approval of the Pennsylvania State Board of 
Private Licensed Schools and the Accrediting Council for 
Independent Colleges and Schools. 

* For more information about our graduation rates, the median 

debt of students who completed the program and other important 

information, please see Consumer Information Disclosure found on 

page 16 and on the website at http://nces.ed.gov/collegenavigator/ 

PROGRAM COURSES 
Course# Course Cl. Cr. 

128 Clinical I 150 6 

121 Medical Terminology 45 3 

228 Clinical II 150 6 

122 Anatomy & Physiology 75 5 

225 Electronic Medical Records 45 3 

328 Clinical Ill 75 3 

321 Phlebotomy 45 3 

220 Pathophysiology 45 3 

222 Medical Office Procedures 45 3 

MA104 Medical Law & Ethics for Healt h Professiona ls 15 1 

MA216 Computerized Billing 30 2 

MA219 Pharmacology 30 2 

MA226 Coding Essentials 30 2 

329 Certificat ion Prep 15 1 

131 Introduct ion to Computers 45 2 

101 Keyboarding I 45 2 

CAREER PREPARATION 

501 Internship 150 3 

502 Internship 150 3 

T291 Career Development 30 2 

1215 55 
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101 Keyboarding I (2 credits- 45 hours) 

The course emphasizes the development of correct techniques in keyboarding. Specific standards of 

speed and accuracy are required. Prerequisite: None 

121 Medical Terminology (3 credits - 45 hours) 

The course emphasizes the development of correct techniques in keyboarding. Specific standards of 

speed and accuracy are required. Prerequisite: None 

122 Anatomy & Physiology (5 credits - 75 hours) 

The student will become acquainted with anatomical structures and their corresponding body functions. 

The major body systems will be studied in depth. The corresponding disease process for the common 

bodily malfunctions of each system will be included. Actual case situations will be discussed to facilitate 

application principles. Prerequisite: None 

128 Clinical I (6 credits-150 hours) 

This course is designed to prepare the student in basic clinical skills essential to becoming a medical 

assistant. These skills will include physical exam preparation, vital sign measurements, medical asepsis 

and infection control procedures, as well as an introduction to medical assisting, health history and 

communication techniques. Prerequisite: None 

131 Introduction to Computers (2 credits- 45 hours) 

This course provides students with knowledge and skills needed to operate a computer with Microsoft 

Windows® system software. It includes explanations of hardware, and hands-on skills for using 

Microsoft Windows®, Microsoft Warde;:, Microsoft Excelc;:, and Microsoft PowerPoint®. Prerequisite: 

None 

220 Pathophysiology (3 credits- 45 hours) 

This course is designed to provide the student with advanced knowledge of clinical medicine, and with 

specific understanding of disease processes, signs and symptoms, diagnosis, treatment, prognosis and 

prevention. This study includes pediatric, adult and geriatric patients. The student will also gain 

understanding of corresponding diagnostic tests and drugs that relate to each system. Prerequisite: 

122 Anatomy & Physiology with a "C' grade or better or advanced placement. 

222 Medical Office Procedures (3 credits- 45 hours) 

This course familiarizes the student with the fundamentals of using Windows,:,;;-based medical office 

management software for appointment scheduling, procedure posting, medical billing, payment 

posting, patient billing, patient collections, and insurance tracking and follow-up. Prerequisite: 101 

Keyboarding I, 131 Intro to Computers with a "C' grade or better or advanced placement. 
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225 Electronic Medical Records (3 credits- 45 hours) 

This course is designed to introduce students to the current medical clerical occupations and the 

practices related to maintaining medical records, insurance billing and legal concerns. Discussion will 

cover critical aspects of the duties and responsibilities of medical clerical workers to include assembly, 

analysis, and completion of medical records, numbering and filing methods, documentation, forms and 

release of information. Students will complete a manual medical records simulation, and also research 

and report on one critical aspect of medical records. Prerequisite: None 

228 Clinical II (6 credits-150 hours) 

This course is designed to give the student more advanced clinical skills that are essential to becoming a 

medical assistant. These skills will include pharmacologic principles, injections, assisting with minor 

surgical procedures, sterile aseptic techniques, and documentation. The student will also complete a 

skills checklist during the semester. All skills must be completed satisfactorily to progress to Clinical Ill. 

Prerequisite: 128 Clinical I with a "C" grade or better or advanced placement. 

321 Phlebotomy (3 credits- 45 hours) 

This course will enable the student to become knowledgeable about the functions of the clinical 

laboratory and the phlebotomist. Students will be exposed to the terminology and the anatomy and 

physiology necessary to be a phlebotomist and will also have hands-on experience in phlebotomy 

techniques. This course will also explore the various departments and testing that occur within the 

clinical laboratory. Prerequisite: 228 Clinical II with a "C" grade or better or advanced placement. 

328 Clinical Ill (3 credits- 75 hours) 

This course is designed to further expand the student's knowledge and application of the clinical skills of 

the medical assistant and to coordinate closely with the internship program. This course includes an 

introduction to safety measures and regulatory requirements in the clinical laboratory, urinalysis, 

hematology, microbiology, serology concepts and procedures, physical therapy modalities, and the 

performance of electrocardiography. Students will also become certified in first aid and CPR. 

Prerequisite: 228 Clinical II with a "C" grade or better or advanced placement. 

329 Certification Prep (1 credit-15 hours) 

This course will prepare medical assistant students to take the medical assistant certification test. 

Prerequisite: 328 Clinical Ill with a "C" grade or better or advanced placement. 

501 Internship (3 credits-150 hours) 

These 150-hour internships are designed to provide the student with the opportunity to apply classroom 

skills and theory to a real work environment. The internship is a cooperative effort between the school 

and regional businesses, government, and nonprofit agencies. Prerequisite: None 
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502 Internship (3 credits-150 hours) 

These 150-hour internships are designed to provide the student with the opportunity to apply classroom 

skills and theory to a real work environment. The internship is a cooperative effort between the school 

and regional businesses, government, and nonprofit agencies. Prerequisite: None 

MA104 Law & Ethics for Health Care Professionals (1 credit-15 hours) 

This course will enable students to develop an understanding of the legal, ethical, and moral 

implications of working in a medical setting. The role of the allied healthcare professional will be 

emphasized. Prerequisite: None 

MA216 Computerized Billing (2 credits - 30 hours) 

This course is designed to introduce the student to computerized patient billing, managing patient data 

with a computerized system, entering data, processing transactions and claims, and producing reports. 

Prerequisite: None 

MA219 Pharmacology (2 credits- 30 hours) 

This course is designed to introduce the student to the proper pronunciation, spelling, and basic 

pharmacological use of commonly prescribed medications. Review of approved medical abbreviations, 

interpretation of prescriptions, dosage calculations, and drug administration will be utilized for theory 

application. Prerequisite: 122 Anatomy & Physiology with a "C' grade or better or advanced placement. 

MA226 Coding Essentials (2 credits - 30 hours) 

The focus of this course is to learn the coding rules for the CPT, ICD-10-CM, coding systems and then 

apply the rules to code patient services. In addition, a variety of payment systems will be presented. 

The medical topics of Medicare fraud/abuse are also reviewed. Prerequisite: 122 Anatomy & 

Physiology with a "C' grade or better or advanced placement. 

T291 Career Development {2 credits - 30 hours) 

This course is intended to provide the graduating student with information, instruction, and practice in 

job exploration, career planning, and job search techniques. The student will receive instruction about 

employment applications, cover letters, resumes, and use of the Internet. In addition, emphasis will be 

placed on the development of effective interview skills through classroom practice and role-playing. To 

complete the course requirements, each student will participate in a one-on-one interview. 

Prerequisite: None 



Clinical Medical Assistant 
(Diploma) 

Name 

First Semester 

128 Clinical I 

121 Medical Terminology 

122 Anatomy & Physiology 

131 Introduction to Computers 

101 Keyboarding I 

225 Electronic Medical Records 

Second Semeste r* 

228 Clinical II 

220 Pathophysiology 

222 Medical Office Procedures 

328 Clinical Ill 

MA219 Pharmacology 

321 Phlebotomy 

MA104 
Med ical Law & Ethics for Health Professionals 

Third Semester 

MA226 Coding Essentials 

MA216 Computerized Billing 

T291 Career Development 

329 Certification Prep 

501 Internship 

502 Internship 

Clock Hou rs 

150 

45 

75 

45 

45 

45 

405 

150 

45 

45 

75 

30 

45 

15 

405 

30 

30 

30 

15 

150 

150 

390 

1215 

Dual Major _______________ _ 

Date _______________ _ 

Credits Days Tim es 

6 Mon -Thurs 8:00 -10:30 

3 Mon, Wed 10:30-12:00 

5 Mon-Thu rs 12:45-2:00 

2 Tues, Thurs 10:30-12:00 

2 Tues, Thurs 2:00-3:30 

3 Mon, Wed 2:00-3:30 

21 Days Tim es 

6 IA Side/Mon -Thurs 8:00-1:00 

3 A Side/Mon-Thurs 1:30-3:00 

3 IA Side/Mon -Thurs 300-4:30 

3 B Side/Mon -Thurs 8:30 -11:00 

2 B Side/Mon-Thurs 11:00-12:00 

3 B Side/Mon-Wed 1:00-3:00 

1 B Side/Thurs 1:00-3:00 

20 Days Times 

2 p t 5 wks/Mon-Wed 8:00-10:00 

2 1st 5 wks/Mon-Wed 1:00-3:00 

2 1st 5 wks/Mon-Wed 10:00-12:00 

1 1st 5 wks/Mon -Wed 1:00-3:00 

3 2"d 5 wks/Mon-Fri 30 hours a week 

3 13'd 5 wks/Mon-Fri 30 hours a week 

14 

55 
Effective: 09/2015 

*Semester 2: Side A runs unti l midterm. Side Bruns from midterm. 7.5 weeks on each side. 



pennsylvania 
DEPARTMENT OF EDUCATION 

December 01, 2015 

Ms. Nancy M. Decker 
President and CEO 
Laurel Business Institute 
11 East Penn Street 
Uniontown, PA 15401 

Dear Ms. Decker: 

At its November 19, 2015, meeting, the State Board of Private Licensed Schools approved the 
application for the new program entitled Clinical Medical Assistant, pending the submission of 
additional information. The additional information has been received and reviewed for approval. 

You may consider this letter official verification of approval, and you may now advertise, recruit, 
and enrol! students in the following program: 

Clinical Medical Assistant 

Length of 
Program Tuition 

55 Semester Credit Hours $13,191 

Registration/ 
Application Fee 

$50.00 

Best wishes for success with this program. If you have any questions or concerns, please 
contact me. 

Sincerely 

Robert L. Kline, Board Administrator 
Division of Higher and Career Education 

Department of Educalion 
333 Market Street I Ha<risburg, PA 17126 j W\vw.education.pa.g ov 



Laurel Business Institute/Laurel Technical Institute 
101 Keyboarding I 

2 Credits - 45 Contact Hours 

Instructor: 

Sample Schedule: First Term Tuesday, Thursday 2 00-3 30 

Course Description: The course emphasizes the development of correct techniques in keyboarding. 
Specific standards of speed and accuracy are required 

Prerequisite: ~one 

Ted: Gregg College Keyboarding & Document Processing, Lessons 1-60, 11th Edition by Scot 
Ober, Jack Johnson, and Arlene Zimmerly \1cGraw Hill CG 2013 

Software: Online GDP Software 

Resource \1aterials: None 

Equipment: Computers; printer. 

Course Objectives: Lpon completion of Keyboarding 101, the students should be able to: 

Learn the alphabetic, number and :,ymbol keys by touch while following these basic 
techniques: 

A. position of hands and fingers 
B proper keystroking 

2. Improve keystroking continuity and speed while emphasizmg proper keyboarding 
techniques. 

3 Build keystroking skills to higher levels of speed and accuracy 

4 Learn the ten-key numeric keypad building both speed and accuracy. 

5 Demonstrate acceptable language arts skills in comma usage, grammar, sentence 
structure, spell mg, and capitalization 

6. Keyboard three-minute timed writings achieving a minimum of27 words per minute with 
5 or fewer errors 

Teaching Methods: 

Demonstration and daily words per minute results 

10 1 Kc~ boardmg I 
S\ Ila bus & Outline 
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\leasurement Standards: 

Grading Scale: The grading scale used at the Laurel Busmcss lnst1tutc/Laurcl Technical Institute 1s 
listed bclO\\ The instructors arc permitted to g1\C ··plus·· and ··mmus ·· grades. but the~ \\ 111 ha\C no 
effect on the semester grade point ,nerage (Ci PA) 

GRADE 

A 
B 
C 
D 
F 
P-passed 
\:VP-\\ 1thdrC\\ pass mg 
\VF-,\·1thdre\\ fading 
T-transfcr credit 
AP-ad\anccd placement 
I-incomplete 

All ·"F"· grades must be repeated. 

Grading Criteria 

Timed \Vntings - 75°.--;, 

QUALITY POII\T 

40 
3 () 
2 () 
I 0 

() () 

() () 

() 0 
() () 

() 0 
() 0 
() () 

RA~GE 

93-1 0() 
85-92 
76-84 
68-7) 
Bclo\, 68 
n/a 
n/a 
n/a 
n/a 
n/a 
n/a 

2 Obscn ation of Classroom Pcrfom1ancc/Co111plction or Assigned l.cssons/ 
Language Arts - 25°.--;, 

Tl~IED WRITl~GS 

Weeksl-7 

A 
B 
C 
D 

29+ 
26 - 28 
22 - 25 
18 - 21 

F O - 17 

I-Minute Timed Writings 

7 errors or less 

Weeks 8 - IO 2-\linutc Timed Writings 

A 34+ 6 errors or less 
B 30 - 33 
C 26 - 29 
D 22-25 
F O 21 

Weeks 11 - 15 3-\linutc Timed Writings 

A 39+ 
B 35 - 38 
C 30-34 
D 27 - 29 
F 0-26 

10 1 Kc~ boardmg I 
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Email: 

The message center, which is available through GDP software, is a primary means to communicate 
with you on a regular basis and will be used throughout the semester. 

I will also communicate with you through email using your laurel.edu account. It is important that 
you check this account daily If you have trouble accessing or usmg this account, please speak to the 
IT Department 

\1ake-up Policy: 

• The online software offers accessibility for use at home, m class, and in labs. Students are 
expected to maintam steady progress throughout the semester. To acquire an adequate 
keyboarding skill, students are to complete all components of each assigned lesson Exercises 
can be repeated until the student achieves success. The GDP software records both the date 
and tune students spend completing lessons 

• The skill acquired in keyboarding is cumulative and will be demonstrated throughout the 
semester. Specific requirements must be achieved and demonstrated on timed WTitmgs with 
goals for words per minute and accuracy as indicated on above charts 

• Success m Keyboarding requires commitment. Students must complete assigned lessons ma 
timely manner or will have a grade penalty applied. 

• It is the absent student's responsibility to get missed assignments by way of a fellow 
classmate or by contacting the instructor via email ma timely manner Emails will be 
responded to withm 24 hours. 

• There is no charge for makeup work. 

Outside preparation: To adequately comprehend content and achieve success m this course, tune 
outside of class spent reading, studying, reviewing, practicing, researching, and completing 
assignments is required 

For every hour of classroom lecture, students should expect to devote two hours of preparation 
outside of class. 

• Keyboarding lessons m Units 1-2 contam warmup, new key introduction, practice, review, 
paragraph typing, and one-mmute timed writings Keyboarding lessons in Units 3-4 will 
incorporate progressive practice, technique practice, speed spnnts and two-mmute timed 
writings. Keyboarding lessons m Cm ts 5-8 will me! ude MAP·, various skill building drills, 
language arts, and three-mmute timed WTitmgs. To acquire an adequate keyboarding skill, 
students are to complete all components of each lesson. Exercises can and should be repeated 
until the student achieves success. Assigned lessons should take approximately two hours 
to complete. 

10 1 Kc~ boardmg I 
S\ Ila bus & Outline 
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Laurel Business Institute/Laurel Technical Institute Policies: All policies of the Laurel Business 
Institute/Laurel Technical Institute as stated in the school's catalog \vill be enforced. 

10 1 Kc~ boardmg I 
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Laurel Business Institute/Laurel Technical Institute 
101 Keyboarding I 

Course Outline 

This outline is appru'\imate am! suhject tu change 

Days 1-2-3: Students will complete through Lessons 1, 2, 3, and 4 and learn proper finger 
placement and will practice strokes for the following keys on the computer 
keyboard 

• I lomc Rm, (a s d fJ k 1 :)_ Space Bar_ Enter. Backspace 

• E_l\ T_O_R_J!_ 

• Students will complete one-minute timed writings in Lessons 1 - 10. 
(Exemption testing for Kc~ boarding I will be giYcn during the first couple days of the semester lo those students 
"ho arc interested) 

Assignment/Outside Preparation: Students arc to utili/c the lab or library for practice and rc,·ic\l of 
lessons. 

Da,N -t-5: Students" ill complete l,cssons :-i. 6. and 7 and learn proper finger placemen! and 
"ill practice strokes for the fol lo\\ ing keys on the computer keyboard: 

• I. Lcf! Shift. period. B.U.C. Right Shift. W. \1. X. P. and Tab 

• Assignment/Outside Preparation: Students arc lo utili1c the lab or librar;, for practice and rcYicw of 
lessons and s(ri1-c to build accurac~ on kc~ s prcYiously presented 

Da, N 6-7: Students "ill complete l ,cssons 8. 9. and 1 0 and learn proper finger placement and 
"ill practice strokes for the following keys on the computer keyboard. 

• Q. comma. G. V. Y. and Z 

• Rc,·icw the alphabet 
Assignment/Outside Preparation: Students arc to utili/c the lab or librar;,· for practice and rc,·ic\l of 
lessons and s(ri1-c to build accurac~ on kc~ s prcYiously presented 

Da,N 8-IJ: Students ,,ill complete Lessons 11 12_ 11_ and 1-t learn proper finger placement and 
11111 practice strokes for the follm, mg kc~ son the computer kc~ board: 

• H~ phen. 2. 9. 8. :-i. apostrophe 

• .J.. 7. colon. (i . . l. I 

• Students will complete two-minute timed writings in Lessons 11 - 20. 
Assignment/Outside Preparation: Students arc to utili/c the lab or librar;,· for practice and rc,·ic\l of 
lessons and s(ri1-c to build accurac~ on kc~ s prcYiously presented 

10 1 Kc~ boardmg I 
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Da,N 10-11-12: Students will complete l,cssons l:'i. l(i. 17. and 18 learn proper finger placemen! 
and wi 11 practice strokes for the fol lo\\ ing kc~ s on the computer kc~ board: 

• Rc,·icw numbers and symbols 

• l\rn keys: & 'ii O 1 '? ·a % () # 

Assignment/Outside Preparation: Students arc to utili/c the lab or librar;, for practice and rcYicw of 
number kc~ s as \\ell as practice kc~ s prcYiously presented 

DinN 13-1.i: Students \\ill complete l,cssons 19 and 20 

• l\c\\ keys: ·· I * 

• Rc,·icw numbers and symbols 
Assignment/Outside Preparation: Students arc lo u!i lite the lab or librar;,· for practice and rc,·ic\\ of 
number kc~ s as \\ell as practice kc~ s prcYiously presented 

DinN 15-16-17: Students will \\ork on the Supplementar:- Lesson. Ten-Key '\Jumcric Keypad. 
ANNignment/Outside Preparation: Students arc to utili1.c the lab or hbrar:,, for practice and rcYic,, 

Din N 18-20: Students \I 111 focus on improYing contmuit~ and accurac~ through \I arm up c.xcrciscs and Yarious 
skillbuilding dnlls Tl!nc \I 111 also be de, otcd to language ans \I luch includes mies on punctuation. proofreading_ 
and spcllmg 

• Students \\ill complete Lessons 21. 22. 23 2.i. 2:'i 

• Students will complete (hrcc-minu!c "ri(ings for remainder of semester. 
ANNignment/Outside Preparation: Students arc to utili1.c the lab or hbrar:,, for practice and rcYiC\\ 

DinN 21-23: Students \\ill complete Lcsso1L~ 2G. 27. 28. 29_ :rn 
ANNignment/Outside Preparation: Students arc to utili1.c the lab or hbrar:,, for practice and rcYiC\\ 

Dau 2.i-25. Students will complete Lessons 11. .n. 1.l .. l.i 
Assignment/Outside Preparation: Students arc to utili/c the lab or librar;,· for practice and rc,·ic\\ 

DinN 26-27. Students will Lessons .l:'i. l(i .. 17. 18 
Assignment/Outside Preparation: Students arc to utili/c the lab or librar;,· for practice and rc,·ic\\ 

Din 28: Students" ill complete Lessons .19 and .io. Students will also complete three-minute timed writings from 
Test 2 and Test 2 Alt. 

Assignment/Outside Preparation: Students arc to utili/c the lab or librar;,· for practice and rc,·ic\\ 

Dau 29-30: Students" ill begin class" i(h "armup and skillbuilding drills. Remainder of the class time will be 
spent completing three-minute" ritings from Lessons .i2 . .i.i . .i(i . .ix and 50. 

ANNignment/Outside Preparation: Students arc to utili1.c the lab or hbrar:,, for practice and rcYiC\\ 

10 1 Kc~ boardmg I 
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Laurel Business Institute/Laurel Technical Institute 
121 Medical Terminology 

3 Credits - 45 Contact Hours 

Instructor: 

Sample Schedule : First Term: Monday , Wednesday , 10:30-12:00 

Course Description: This course will acquaint the student with skills in word analysis and word 
building, pronunciation, and spelling along with word recognition and the accurate application of work 
elements as related to the language of medicine. Basic human anatomy and physiology are presented 
when applicable to refine the student's understandi ng of the appropriate medical terms. 

Prerequisite: None 

Text: Exploring Medical Language, LaFleur Brooks , Myrna , BEd , RN. 9th Edition, Philadelphia, 
PA, Elsevier,© 2014 

Software: None 

Resource Materials: 
Audio Visual Aids 
Medical Terminology text, handouts , worksheets 
Website : http://evolve .elsevie r.com 
Additional Resources : Library/Leaming Resource Center 

Equipment: Anatomic models and visual aids, compu ter, projec tor, flashcards 

Course Objectives : Upon completion of Medical Terminology , the student will be able to: 
1. Identify and define the four word parts and a combining form. 
2. Analyze and define covered medical terms . 
3. Build medical terms for given definitions. 
4. Build, analyze, define, pronou nce, and spell the diagnostic terms related to the human 

body structure, color, and the field of oncology. 
5. Define , pronounce , and spell the terms used to describe bodily directions , anatomical planes 

and regions of the abdominal area. 
6. Define the anatomi cal terms , including organs and structure ; build, analyze , pronounce and 

spell the diagnostic and surgical terms related to the followin g systems: integumentary , 
respiratory , urinary, reproductive , cardiovasc ular, lymphatic , digestive, musculoskeletal , 
and nervous. 

Teaching Methods : 
Lecture and Power Point presentat ions 
Drills on pronunciation and spelling of medical terms 
Workbook assignments/ Supplemental Handouts 
Class discussion 
Activities 

121 Medical Terminology 
Syllabus & Outline 
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Measurement Standards: 
Grading Scale The grading scale used at the Laurel Business Institute/Laurel Technical Institute is 
listed bclmv The instructors arc permitted to give ·'plus'" and '•minus"' grades, but they \Vil! have no 
effect on the semester grade point average (GPA). 

Grade Quality Point 

A 40 
ll 3 0 
C 20 
D 10 
F 00 
P-passed 00 
WP-withdrew passing 00 
WF-\vithdrc\v failing 00 
T-transfcr credit 00 
AP-advanced placement 00 
I-incomplete 00 

All '·F'" grades must be repeated. 

Range 

93-l 00 
85-92 
76-84 
68-75 

Bclmv 68 
'I/A 
'I/A 
'I/A 
'I/A 
'I/A 
'I/A 

Grading Criteria: Grades are calculated by averaging test percentages on chapter exams. Letter grades 
arc assigned using the grading scale listed above There \Vil! be no \1idtcrm Exam There \vill be a 
comprehensive Final Exam 

Assignments Workbook assignments will be assigned according to course outline. Workbooks will be 
rcvic\vcd at the end of the term during finals for completeness ·l\vo percentage points \vill be added to 
the final grade ihvorkbooks arcfit!/y (all chapters) completed. 

Classroom Management: 
*Students arc to arrive for class on time \Vith all necessary materials text, notebook, 

handouts, study guide, \Vriting utensils 

* Attendance: Students are expected to attend classes as scheduled. When going to be 
absent, the student should alert the instructor via email or phone call to the front desk. 
It is the studcnt·s responsibility to get missed assignments by \Vay of a fcllmv student or 
by contacting the instructor via email in a timely manner. Being absent 
does not excuse one from assignments due or tests scheduled for the next class time. 

* Your laurel cdu email account will be our primary method of communication between 
class sessions It is important that you check this account daily. 
Emails will be responded to within 24 hours. 

J 2 J Nkdical frrminoloKY 
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Makeup Policy: Chapter exams \vill be scheduled and announced in advance. Any student present on 
the day ofan exam must take it on that day. T\o make-up tests are given The grade on the 
comprehe11si\,eji11al will replace any single missing exam grade. A grade of zero will be recorded for 
any other missed tests. 

Quizzes missed due to absence cannot be made up. Quizzes or multi-step chapter tests are cannot be 
replaced by the final test grade. Students must be present for each part of a multi-step test. However, if 
a student knmvs ahead of time that s/hc \Vil! be absent on the day of an exam, s/he may make 
arrangements to take the exam early \Vithout penalty if an accommodation can be made by the 
instructor. Homework is not accepted late. 

All students must take the final exam on the day it is scheduled. :"Jo makeup \Vil! be allmvcd 

There is no charge for makeup work 

Outside preparation: To adequately comprehend content and achieve success in this course, 
time outside of class spent reading, studying, revie\ving, practicing, researching, and completing 
assignments is required. 

For every hour of classroom lecture, students should expect to devote t\vo hours of preparation 
outside of class. 

Chapter exercises are assigned in order for students to practice and review medical terms. 
Students arc expected to complete chapter exercises in order to prepare for chapter tests 
Exercises \vill be reviewed in class in order for students to demonstrate their knmvledgc of the 
medical terms in reference to their origin, definition, spelling, and pronunciation These 
assignments should take approximately 6 hours per week. 

Laurel Business Institute/Laurel Technical Institute Policies: All policies of the Laurel Business 
Institute/Laurel Technical Institute as stated in the school's catalog will be enforced. 
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Hour I 

Hours 2 - 6 

Laurel Business Institute/Laurel Technical Institute 
121 Medical Terminology 

Course Outline 

This outline is approximate and subject to change. 
Quizzes and online assignments may be added. 

Revie\v of course and syllabus 
Explanation of course requirements, class rules 
Chapter 1 Introduction to Medical Language 
Lecture \1edical terms formation 
Assignment/Outside Preparation: Read Ch 
Separate flash cards into units; use cards to learn unit word parts 

Chapter 2 Body Structure, Color, Oncology 
Lecture Terms related to anatomical structures of the human body, color, and oncology 
Students will pronounce selected words. 
Team exercises to identify word parts of chapter 
Assignment/Outside Preparation: Read Ch 2 
Complete exercises I -27, Lse flashcards to learn unit \vord parts 
Chapter 3 Directional terms, Anatomical planes, Regions and Quadrants 
Lecture Body structures, locations 
Demonstration of directional terms 
Handout of additional directional terms 
Student participation in identifying planes, regions, quadrants 
Assignment/Outside Preparation: Read Ch 3 
Complete Exercises 1-18 
Lse flashcards to memorize unit \vord parts 

Cnit test on Chapters 1, 2 & 3. 

Hours 7 - 10 Chapter 4 lntegumentary System 
Lecture Terms related to functions, diseases and disorders of the lntegumentary system 
Pronounce selected words 
Revie\v selected exercises 
Assignment/Outside Preparation: Read Ch 4 
Complete exercises 1-15, 16-34 
Cse flash cards to identify unit terms 

Hours 11 -14 Unit test on Chapter 4 
Chapter 5 Respiratory System 
Lecture Terms related to anatomy of respiratory system, diseases, diagnostic tests, 
surgical terms 
Handouts on appropriate lab tests and medications 
Pronounce selected words 

121 Nkdical frrminoloKY 
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Assignment/Outside Preparation: Read Chapter 5 
Complete exercises, 1-14, 15-23, 24-40 
Cse flash cards to reinforce unit terms 
Practice pronunciation of terms 
Revie\v anatomy of the respiratory system 

Unit Test on Chapter 5 Respiratory system 

Hours 15 - 18 Chapter 6 Lrinary System 
Chapter 6 Crinary System and Chapter 7 Male Reproductive system will 
be presented together. 
Lecture Terms related to anatomy of urinary and male reproductive systems 
Shmv examples equipment used for urine testing or urinary treatments 
Review selected exercises and abbreviations 
Give handouts on sexually transmitted diseases, lab tests and medications 
Review pronunciation of words 
Assignment/Outside Preparation: Read Ch 6 & 7 
Review anatomy of the urinary system and male reproductive 
Complete chapter 6 exercises 1-18, 19-39 
Lse flash cards to reinforce unit terms 
CompleteChapter7exercises 1-17, 18-32. 

Cnit test will combine Chapters 6 & 7. 

*Outside Assignment: Complete Ch 8, 9 - Female Reproduction and Obstetrics by end of week 8 

Hour I 9 Chapter 8 Female Reproductive System and Chapter 9 Obstetrics overview 
There \vill not be a test on these chapters. 

Hours 20 - 30 Chapter 10 Cardiovascular, Immune, Lymphatic Systems and Blood 
Lecture Terms related to circulatory, immune and lymph systems, and blood 
components 
Review or anatomy of circulatory system 
Review or selected exercises 
Handouts on appropriate lab tests, medications and additional abbreviations. 
Assignment/Outside Preparation: Read Ch 10 
Complete exercises 1-20, 20-30, and 30-46. 
Cse flash cards to reinforce unit terms 

Hours 31 - 38 Unit test on Chapter 10 Circulatory system 
Chapter 11 Digestive System 
Lecture Terms related to anatomy or digestive system 
Handout of corresponding lab tests, medications, additional abbreviations 
Completion of naming anatomical parts of GI system 
Review or selected exercises and word pronunciation 
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Assignment/Outside preparation: Read Ch 11 
Review anatomy of the Digestive system 
CompleteExercisesl-16, 17-38 
Lsc flashcards to reinforce terms 
Lnit test for Chapter 11 Digestive System 

I fours 38 - 41 Chapter 14 \.1usculoskeletal system 
Lecture Terms related to anatomy of musculoskelctal system 
Review l\.1usculoskeletal anatomy 
I [andout diagnostic tests and medications for Musculoskeletal system 
Pronounce selected words. Review exercises 
Assignment/ Outside Preparation: Read Ch 14 
Review anatomy of the \1usculoskeletal system 
Complete exercises 1-17, 18-26, 26-39 
*:\""o unit test will be given. Questions related to this system will be included on the 

final exam. 

I four 42 I [andout study guides for final test 
Assignment: Complete study guides 
Review covered abbreviations 
Complete outside assignments 

I fours 43 - 45 Review for Final Test 
Final test 
Review of text/workbooks due at time of final l\o exceptions' 

* Outside Assignment: Complete Chapters 8 & 9 Female Reproduction and Obstetrics by wk 9 
Complete Chapter 151\crvous & 16 Endocrine Systems bywk 12 
Complete Chapters 12 & 13 Eye and Ear by \V k 14 

These outside assignments may not be reviewed until the final test day. The benchmarks listed 
arc to help the student complete the assignments in a structured manner. 
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Laurel Business Institute /Laurel Technical Institute 
122 Anatomy & Physiology 
5 Credits- 75 Contact Hours 

Instructor : 

Sample Schedule: First Tenn : Mo nday - Thursday , 12:45-2:00 

Course Description : The student will become acquaint ed with anatomical structures and their 
corresponding body funct ions . The major body systems wi ll be studied in depth. The 
corresponding disease process for the common bodily malfunctions of each system will be 
included. Actua l case situations will be disc ussed to facilitate applica tion princ iples . 

Prerequisite : None 

Text : The Human Body in Health & Illness , Barbara Herlihy , PhD , RN. 5th E dition . 
Philadelphia: WB Saunders , Co. ,© 2014 
Workbook: Study Guide for The Human Body in Health and Illness, Barbara Herlihy , PhD , RN. 
51

h Edition. Ph iladelphia: WB Saunders , Co. ,© 2014 

Software: None 

Resource Materials: 
Hole's Essentia ls of H uman Anatomy & Phys iology, Shier, David . 10th Edition. 
New York , McGraw -Hill , 2009 
Mosby's Dictionary of Med icine, Nurs ing & Health Professions, 8111 Edition. St. Lou is, 
Missouri , E lsevier, 2009 
Elsevier websi te: http ://evo lve.e lsevier.com/Herlihy 

Additional Resources : Library /Learning Resource Center 

Equipment : Transparencies , anatomica l models and charts , computer , projecto r 

Course Objectives: Upon comp letio n of this course the student learn er will be able to : 
1. Define anatomy and phys iology and explain how they are interrelated . 
2. Name the organ systems and list and desc ribe the majo r func tions of each system. 
3. Explain the relatio nship of basic chemistry to body physiology . 
4. Define vocabu lary for each body system. 
5. De scribe common disease processes associated with each body system , inclu ding 

etio logy and treatment. 
6. Demonstrate mastery of the material by examination, integration of clinical case 

stud ies, including appropr iate labo ratory and pharma cologic infonnat ion. 

122 Anatomy & Physiology 
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Teaching Methods: 
Lecture, Pmvcr Point lectures and class discussion 
Case studies \Vith practical application of concepts 
Anatomical models/charts 
Activities, demonstrations 

Measurement Standards: 
Grading Scale The grading scale used at the Laurel Business Institute/Laurel Technical 
Institute is listed below. The instructors are permitted to give ·'plus'' and ·'minus'' grades, 
but they will have no effect on the semester grade point average (GPA) 

Grading Criteria: 

Grade 
A 

Quality Point 
40 

B 
C 
D 
F 
P passed 

WP-withdrew passing 
WF-withdrew failing 
T-transfer credit 

AP-advanced placement 
I-incomplete 

3 0 
20 
10 
00 
00 
00 
00 
00 
00 
00 

All ·T' grades must be repeated. 

Range 
93-100 
85-92 
76-84 
68-75 

Below 68 
1\/A 
1\/A 
1\/A 
1\/A 
1\/A 
1\/A 

Grades are calculated by averaging chapter test percentages. This percentage will be converted to 
a letter grade using the LI31 grading scale listed above. There will be a final exam 

Home\vork grades \vill be averaged together The percentage will be converted to a 100 point 
grade and recorded as a unit test. 

Classroom Management: 
*Students arc to arrive for class on time \Vith all necessary materials text, notebook, 

handouts, study guide, writing utensils. 

* Attendance Students arc expected to attend classes as scheduled When going to be 
absent, the student should alert the instmctor via email or phone call to the front desk 
It is the student's responsibility to get missed assignments by way ofa fellow student or 
by contacting the instructor via email in a timely manner. Being absent 
docs not excuse one from assignments due or tests scheduled for the next class time. 

* Your laurel.edu email account will be our primary method of communication between 
class sessions It is important for you to check this account daily Emails will be 
responded to \Vi thin 24 hours 
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Makeup Policy: 
Exams Chapter exams \vill be scheduled and announced in advance. Any student present on the day of 
an exam must take it on that day. \lo make-up tests are given. The grade on the comprehe11si\,efi11al 
will replace any single missed grade. A grade of zero will be recorded for any other missed tests 
However, if a student knmvs ahead of time that s/hc will be absent on the day of an exam, s/hc may 
make arrangements to take the exam early without penalty if the instmctor can accommodate her/him 

Quizzes Quizzes cannot be made up A grade of zero will be recorded. Quizzes or multi-step chapter 
tests cannot be replaced by the final test grade Students must be present for all parts of a multi-step 
test. 

Homework Homework assignments including workbook assignments will not be accepted late and a 
grade of zero \vill be recorded Homc\vork will be accepted the next day after an absence \Vithout 
penalty up to two occurrences It is the absent studcnfs responsibility to get missed assignments by way 
of a fellow classmate or by contacting the instructor via email in a timely manner. 

All students must take the final exam on the day it is scheduled l\o makeup \vill be allowed. 

There is no charge for makeup work 

Outside preparation: To adequately comprehend content and achieve success in this course, 
time outside of class spent reading, studying, rcvic\ving, practicing, researching, and completing 
assignments is required. 

For every hour of classroom lecture, students should expect to devote t\vo hours of preparation 
outside of class. 

Reading assignments to review notes and chapters covered are assigned to allow students to 
prepare for upcoming exams Students arc expected to thoroughly review· this material in order to 
demonstrate knowledge and understanding of concepts taught. Exam grades will verify student 
knowledge. These reading assignments should take approximately 5 hours to complete. 

Study Guide chapter questions arc assigned in order for students to practice and review concepts 
previously taught. Students arc expected to use their notes and textbook to thoroughly answer all 
questions assigned. Answers will be discussed in a subsequent lecture class These homework 
assignments should take approximately 5 hours to complete. 

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business 
Institute/Laurel Technical Institute as stated in the school's catalog will be enforced. 
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I fours 1 - 5 

l,aurel Business lnstitute/1,aurel Technical Institute 
122 Anatomy & Physiology 

Course Outline 

This outline is approximate and subject to change. 

Review of syllabus and course outline 
Overview of text and workbook 
Chapter I Introduction to the Human Body 
Chapter 3 Cells 
Lecture or review from Medical Tenninology Organization of the body, 
cavities, planes, regions; cell structures, transport mechanisms 
Assignment/Outside Preparation: Read Chapters I & 3 
Complete exercises in \Vorkbook as assigned 
Review of completed workbook material 

Outside Assignment: Complete workbook exercises for 
Chapter 26 Reproductive System 
Return to instructor at end of week 3 

Hours 6 - 10 Test on Ch l & 3 Day 6 
Chapter 2 Basic Chemistry 
Lecture \fatter, bonding, energy, mixtures 
Clinical situations for discussion, demonstrations 
Assignment/Outside Preparation: Read Chapter 2 
Complete workbook exercises as assigned 
Review of completed workbook material 

Hours l l - 14 Chapter 25 Water, Electrolyte, and Acid-Base Balance 
Lecture Body fluids, distribution and composition, acid-base balance 
Assignment/Outside Preparation: Read Chapter 25 
Complete workbook exercises as assigned 
Test Ch 2 and 25 

I four 15 Outside assignment Ch 26 workbook due 

Hours l 5 - l 9 Chapter 24 Urinary System 
Lecture Anatomy and physiology of excretion, hormones 
Clinical situations for discussion, demonstrations 
Assignment/Outside Preparation: Read Chapter 24 
Complete workbook exercises as assigned 
Review of completed \Vorkbook material 
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I four 20 Test on Chapter 24 

Outside Assignment: Read Chapter 14 Endocrine System 
Complete workbook exercises for Ch 14 
Return to instructor at beginning of week 6 
This material will count as a homework grade. 

Hours 21 - 25 Chapter 8 - Skeletal System 
I ,ecture Arrangement and function of the bones, names 
Lse of anatomical models/visuals 
Assignment/Outside Preparation: Read Chapter 8 
Complete workbook exercises as assigned. 

Hour 26 Test on Chapter 8 

I fours 27 -31 Chapter 9 Muscular System 
Lecture Types of muscles, muscle physiology, naming of muscles 
Assignment/Outside Preparation: Read Chapter 9 
Complete exercises as assigned 
\fake flash cards to memorize presented muscles 
Review of assigned workbook exercises 
Student activity on muscle physiology 

Hour 30 Return outside assignment Ch 14 

Hour 32 Test on Chapter 9 

Hours 33 - 38 Chapter 10 Central \!ervous System 
Lectures: l\ervous system overview, neurons and transmission ofinfonnation, 
brain stmcture and function. 
Discussion of clinical situations 
Assignment/Outside Preparation: Read Chapter 10 
Complete workbook exercises as assigned. 
Prepare flash cards to review· parts of the C\!S and their functions 

Hour 39 Cnit Test on Chapter 10 

Hours 40 - 45 Chapter 11 Spinal Cord and Peripheral l\ervous System 
Chapter 12 Autonomic \!ervous System 
Lecture Cranial and spinal nerves, sympathetic and parasympathetic systems 
Assignment/Outside Preparation: Read Ch 11 and 12 
Complete workbook pages as assigned 
Review of completed \Vorkbook material 
Prepare flash cards to review the cranial and peripheral nerves 
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Hour 46 Test Ch 11 & 12 
Outside Assignment: Start workbook exercises on Chapter 
15, 16, 17, 18, 19 
These chapters will be due as the cardiac chapters are covered in class. 

Hours 47 - 51 Chapter 22 Respiratory System 
Lecture Anatomy and function of respiratory system 
Discussion of clinical implications 
Assignment/Outside Preparation: Read Ch 22 

Complete \Vorkbook exercises as assigned 

Hour 52 Test Chapter 22 Respiratory System 
Assignment/ Outside Preparation: Read Chapter 15-19 
Continue \Vorking on \Vorkbook exercises for Chapters 15 - 19 

Hours 53 - 64 Chapters 15, 16, 17, - Blood, the Anatomy and Function of the Heart 
Lectures on Circulatory System Chapters 15 17 
Discussion of clinical implications, auscultation of apical pulses: practice 
assessment of pulses 
Assignment/Outside Preparation: Read Ch 15 - 17, 
Revie\v anatomy of the heart, flmv of blood through the heart, and conduction 
Complete \Vorkbook exercises as assigned 

I four 65 Cni t test on Chapters 15, 16, 17 

Hours 66 69 Chapters 18 Anatomy of the blood Vessels 
Chapter 19 Functions of the Blood Vessels 
Lecture: Blood Vessels, Circulation and function, and major blood vessels, 
blood pressure and clinical implications: BP demonstration and practice 
Assignment/Outside Preparation: Read Ch 18 & 19 
Complete workbook exercises as assigned 

Hour 70 Test on Chapters 18 & I 9 
Study Guide for final test distributed 

Hours 71 - 74 Review for final exam 

Hour 75 Final Exam 

Exams will be given at the end of each chapter or related group chapters. The exam date will be 
announced prior to the exam Quizzes may be added or deleted as necessary 

* Select workbook exercises will he graded. Chapters in the workbook assigned for 
homework must be turned in on the day stated or a grade of zero will be given. 
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Laurel Business Institute/Laurel Technical Institute 
128 Clinical I 

6 Credits - 150 Contact Hours 

Instructor: 

Sample Schedule: First Term Monday Thursday, 8 00-10 30 

Course Description: This course is designed to prepare the student in basic clinical skills 
essential to becoming a medical assistant. These skills will include physical exam preparation, 
vital sign measurements, medical ascpsis and infection control procedures, as \Vcll as an 
introduction to medical assisting, health history and communication techniques 

Prerequisite: T\one 

Text: /Jdmw·'s Clinical A1edical Assisfinx, Wilburta Q. Lindh, Marilyn Pooler, Carol D 
Tamparo, and Barbara \.1 Dahl 5111 Edition. Delmar Cengage Learning, ©2014. 

Saunder's N11rsinx nrnx 1/andhook 2016, Hodgson, B & Kizior, R Elsevier, iD2016. 

Software: Website Access Card accompanying text 

Resource Materials: 
Skills and Pron.:d11res.fOr A1edical Assisfinx (DVD) 3ni Ed Delmar (engage 2005 
/he Miracle o(/.i(e. Video. \!ova. 2001 
Supplemental handouts and worksheets as assigned. 

Additional Resources: Library/Learning Resource Center 

Equipment: 
Associated clinical equipment to accomplish skills 
Computer and learning CDs for classroom 
Computer and projector/ DVD player/ VCR 

Course Objectives: Upon completion of this course, the student should be able to: 

Define the practice of Medical Assisting and his/her scope of responsibilities. 
2 Explain the clements of the OSHA Exposure Control plan and the necessity for 

adhering to OSIIA policies. 
3 Explain the Bloodbome Pathogen Policy set forth by the CDC and will adhere to 

the set policy 
4 Define and describe the infectious process, pathogenic organisms, disease 

transmission, and methods to control disease transmission. 
5 Correctly demonstrate methods of medical and surgical asepsis 
6 Explain the rationale for taking vital signs and demonstrate the correct procedures 

for taking vital signs 
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7 Explain the necessity for effective communication in the healthcare environment 
and display effective communication techniques in dealing with diverse 
populations 

8 Describe appropriate care for all age groups from infancy to the older adult. 
9 Explain the legalities of correct documentation and confidentiality in regards to the 

patient care record. 
10 Explain the various types of medical examinations and correctly prepare the 

patient and supplies for each examination 
11 Define sanitization, disinfection, and sterilization and be able to correctly perform 

the skills associated with each procedure 
12 Identify 15 common drugs and explain their classification, usage, adverse effects, 

dosage, and patient education requirements. 
13 Utilize proper body mechanics when positioning patients for examination 

Teaching Methods: 
Lecture/discussion 
Skills demonstration/ return demonstrations and hands- on experience 
Audiovisual aids/supplemental materials 
Cooperative group and individual projects 
Guest lecturers/field trips \vhen indicated 
Power Point Presentations 

Measurement Standards: 
Grading Scale: The grading scale used at the Laurel Business Institute/Laurel Technical 
Institute is listed below Instructors arc permitted to give ·'plus'" and '•minus'" grades, but they 
\vill have no effect on the semester grade point average (GPA). 

Grade 
A 

Quality Point 
40 

B 
C 
D 
f 
P-passed 
WP-withdrew passing 
WF-withdrew failing 
T-transfcr credit 
AP-advanced placement 
I-incomplete 
All ·'F' grades must be repeated. 

Grading Criteria: 

3 0 
20 
10 
00 
00 
00 
00 
00 
00 
00 

Factor 
Cnit tests 
Practicum Returns 
Final Exam 

\1idtenn Weight 
40% 

I [omework assignments 
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Range 
93-100 
85-92 
76-84 
68-75 
Belo\v 68 
n/a 
n/a 
n/a 
n/a 
n/a 
n/a 

Final Weight 
30% 
30% 
30% 
10% 
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Classroom Management: 
* Students are to arrive for class on time with all necessary materials - text, notebook , 
handouts , study-guide, writing utensils. 

* Attendance: Students are expected to attend classes as scheduled. When going to be absent , the 
student should alert the instructor via email or phone call to the front desk. It is the students' 
responsib ility to get missed assignments by way of a fellow student or by contact ing the 
instructor via email - in a timely manner. Being absent does not excuse one 
from assignments d~or the next class time. 

*Cell Phones: Ringers should be turned off during class and cell phones put away. Text 
messaging is strongly discouraged. If you are expecting an important call, let me know at the 
beginning of class and step out to take the call when it comes. 

*Emails will be responded to within 24 hours. Your laurel.edu email account will be our primary 
method of communicating with each other between classes . Therefore , it is important that you 
check this account daily. If you have trouble accessing or using this account, please speak to the 
IT Department. 

Clinical Skills: 
Students will only be required to perform those clinical skills that have been explained and 
demonstrated in the classroom setting. It is of utmost importance to be present for skills 
demonstrat ions, practices and evaluations. These, for the most part, will be accomplished on 
days assigne d for skills. Proper dress code is required on skill days . Please see the clinical dress 
code policy for point deductions. Questions on the performance of a clinical skill in the lab 
setting need to be addressed with the clinical instructor. Extra practice time is always encouraged 
and can be worked out with the instructor. Students will need to demonstrate competency in basic 
skills before progressing out of Clinical I to Clinical II. 

Clinical Requirements : 
• 2 sets of scrubs (included in tuition) 
• Wristwatch with a second hand 
• White shoes, closed in toe, non­

canvas 

• Na me tag (included in tuition) 
• Stethoscope and BP cuff (included in 

tuition) 

Dress Code: Proper dress code is required on skills days and making up any skill . Points will be 
deducted for not following dress code . Students will lose 1 % point off the final grade for every 2 
dress code violations. Please refer to the Dress Code handout. 

Attendance Penalty : Percentage points will be deducted for absence of clinical hours according 
to the following scale: 

12 hours missed out of the total number of class hours = (-2%) 
14 hours missed out of the total number of class hours = (-4%) 
16 hours missed out of the total number of class hours= (-6%) 
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18 hours missed out of the total number of class hours (-8%i) 
20 hours missed out of the total number of class hours= (-10%) 

/he jield of healthcare reqnires 1rnrkers that are revHmsihle and co11scie11tions. Tasks and 
procedures done in the healthcare setltng can ofien not he held o\'er to the next day. lhts 
requires A4edical Assistanfs to haw excel/en/ affendance and punctuality lo comp/efe 1vhaf is 
required each day. 

Being tardy and/or leaving class early will be deducted in quarter hours and included in 
overall hours missed and subsequent penalty will be applied. 

Daily Sign-In Booklet: 
The sign-in booklet will be at the front of the classroom and should be signed at the beginning of 
class You must sign in for yourself at each class If tardy, sign in under the ·'Tardy"' section If 
not signed in for the day, you will be considered absent for the class 

Make Up Policy: 
Homework: If a student is absent from class, it is his or her responsibility to complete all 
classroom assignments and homework missed. llomework assignments are due the day upon 
returning to class. Late home\vork \vill nof be accepted. 

rests: Tests will be scheduled and announced in advance. \lo make-up tests are given The grade 
on the comprehensive final will replace any single missing exam grade. A grade of zero will be 
recorded for any other missed tests If a student knmvs ahead of time that he or she will be absent 
on the day of an exam, he or she may make arrangements to take the exam early without penalty, 
ifit can be accommodated by the instructor. All students must take the final exam on the day it is 
scheduled. \lo make-ups will be allowed. 
Skills Skill evaluations missed due to absence \vill be made up on a day and time designated by 
the instructor A makeup session may be designated by the instructor at midterm and finals \Vcck 
if needed. Dress code applies to make up days. A skill to be made up will start out with a grade 
of 50% and evaluation points will be deducted from that starting percentage. If the skill 
demonstration is missed, 10 points \vill be deducted from the final skills evaluation. If the initial 
skills session and makeup session arc missed, a grade of zero \vill be recorded 

There is no charge for makeup work 

Outside preparation: To adequately comprehend content and achieve success in this course, 
time outside of class spent reading, studying, reviewing, practicing, researching, and completing 
assignments is required. 

For every hour of classroom lecture, students should expect to devote t\vo hours of preparation 
outside of class. 

Reading assignments of new material arc assigned to expose students to nc\v concepts that \vill 
be covered in the next class lecture Students arc expected to read assigned material thoroughly 
and take notes on this material. Students are expected to incorporate their notes with class notes 
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on new material after the next class lecture. These reading assignments should take 
approximately 3--1 hours to complete 

Reading assignments to review notes and chapters covered are assigned to allow students to 
prepare for upcoming exams. Students are expected to thoroughly review all written material and 
notes in order to demonstrate knmvlcdgc and understanding of concepts and skills taught. Exam 
grades will verify student knowledge These reading assignments should take approximately 3--1 
honrs per week to complete. 

Projects assigned arc to provide students with the opportunity to incorporate skills and concepts 
taught along with research, in order to develop a comprehensive paper and/or presentation, 
thereby demonstrating the students' knowledge of the assigned topic. These projects should take 
an additional 3--1 honrs per assignment to complete. 

Worksheets arc assigned in order for students to practice and review· concepts taught Students 
are expected to use their notes and textbook to thoroughly answer questions Answers will be 
discussed in a subsequent class lecture. These homework assignments should take approximately 
2 hours per \Veek to complete 

*Students should use the Library/Leaming Resource Center as a resource to complete research­
based assignments/projects. 

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business 
Institute/Laurel Technical Institute as stated in the school's catalog will be enforced. 
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Laurel Business Institute/Laurel Technical Institute 
128 Clinical I 

Course Outline 

This outline is approximate and subject to change. 
Quizzes and online assignments may be added. 

Days 1-5 Overview of Clinical I 
Chapter 1 -The \.1edica1 Assisting Profession lecture 
Chapter 2 Healthcare Settings lecture 
Chapter 3 History ofl\.1cdicinc lecture 
Introduction, explanation, and demonstration of drug cards 
Assignments/Outside Preparation \.1otivational Poster Assignment 
Read Ch L 2, and 3, start Ch L 2, 3 \Vorkshccts: Research Paper 

Days 6-10 Chapter4-Coping Skills lecture 
Video Professionalism and l\.1cdical Assisting 
Drug of the Weck introduction of first drug 
Assignments/Outside Preparation Read Ch 3 & 4 
Complete Ch 1, 2, 3 & 4 worksheet 
Study for test Ch 1, 2, 3 & 4 
Work on research paper for assigned historical figure using LRC 

Days 11 - 15 Oral reports on historical figures; written reports due 
Quiz on historical_figures 
Te.,;;t on chapter.,;; I, 2, 3, and 4 
Chapter 10 - Infection Control and Medical A.sepsis lecture 
Demo and practice: llandwashing (with Glo-Genn) 
Donning and removing PPE 
Video Infection Control, PPE 
PPE and llandwashing 
Assignments/Outside Preparation: Read chapter 10 up to page 236 
Start Ch 10 \Vorksheet drug card #2 due 

Days 16 - 20 Chapter 10 - Infection Control lecture continued 
Skills Testing: llandwashing 
Assignments/Outside Preparation Complete Ch 10 \Vorksheet 
Study for Ch 10 exam 
Test on Ch J() 

Start chapter 12-Vital Signs lecture 
Video: Vital Signs Temperatures; Temperatures 
Demo and practice: Oral, rectal, axillary. tympanic. and temporal artery 
temperatures 
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Assignments/Outside Preparation: Read chapter 12 and complete temperature 
conversions \Vorksheet 
Drug card #3 due 

Days 21 - 25 Continue with Ch. 12 - Vital Signs lecture 
Video: Pulse, Respirations, Pulse and Respirations 
Skills testing Temperatures 
Demo and practice: Pulse and Respirations 
Assignments/Outside Preparation: Worksheet on pulses and respirations 
Practice taking pulses and respirations 
Drug card #4 due 

Days 26 - 30 Continue with Ch. 12- Vital Signs 
Video: Blood Pressure: Blood pressure 
Skills testing Temperature, Pulse 
Demo and practice: Blood pressure, height and weight measurements 
Continue with skills practice Respirations, BP, height, weight 
Assignments/Outside Preparation: Complete Ch 12 \Vorksheet 
Practice taking respirations, blood pressures 
Complete height and weight com-ersion sheet 
Study for Ch 12 exam 
Drug card #5 due 

Days 31 - 35 Te.,;;t on Chapter 12 
Chapter 5 - Therapeutic Communication Skills lecture 
Chapter 6 - Therapeutic Approach to Patients \Vith Life Threatening lllnesses 

Lecture \Vith case studies and role play 
Skills testing: Respirations and BP testing 
Assignments/Outside Preparation: Read Ch 5 & 6 
Start \Vorksheet Ch 5 & 6 
Drug card #6 due 

Days 36 - 40 Continue with Ch 5 & 6 lecture 
Videos: Communication Skills, Communications and Caring 
Continue \Vith Blood Pressure skills testing, heights and \Veights 
Assignments/Outside Preparation: Complete worksheet Ch 5 & 6 
Drug card ii 7 due 

Days4l -45 TestChS& 6 
Chapter 11 -The Patient History and Documentation lecture 
Abbreviations flash cards 
Video: Taking a Patient \1edical History 
Continue \Vith blood pressure and height and \Veight skill testing 
Assignments/Outside Preparation: Read Chl 1 
Complete abbreviations worksheets and worksheet on Ch 11 
Drug card #8 due 
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Study for abbreviations quizzes, Take abbreviation quiz 
Complete outside patient history 

Days 46 - 50 Chapter 13 - Physical Examination lecture 
Demo and practice: BM ls, Positioning/draping and body mechanics 
Video: Positioning and Draping and Body Mechanics 
Preparing a patient for a physical examination 

Assignments/Outside Preparation: Read chapter 13 
Complete PE tools \Vorksheet 
Drug card #9 due 
Study for Ch 11 & 13 exam 

Days 51 - 55 Exam on Ch 11 & 13 
Chapter 14 - Obstetrics and Gynecology lecture 
Chapter 15 - Pediatrics lecture 
Skills testing: Height/Weight, Positioning/Draping 
Demo and practice: Assisting \Vith Gynecological Exam 
Video: The \1iracle of Life 
Assignments/Outside Preparation: Read Ch 14 & 15 
Complete Ch 14 & 15 worksheet 
Drug card # 10 due 

Day 56 - 60 Skills Testing: Gynecologic Exams 
Demo and practice: Infant IIeight/Weight/liead Circumference Skills 
Video: Infant Skills 
Chapter 16 - \1ale Reproductive System lecture 
Assignments/Outside Preparation: Study for Ch 14 & 15 exam 
Read Ch 16 
Drug cards # 11 and 12 due 

Days 61 - 65 F:xam Ch 14 & 15 
Chapter 17 - Gerontology/Care of the Older Person lecture 
Video fi{(.:sdays 11'ifh A1on"it: follmved by discussion 
Skills testing on Infant Height/Weight/Head Circumference 
Assignments/Outside Preparation: Read Ch 17 
Worksheet Chapters 16 and 17 
Complete intervie\v \Vith elderly patient 
Drug cards #13, 14, & 15 due 

Days 66 - 70 Sanitization, Disinfection and Sterilization lecture 
Chapter 10 Pages 236 248, Chapter 19 p. 577 -578 
f 'ideo: Sanitizing/di sinfccti ngl\vrappi ng/steri l izing instruments 
Demo and practice: Sanitizing, disinfecting, wrapping instruments, and 

sterilizing, chemical sterilization and using the autoclave 
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Assignments/Outside Preparation: Read Ch 10 p. 236-248, Ch 19 p 576- 584 
Complete \Vorksheet on Ch 10 & 19 
Review for exam on drug cards 

Days 71 - 75 Skills testing on sanitization, \Vrapping instmments, autoclave, and chemical 
sterilization of instruments 
Exam on drug cards 
Finish all Skills Testing 
Final Exam Revie\v 
Comprehen.';i1·efinal exam 
Assignments/Outside Preparation: Review for comprehensive Final Exam 
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Laurel Business Institute/Laurel Technical Institute 
131 Introduction to Computers 
2 Credits - 45 Contact Hours 

Instructor: 

Sample Schedule: First Term Tuesday, Thursday, 10:30-12 00 

Course Description: This course provides students \Vith knmvlcdgc and skills needed to operate a computer 
with Microsoft WindowsR system software. It includes explanations of hardware, and hands-on skills for 
using Microsoft Windmvs •, \1icrosoft Word', Microsoft Excel', and \1icrosoft PmvcrPoint" 

Prerequisite: \lone 

Text: A1icrosr!fi Windo\1's 7: ( 'omplefe, Shelly/Freund/Enger, 1st Edition, (engage Learning, ~ 2011 

Software: Microsoft~ Windows 7, \.1icrosoftR Word, Microsoft~ Excel, Microsoft~ PowerPoint 

Resource .'\tlaterials: Windmvs 7 Comprehensive Concepts and Techniques, Instructor's Edition CD-RO\1 

Equipment: Computers, printer, projector 

Course Objectives: 
Upon completion of this course, students \Vil! be able to: 
1. Perfonn the fundamentals of Windows 7 mouse operations, identify desktop items, display the start 

menu, resize \Vindmvs, manage icons, create shortcuts, and use Help and Support. 
2. Launch applications, create and save documents, manage icon arrangement and views, and manage 

the taskbar 
3. Perfonn file management. 
4. Display drive and folder properties Lsc search to find files or folders 
5 \1odify the desktop environment 
6. Display the control panel and switch between classic and category view. 
7. Add and remove a hard\varc device 
8. Solve a hardware or software problem utilizing a troubleshooter and/or the internet 
9. Vic\v hardware properties Add and remove programs 
10 Configure and utilize the accessibility wizard. 
l l Open a Word Document and format paragraphs and characters. 
12 Insert clip art in a Word document, save, and print the document. 
13 Insert and delete text in a Word document 
14 Change margins and adjust line spacing in a document. 
15 Add a footnote, page numbers, insert a manual page break, and create a bibliography 
16 Enter text, format a worksheet, calculate a sum, and create an embedded chart in Excel 
17 Create a PmvcrPoint presentation using text, graphics, and animations 

Teaching Methods: 
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Throughout the semester, students will be provided with 
• Reading and Homework Assignments 

• Classroom Lecture 
• Directed Hands-on Practice 
• Review - Question and Answer Sessions 

Measurement Standards: 
The grading scale used at the Laurel Business Institute/Laurel Technical Institute is listed below The 
instructor are pennitted to give '·plus'' and ·'minus'' grades, but they will have no effect on the 
semester grade point average (GPA). 

GRADE 
A 
ll 
C 
D 
r 
P-passcd 
WP-withdrew passing 
WF-withdrcw failing 
T-transfer credit 
AP-advanced placement 
I-incomplete 

Grading Criteria 
• Tests (80%) 

Quality Point 
40 
3 0 
20 
10 
00 
00 
00 
00 
00 
00 
00 

• Completion of textbook assignments and projects (20%) 

Make-Cp Policies: 

Range 
9]-100 
85-92 
76-84 
68-75 
Below 68 
n/a 
n/a 
n/a 
n/a 
n/a 
n/a 

• Exams: All exams arc announced in advance Students who arc absent on the day ofan exam may 
make up one test at the end of the semester (the last week of the semester). If any other exams are 
missed, a grade of 0% \vill be assigned. The lmvcst exam score \vill not be dropped. 

• Homework: It is the absent student's responsibility to get missed assignments by way ofa fellow 
classmate or by contacting the instructor via email in a timely manner. Emails will be responded to 
within 24 hours. Assignments should be completed by the first class period back after the absence. If 
this is not done, a grade of0%i will be assigned. 

• There is no charge for makeup work 

Outside preparation: 
To adequately comprehend content and achieve success in this course, time outside of class 
spent reading, studying, reviewing, practicing, researching, and completing assignments is required. 

For every hour of classroom lecture, students should expect to devote two hours of preparation 
outside of class. 

• Reading assignments to review notes and chapters already covered are assigned to allow students to 

prepare for upcoming exams. Students are expected to thoroughly review all written material and 
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notes in order to demonstrate knowledge and understanding of concepts taught. Exam grades will 

verify student knowledge. These reading assignments should take approximately 1 hours to complete. 

• End of chapter questions and projects arc assigned for students to practice and rcvic\v concepts 

previously taught. Students arc expected to use their notes and textbook in order to complete all 

assigned questions and exercises Answers will be discussed on the assignment due date. These 

assignments should take approximately 1 hours to complete. 

Laurel Business Institute/Laurel Technical Institute Policies: All policies of the Laurel Business Institute/ 
Laurel Technical Institute as stated in the school's catalog will be enforced. 
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1.5 Hours 
(Day I) 

1.5 Hours 
(Day 2) 

1.5 Hours 
(Day 3) 

3 Hours 
(Days 4 - 5) 

3 Hours 
(Days 6 - 7) 

Laurel Business Institute/Laurel Technical Institute 
131 Introduction to Computers 

Course Outline 
2 Credits - 45 Contact Hours 

This outline is approximate and subject to change. 

Exemption testing 
Assignment/Outside Preparation Practice using school email account: 
sending/receiving email as \Veil as using the calendar 

Revie\v of Syllabus and Outline 
Gmail 

1 Hmv to log into Gmail 
2. Csing the email functionality 
3 Lpdating and maintaining the calendar 
4. Adding, updating, and deleting contacts 

Assignment/Outside Preparation Review material covering G\.1ail Complete practice 
exercises for sending/receiving email, using the calendar, and adding contacts. 

Pretest Chapters 1 and 2 
Assignment/Outside Preparation Read Chapter 1, Fundamental ofLsing Windmvs 7 

Chapter 1: Fundamental of Using Windows 7 
1 Log onto the computer 
2. Identify parts of the desktop and a window 
3 \1anipulate open \Vindmvs 
4. Add and remove a desktop icon 
5 Launch an application program 
6. Cse Windows Ilelp and Support 

Assignment/Outside Preparation Review Chapter 1, Fundamental of Csing Windows 
7 Complete assigned end of chapter exercises. Complete Chapter I exercise sheet 
distributed by the instructor. 

Chapter 2: Working \Vith the Windmvs 7 desktop 
1. Creating a Document in WordPad 
2. Saving Documents 
3. Creating a Document in the Document Library 
4. Ilow to Save to the Student Ilome drive 
5 Working \Vith the Document Library 
6. Working with Folders 
7. Recycle Bin 
8. Desktop Gadgets 
9. Preparation for chapter l and 2 test 

Assignment/Outside Preparation Read Chapter 2, Working with the Windows 7 
desktop. Complete assigned end of chapter exercises. Preparation for chapter l and 2 
test. Complete Chapter 2 exercise sheet distributed by the instructor. Chapters 1 and 2 
exercises due on exam day. 
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1.5 Hours 
(Day 8) 

1.5 Hours 
(Day 9) 

3 Hours 
(Days to -11) 

1.5 Hours 
(Days 12) 

1.5 Hours 
(Day13) 

1.5 Hours 
(Day 14) 

1.5 Hours 
(Days 15) 

Test on Chapters I and 2 
Assignment/Outside Preparation Read Chapter 3 and 4. 

Pretest Chapters 3 and 4 
Assignment/Outside Preparation Revie\v Chapter 3, File and Folder management. 
Begin working on exercise sheet. Begin practicing the new concepts. 

Chapter 3 File and Folder \1anagement 
1. Working with folder windows 
2. The Picture Library 
3. The \.1usic Library 
4. Backing Lp files, folders, and systems 

Assignment/Outside Preparation Revie\v Chapter 3, File and folder management 
Complete assigned end of chapter exercises. Complete Chapter] exercise sheet 
distributed by the instructor. 

Chapter 4: Personal Information \.1anagement 
I Windmvs Live 
2. Internet T\ews Group 
3 RSS Feeds and Web Slices 
4. Other Communication Methods 
5 Windmvs Live \1cssenger 

Assignment/Outside Preparation Revie\v Chapter 4, Personal Information 
\.1anagement. Complete assigned end of chapter exercises Preparation for chapter] and 
4 test Complete Chapter 4 exercise sheet distributed by the instmctor Chapters 3 and 4 
exercises due on exam day. 

Test on Chapters ] and 4 
Assignment/Outside Preparation Read Chapter 5 and 6. 

Pretest Chapter 5 and 6 
Assignment/Outside Preparation Review Chapter 5. Begin practicing the new 
concepts 

Chapter 5: Personalizing Your Work Environment 
Personalizing the Desktop 

2. Customizing the Taskbar 
3 Working \Vith Toolbars on the Taskbar 
4. Customizing the T\otification Area 
5 Customizing the Start Menu 
6. Changing Folder Options 

Assignment/Outside Preparation Review Chapter 5, Personalizing Your Work 
Environment Complete assigned end of chapter exercises. Complete Chapter 5 exercise 
sheet distributed by the instructor. 
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1.5 Hours 
(Days 16) 

1.5 Hours 
(Day 17) 

1.5 Hours 
(Day 18) 

3 Hours 
(Days 19 -20) 

3 Hours 
(Day 21 -22) 

1.5 Hours 
(Day 23) 

Chapter 6: Customizing Your Computer Lsing the Control Panel 
1. The System and Security Window 
2. The Hard\vare and Sound Windmv 
3. Programs 
4. The Lser Accounts and Family Safety Windmv 
5. The Clock, Language and Region Window 
6. The Ease of Access Center 

Assignment/Outside Preparation Revie\v Chapter 6, Customizing Your Computer 
Csing the Control Panel. Complete assigned end of chapter exercises Preparation for 
chapter 5 and 6 test. Complete Chapter 6 exercise sheet distributed by the instructor. 
Chapters 5 and 6 exercises due on exam day. 

Test on Chapters 5 and 6 
Assignment/Outside Preparation Read chapter 1 covering \1icrosoft Word. 

Pretest Microsoft Word 
Assignment/Outside Preparation Review Chapter 1. Begin practicing the new 
concepts 

\1icrosoft Word Chapter 1 Creating and Editing a Word Document 
1. Enter and edit text 
2. Format paragraphs and characters 
3. Insert pictures 
4. Save and print 
5. Adjust margins and line spacing 
6. Lse headers and footers 
7. Find and replace text 

Assignment/Outside Preparation Review Chapter L Creating and Editing a Word 
Document. Complete assigned end of chapter exercises. Chapter 1 exercises due on 
exam day 

\1icrosoft Word Chapter 2 Creating a Research Paper 
1. Adding page numbers 
2. Insert and Edit citations and their sources 
] . Add a footnote 
4. Create a bibliographical list of sources 
5. \1ove text 

Assignment/Outside Preparation Revie\v Chapter 2, Creating a Research Paper 
Complete assigned end of chapter exercises. Chapter 2 exercises due on exam day 

\1icrosoft Word Test 
Assignment/Outside Preparation Read Chapter 1 covering \1icrosoft Excel. 
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1.5 Hours 
(Day 24) 

3 Hours 
(Days 25 -26) 

1.5 Hours 
(Day 27) 

4.5 Hours 
(Days 28 -30) 

Pretest Microsoft Excel 
Assignment/Outside Preparation Review Chapter 1. Begin practicing the new 
concepts 

Microsoft Excel Chapter t: Creating a Worksheet and an Embedded Chart 
Enter and format text and numbers in Excel 

2. Cse the AutoSum button to sum cells 
3 Copy data \vith the fill handle 
4. Create a chart from Excel data 
5 \1odify chart clements 

Assignment/Outside Preparation Rcvie\v Chapter I, Creating a Worksheet and an 
Embedded Chart. Complete assigned end of chapter exercises. Chapter 1 exercises due on 
exam day 

Test Microsoft Excel 
Assignment/Outside Preparation Read pmver point concepts Begin practicing the 
new concepts. 

Introductory Power Point Concepts 
I Enter and format text on PmverPoint slides 
2. Change slide layouts 
3 Insert photographs and clip art onto slides 
4. Animate a presentation 
5 Spell Check 
6. Run a slide show 

Assignment/Outside Preparation Read and review Power Point Concepts document 
distributed by the instructor. Pmvcr Point final project Assemble a pmver point 
presentation according to the specifications outlined by the instructor. Due on day 45. 
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Laurel Business Institute/Laurel Technical Institute 
220 Pathophysiology 

3 Credits - 45 Contact Hours 

Instructor: 

Sample Schedule: Second Term until Midterm Monday Thursday, 1 30-3 00 

Course Description: This course is designed to provide the student with advanced knowledge of 
clinical medicine, and with specific understanding of disease processes, signs and symptoms, 
diagnosis, treatment, prognosis and prevention This study includes pediatric, adult and geriatric 
patients. The student \vill also gain understanding of corresponding diagnostic tests and drugs that 
relate to each system. 

Prerequisite: 122 Anatomy & Physiology 

Text: Essentials ofIIuman Diseases & Conditions, Frazier, \.1argaret Schell, 5111 Edition Elsevier 
Health Science, iD2013 

Resource Material: \!ursing and Physician's drug reference books 

Additional Resources: Library/ Learning Resource Center 
Internet sites 

Equipment: 

Course Objectives: 

Overhead projector/ transparencies 
Anatomic models 
Computer and projector 

Define the concept of disease and the concept of health. State the rclationshi p of these 
concepts to each other. 

2 Discuss and identify common infectious diseases, including etiology, signs and 
symptoms, diagnosis, treatment, prognosis and prevention 

3 Define neoplasm Discuss and identify common tumors, risk factors, and possible 
preventive measures. Identify common cancer warning signals. Classify current cancer 
treatment modalities. 

4 Review· normal body physiology and contrast it \Vith the pathophysiological disease 
process identified in various units of study 

5 Identify major diseases of each body system, etiology, signs and symptoms, diagnosis 
including appropriate diagnostic tests, treatment \Vith emphasis on current drug 
treatment, prognosis and possible prevention 

6 Complete a research paper on a disease process utilizing the LRC. 

Teaching Methods: 
Lecture and Discussion 
Case studies related to topic of study 
Group projects and individual presentations as assigned 
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Guest lecturers as available 
Transparencies/Audio-visual Aids/Power Point Presentations 

Measurement Standards: 

Grading Scale: The grading scale used at the Laurel Business Institute/Laurel Technical 
Institute is listed below. The instructors are permitted to give '·plus'' and ·'minus'' grades, 
but they will have no effect on the semester grade point average (GPA). 

Grade Quality Point 

A 40 
B 3 0 
C 20 
D 10 
F 00 
P-passcd 00 
WP-withdrew passing 00 
WF- withdrew failing 00 
T-transfcr credit 00 
AP-advanced placement 00 
I-incomplete 00 

All '·F'' grades must be repeated. 

93-l 00 
85-92 
76-84 
68-75 
Bclo\v 68 
n/a 
n/a 
n/a 
n/a 
n/a 
n/a 

Grading Criteria: Grades are calculated by averaging chapter test percentages. Letter grades are 
assigned using the grading scale listed above. There will be no \1idtenn Exam There will be a 
comprehensive Final Exam 

Factor 
Cnit tests 
I [omework Assignments 

Classroom Management: 

Midterm \\'eight 
80% 
20% 

Final \\'eight 
80% 
20% 

*Students are to arrive for class on time with all necessary materials- text, notebook, 
handouts, study guide, writing utensils. 

* Attendance: Students arc expected to attend classes as scheduled When going to be 
absent, the student should alert the instmctor via email or phone call to the front desk. 
It is the student's responsibility to get missed assignments by way ofa fellow student or 
by contacting the instructor via email ----in a timely manner. Being 
absent docs not excuse one from assig~cdulcd for the next class time. 
Emails \vill be responded to within 24 hours 

Makeup Policy: 

Tests \vill be scheduled and announced in advance. Any student present the day of a test must 
take it on that day. \lo makeup tests are given The grade on the comprehensive final will replace 
any single missing test grade. A grade of zero will be recorded for any other missed tests. Missed 
quizzes or multi-step tests cannot be made up and will nof be replaced by the final test grade. 
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However, ifa student knows ahead of time thats/he will be absent the day ofa test/quiz, s/he may 
make arrangements to take the test early without penalty ifit can be accommodated by the 
instructor 

Homework assignments are due the day upon returning to class. If this is not done, a grade of0%i 
will be assigned. Homework assignments will not be accepted late. 

Students should use the Library/Leaming Resource Center as a resource to complete research­
based assignments/projects. These will be graded according to the supplied criteria or rubric and 
will be recorded as a test grade. 

All students must take the final exam on the day it is scheduled l\o makeup \Vil! be allmvcd 

There is no charge for makeup work 

Outside preparation: To adequately comprehend content and achieve success in this course, 
time outside of class spent reading, studying, reviewing, practicing, researching, and completing 
assignments is required. 

For every hour of classroom lecture, students should expect to devote t\vo hours of preparation 
outside of class. 

Reading assignments to review notes and chapters covered arc assigned to allow students to 
prepare for upcoming exams Students arc expected to thoroughly review· all written material and 
notes in order to demonstrate knowledge and understanding of concepts taught. Exam grades will 
verify student knowledge. These reading assignments should take approximately 6 hours per 
\Vcck to complete. 

Projects assigned are to provide students with the opportunity to incorporate concepts taught, 
along with research, in order to develop a comprehensive paper and/or presentation, thereby 
demonstrating the student's knmvledgc of the assigned topic These projects should take an 
additional 3 - 4 hours per assignment to complete. 

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business 
Institute/Laurel Technical Institute as stated in the school"s catalog will be enforced 
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Laurel Business Institute/Laurel Technical Institute 
220 Pathophysiology 

Course Outline 

*This outline is approximate and subject to change. 

Hours I - 3 Course Overvie\v, revie\v of syllabus 
Chapter 1 Mechanisms of Disease, Diagnosis and Treatment 
Lecture Etiology of diseases, stem cells, pain 
Assignment/Outside Preparation: Read Ch I 
*Students should make note cards or complete graphic organizers on each 
covered disease in each chapter. 

Hours 4 - 7 Chapter 10 Diseases and Disorders of the Circulatory System 
Lecture Functioning of circulatory system, cardiovascular diseases 
Assignment/ Outside Preparation: Read Ch 10 
Worksheet Ch 10 

Hours 8 - 13 Test on Chapter 10 Cardiovascular diseases only 
I ,ecture Chapter 10 Vascular diseases and blood dyscrasias 
Assignment/ Outside Preparation: Compare and contrast assigned 
blood disorders 

Hours 14 - 17 Chapter] Immunologic Diseases and Disorders 
Lecture Order] y functioning of the immune system, immunodeficiency, 
autoimmune diseases 
Assignment/ Outside Preparation: Read Ch 3 
Worksheet Ch] 

Hours 18 - 20 Test Ch 3 
Chapter 5 Diseases and Disorders of the Eye and Ear 
Assignment/ Outside Preparation: Read Ch 5 
Research paper on eye and ear diseases utilizing the LRC 
Worksheet Ch 5 

Hours 21 - 23 Student presentations on eye and ear diseases 

Hours 24 - 27 Chapter 9 Diseases and Conditions of the Respiratory System 
Lecture Orderly functioning of the respiratory system, lung disorders and 
malignancies 
Assignment/ Outside Preparation: Read Ch 9 
Worksheets Ch 9 

Hours 28 - ]] Test Ch 9 
Chapter 7 Diseases and Disorders of the \.fosculoskeletal System 
Lecture Orderly functioning of the musculoskeletal system, 
diseases and disorders of the skeletal and muscular system, trauma and injuries 
Assignment/ Outside Preparation: Read Ch 7 
Worksheet Ch 7 
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I fours 34 - 3 7 Test Chapter 7 
Chapter 13 l\eurological Diseases and Conditions 
Lecture Orderly functioning of the nervous system, vascular disorders, brain and 
spinal trauma, peripheral disorders 
Assignment/ Outside Preparation: Read Ch 13 
Worksheet Ch 13 

I fours 3 8 - 40 Test Chapter 13 
Chapter 8 Diseases and Conditions of the Digestive system 
Lecture Orderly functioning of the digestive system, disorders of the oral cavity, 
GI tract accessory organs, malignancies 
Assignment/ Outside Preparation: Read Ch 8 
Worksheet Ch8 

Hours 4 l - 42 Test Chapter 8 
Chapter 4 Diseases and Conditions of the Endocrine System 
I ,ecture Order] y functioning of the endocrine system, glandular diseases 
Assignment/ Outside Preparation: Read Ch 4 
Worksheet Ch 4 

I fours 43 - 44 Review for final exam 

Hour 45 Final Exam 

Chapter 12 Reproductive System - Done as an outside assignment 

Chapter 6 Integumentary System - Done as an outside assignment 

* Additional projects may be assigned to support learning in a particular area 
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Instructor: 

Laurel Business Institute/Laurel Technical Institute 
222 Medical Office Procedures 

3 Credits - 45 Contact Hours 

Sample Schedule: Second Tenn until \.1idtenn: \.fonday- Thursday, 3 00 -4:30 

Course Description: This course familiarizes the student with the fundamentals of using 
Windmvs®-bascd medical office management sofhvarc for appointment scheduling, procedure 
posting, medical billing, payment posting, patient billing, patient collections, and insurance 
tracking and follmv-up 

Prerequisite: IO I Keyboarding L 13 1 Intro to Computers \Vith a C grade or better 

Text: \1cdical Office Procedures slh Edition by l\cnna Bayes, Karonnc Becklin and Bonnie 
Crist. Career Education, © 2013 

Software: :"JO:"JE 

Resource .'\.faterials: Internet ICD-10-C\1, CPT-4 books 

Additional Resource: Library/Learning Resource Center 

Equipment: Computers, printers 

Course Objectives: Upon completion of this course, the student learner should be able to: 

Lnderstand the Health Insurance Portability and Accountability Act (HIPAA) 
regarding privacy in the medical office. 

2. Explain the responsibilities of the back and front office of a physician practice. 
3. Demonstrate basic appointment scheduling tasks and list the steps for collecting 

information and preparing patient files 
4. List the steps for the patient check-in and check-out process in a physician 

practice 
5. Identify key demographic infonnation from a patient registration form 
6. Review insurance cards for relevant health insurance coverage details. 
7. Register new patients. 
8 Describe the parts of a superbill ( encounter form) and the information it contains 
9. Demonstrate posting procedure charges using the superbill 
10 Post payments open and view the patient ledger to review charges and payments 

made on account. 
l l Post procedure charges for service performed outside the office for hospital and 

nursing home patients 
12 Describe the procedure for preparing and processing paper and electronic claims 
13 Prepare C\ttS-1500 claim forms for select insurance carriers 

222 Medical Office Procedures 
S, llabus & Outline 

Page 1 of<i Re,·: 09/201:'i Initials. SP 



14 Describe the components of a \1cdicare Remittance Advice and a general 
Explanation of Benefits (EOB). 

15 Prepare and process claims for secondary insurance and patient billing 

Teaching Methods: 

Lecture, Discussion, and Demonstration 
I [ands-on Assignments 
Simulation 

Measurement Standards: 

Grading Scale: The grading scale used at the Laurel Business Institute/Laurel Technical 
Institute is listed below. The instructors are pennitted to give'··., and,._., grades, but they 
\vill have no effect on the semester grade point average (G.P A) 

Grade Oualitv Point Range 
A 40 93-l 00 
ll 3 0 85-92 
C 20 76-84 
D 10 68-75 
F 00 Belo\v 68 
P-passed 00 n/a 
WP-\vithdrew· passing 00 n/a 
WF-withdrew failing 00 n/a 
T-transfcr credit 00 n/a 
AP-advanced placement 00 n/a 
I-incomplete 00 n/a 

All F grades must be repeated. 
Grading Criteria: 

• Tests/End of Chapters 50% 
• Simulation Evaluations 25% 
• Class Participation 25% 

Class Participation: Each class day is worth 5 points. To receive all 5 points you must be 
present in class, and participating, \Vith all proper supplies, including proximity card. 

Tardies, Early Departurtes, & Absences: Tardies or early departures will reduce the 5 point 
class participation grade. Days absent \vill be a zero (0) for that days class. 

Assignments: Assignments must be turned in on time and have a professional appearance. All 
assignments must be turned in by all students in attendance when called for at the beginning of class 
on the due date. T\o extensions are given to retrieve work not brought to class on the due date. An 
absent student has until the beginning of the next class period to tum in \Vork due Assignments not 
handed in on due date, will receive a zero (0) for that assignment. I will not accept anything late. 
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Cell Phones : Ringers should be turned off during class and cell phones put away. Text 
messaging is prohibited , It you are expecting an important call, let me know at the beginning of 
class and step out to take the call when it comes. 

Sign In Booklet: The sign in booklet will be available upon entrance to the class room. You 
must sign for yourse lf. Please sign on the assigned numbered line. Iftardy ( class has already 
begun, sign in the tardy section . 

Reporting Off: Students must call when absent to the instructor or via email 
at Being absent does not excuse you from having assignments done and on time. 
Email or call me using the aforementioned contact information for that days assignment. This is 
required. All email and calls will be responded to within 24 hours . 

Make-up Policy : No Make-up exams will be given, a zero (0) will be given until comprehensive 
final is recorded. A comprehensive final will replace any one missed exam . Quizzes may be given 
at any time, and will have no make-up. Any missed Quizzes will receive a zero (0). 

There is no charge for makeup work. 

Outside Preparation : To adequately comprehend content and achieve success in this course, 
time outside of class spent reading, studying, reviewing, pract icing, researching , and completing 
assignments is required. 

I . End of chapte r questions are assigned in order for students to practice and review 

concepts previously taught. Students are expected to use their notes and textbook in order 

to thoroughly answer all assigned questions. Answers will be discussed in the next class 

lecture. These homework assignments should take approximately 1 to 2 hours to complete. 

2. Reading assignments of new material are assigned to expose students to new concepts 

that will be covered in the next class lecture. Students are expected to read assigned 

material thoroughly and take notes on this material. Students are expected to incorporate 

their notes with class notes on new material after the next class lecture . These reading 

assignments should take approximate ly 1 to 2 hours to complete. 

3. Reading assignments to review notes and chapters already covered are assigned to allow 

students to prepare for upcoming exams . Students are expected to thoroughly review all 

written material and notes in order to demonstrate know ledge and understanding of 

concepts taught. Exam grades will verify student knowledge. These reading assignments 

should take approximate ly 1 to 2 hours to complete . 

La urel Busine ss Instit ute/La urel Technical Institute Policies: All policies of Laurel Business 
Institute /Laure l Technical Institute as stated in the school' s catalog will be enforced. 
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Laurel Business Institute/Laurel Technical Institute 
222 Medical Office Procedures 

Course Outline 

This outline is approximate and subject to change 

Hours 1-3 Review syllabi, course outline, policies and procedures. 
Chapter I, The Administrative l\.1cdical Assistant 

• Learn the tasks and skills required to be an administrative assistant 
• Identify and define at least six positive \Vork attitudes 
• Work Ethic and professionalism 

Assignment/Outside Preparation: Read Chapter 1, complete projects, complete 
end of chapter rcvic\v questions, and learn key term to build your professional 
vocabulary. 

Hour 4 Test on Chapter I, Key terms included 

Hours 5-7 Chapter 2, Medical Ethics, Law, and Compliance 
• Describe medical ethics, bioethics, and etiquette 
• \.1edica1 Law and legal documentation 
• Identify and discuss several key components of the HIPAA 

Administrative Simplification Rule 
Assignment/Outside Preparation: Read Chapter 2, complete projects, complete 
end of chapter revie\v questions, and learn key term to build your professional 
vocabulary. 

Hour 8 Test on Chapter 2: Key terms included 

Hours 9-1 t Chapter 3, Office Communications An Overview or Verbal and Written 
Communication 

Hour 12 

• List the steps or the communication cycle 
• Explain hmv the verbal message is effected by nonverbal 

communication 
• Written communication 

Assignment/Outside Preparation: Read Chapter 3, complete projects, complete 
end or chapter review questions, and learn key term to build your professional 
vocabulary 

Test on Chapter 3, Key terms included 
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Hours 13-15 Chapter 4, Office Communications Phone, Scheduling, and Mail 
• Telephone skills 
• Scheduling 
• Processing incoming mail, and preparing outgoing mail 

Assignment/Outside Preparation: Read Chapter 4, complete projects, complete 
end of chapter revie\v questions, and learn key term to build your professional 
vocabulary. 

Hour 16 Test on Chapter 4: Key terms included 

Hours 17-19 Chapter 5, Managing Health lnfonnation 
• Computer usage in the medical office 
• The medical record, and electronic health record 
• \1edical terminology and abbreviations, and filing systems 

Assignment/Outside Preparation: Read Chapter 5, complete projects, complete 
end of chapter review questions, and learn key term to build your professional 
vocabulary 

Hour 20 Test on Chapter 5, Key terms included 

Hour 21 Introduction of Simulation ii 1 

Hours 22-25 Chapter 6, Office \1anagement 
• Physical environment 
• Types of Management and the office managers role 
• Patient and employee education 

"Continue work on Simulation #1 
Assignment/Outside Preparation: Read Chapter 6, complete projects, complete 
end of chapter review questions, and learn key term to build your professional 
vocabulary. 

Hour 26 Test on Chapter 6 

Hours 27-30 Chapter 7, Insurance and Coding 

Hour 31 

• Insurance terminology 
• Insurance plans, Identifying plans and payers 
• Participation and payment methods 
• Diagnostic and Procedural Coding, and Compliance 

°Continue work on Simulation #1 
Assignment/Outside Preparation: Read Chapter 7, complete projects, complete 
end of chapter review questions, and learn key term to build your professional 
vocabulary 

Test on Chapter 7 
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Hours 31-33 Chapter 8, Billing, Reimbursement, and Collections 
• Recording transactions 
• Insurance Claims 
• Payments from patients, and delinquent accounts 

°Continue work on Simulation #1 
Assignment/Outside Preparation: Read Chapter 8, complete projects, complete 
end of chapter revie\v questions, and learn key term to build your professional 
vocabulary. 

Hour 34 Test on Chapter 8 

Hours 35-37 Chapter 9, Practice Finances 
• Essential financial records 
• Identifying theft in the medical practice 
• Banking and Payroll 

Assignment/Outside Preparation: Read Chapter 9, complete projects, complete 
end of chapter review questions, and learn key term to build your professional 
vocabulary 

Hour 38 Test on Chapter 9 

Hour 39 Complete Simulation iil 

Hour 40 Start Simulation #2 

Hours 41-45 Complete Simulation ii2 
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Laurel Business Institute/Laurel Technical Institute 
225 Electronic \'ledical Records 

3 Credits - 45 Contact Hours 

Instructor: 

Sample Schedule: First Term Monday, Wednesday, 2 00-3 30 

Course Description: This course is designed to introduce students to the current medical 
clerical occupations and the practices related to maintaining medical records, insurance billing 
and legal concerns. Discussion will cover critical aspects or the duties and responsibilities or 
medical clerical workers to include assembly, analysis, and completion or medical records, 
numbering and filing methods, documentation, forms and release of information. Students \Vil! 
complete a manual medical records simulation, and also research and report on one critical 
aspect or medical records 

Text: Electronic Health Records 3e, Byron R Hamilton, l\.1cGra\v HilL iD20 l I 

Prerequisite: T\one 

Software: SpringCharts Soft\vare 

Additional Resources: Library/Learning Resource Center 

Course Objectives: Follmving completion of this course, the student should be able to 
understand the follmving by both paper and electronic means: 

1. Define the role or a medical records clerk 
2. Describe the various functions ora medical record clerk 
3 Discuss the purpose of the medical record 
4. Identify the various types of filing systems 
5. Define the purpose or color coding schemes 
6. Explain the importance or a master patient index 
7. Discuss pros and cons of automated vs manual deficiency management 
8 Identify the different types of forms contained in the medical record 
9. Explain the purpose ora history and physical, discharge summary, consult, and operative 

report 
10 Define record analysis and assembly 
I l Discuss the difference bet\veen an incomplete record and a delinquent record 
12 Describe the ramifications or delinquent records on patient care, physicians and hospital 

operations. 
13 Discuss the process of physician suspension 
14 Explain JCAHO requirements for completion of medical records 
15 Explain the importance or JCAI ro accreditation 
16 Define confidentiality and discuss its importance 
17 List the requirements of a valid authorization of release 
18 Describe the difference bet\veen consents and authorizations 
19 Discuss the difTerent types or protected records regarding release or information 
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20. List specialized areas within the medical records department and discuss the roles of each 

Teaching Methods: 
Lecture 
Class Discussion 

Measurement Standards: 

Grading Scale: The grading scale used at the Laurel Business Institute/Laurel Technical 
Institute is listed below . The instructors are permitted to give "plus" and "minus " grades, 
but they will have no effect on the semester grade point average (G.P.A.) 

Grade 
A 
B 
C 
D 
F 

P-passed 
WP-withdrew passing 
WF-withdrew failing 
I-transfer credit 
AP-advanced placement 
I-incomplete 

Quality Point 
4.0 
3.0 
2.0 
1.0 
0.0 
0.0 
0.0 
0.0 
0.0 
0.0 
0.0 

All "F" grades must be repeated. 

Grading Criteria: 

Class Participat ion 25% 
End Of Chapter Review 25% 
Tests 50% 

Range 
93-100 
85-92 
76-84 
68-75 
Below 68 
n/a 
n/a 
n/a 
n/a 
n/a 
n/a 

Class Participation: Class participation means being in class. Each class is worth 5 points , and 
will count for 25% of your final grade. 

Tardies, Early Departures , and Absences: Being Late or departing early from class will 
deduct points from that classes participation points . 

Homework: Homework assignments must be handed in at the beginning of class on the due 
date. No late assignments will be accepted and a score of zero will be recorded. If you are absent 
on the date the assignment is due , it must be turned in by the next class. Being absent does not 
excuse you from having your assignme nts done and on time. Call the schoo l at 724-439-4900 
after 4 pm for the day's assignments. 

Reporting Off: The student must call off when absent directly to the instructor via 
Voice Mail or email This is required . 
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Sign-In Booklet: The sign in booklet will be available in the classroom at the beginning of 
class You must sign in for yourself Please sign on the assigned numbered line If tardy (Class 
has already begun and the booklet is still circulating), sign in the tardy section If you do not, l 
will move your name to the tardy section. 

Makeup Policy: 
*Case scenarios, Research Paper, and Simulation will only be accepted on the due date If a 
student is absent on the due date, it must be turned in by the next class. Otherwise, a zero (0) will 
be recorded. 
*Exams arc announced in advance l\o make-up exams arc given. The grade on a 

comprehensive final \vill replace any single missing exam 
*Make-ups will not be given for comprehensive final. A zero (0) will be recorded for a missed 
final exam. 
*There is no charge for makeup work. 

Outside Preparation: To adequately comprehend content and achieve success in this course, time 
outside of class spent reading, studying, reviewing, practicing, researching, and completing 
assignments is required 

End of chapter questions are assigned in order for students to practice and review concepts 

previously taught. Students are expected to use their notes and textbook in order to 

thoroughly answer all assigned questions. Answers will be discussed in the next class 

lecture. These homework assignments should take approximately 1 to 2 hours to complete. 

2. Reading assignments of new material are assigned to expose students to new concepts that 

\vill be covered in the next class lecture. Students arc expected to read assigned material 

thoroughly and take notes on this material Students arc expected to incorporate their notes 

\Vith class notes on new material after the next class lecture. These reading assignments 

should take approximately I to 2 hours to complete. 

3 Reading assignments to review notes and chapters already covered arc assigned to allow· 

students to prepare for upcoming exams Students arc expected to thoroughly review· all 

\Vrittcn material and notes in order to demonstrate knowledge and understanding of 

concepts taught. Exam grades will verify student knowledge. These reading assignments 

should take approximately 1 to 2 hours to complete. 

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business 
Institute/Laurel Technical Institute as stated in the school's catalog will be enforced. 
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Laurel Business Institute/Laurel Technical Institute 
225 Electronic Medical Records 

Course Outline 

Outline is approximate and subject to change 

Hour l Distribute and discuss course syllabus and outline 
• Download SpringCharts EHR software. 

Hours 2 -3 Chapter l, An Introduction to Electronic Health Records 

Hour 4 

Hours 5-6 

• Explain a brief history or Electronic Health Records (EHRs) 
• List acronyms, and explain barriers to and benefits of EHRs 
Assignment/Outside Preparation: Complete Chapter Concepts, review Key 
Terms and Abbreviations. Complete End of Chapter Review 

Exam - Chapter t 
Introduce Chapter 2, Standards for Electronic Health Records 
• History or EHRs, and HIPAA 
• Assignment/Outside Preparation: Review Key Terms and Abbreviations 

Chapter 2 Continued 
• Discuss regulations, core functions and standards of EHRs 
• Discuss incentives for adoptions orEHRs 
• Assignment/Outside Preparation: Complete Chapter Concepts and End of 

Chapter Review. 

Hour7 Exam - Chapter 2 

I lours 8-10 Introduce Chapter, ] Introduction and Setup or SpringCharts El [R 
• Learn concept, history and log on procedures for software 
• Complete Exercises 3-l thm 3-4 using sofhvare 
• l<:xam - Chapter 3 
• Assignment/Outside Preparation: Complete Chapter Concepts and End of 

Chapter Review. 

Hours 11-13 Introduction chapter 4, Clinical Administration 
• Learn Administrative functions 
• \!a vi gate the appointment calendar 
• Use the patient tracker 
• Complete Exercises 4-1 through 4-4 using software 
• Exam - Chapter 4 
• Assignments/ Outside Preparation: Complete Chapter Concepts and End of 

Chapter Review· 
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Hours 14- 16 Introduction Chapter 5, The Patient's Chart 
• Start SpringCharts HER 
• Enter new patient demographics, create your own electronic patient chart 
• Enter pop-up text and create ad edit preferences 
• Complete Exercises 5-1 through 5-6 
• l<:xam Chapter 5 
• Assignment/Outside Preparation: Complete Chapter Concepts and End of 

Chapter Review 

Hours 17-19 Introduction Chapter 6, The Office Visit 
• Open and electronic patient chart 
• Add pop-up text 
• Distinguish the various items making up the face sheet 
• Complete Exercises 6-1 through 6-10 
• Exam Chapter 6 
• Assignment/Outside Preparation: Complete Chapter Concepts and End or 

Chapter Revic\v 

Hours 20-22 Introduction Chapter 7, Clinical Tools 
• Open and navigate patient's chart, nc\v OV screen 
• Create a routine slip 
• Complete Exercises 7-1 through 7-8 
• Exam Chapter 7 

• Assignment/Outside Preparation: Complete Chapter Concepts and End or 
Chapter Revic\v 

Hours 23-25 Introduction Chapter 8, Customizing Template and Pop-up Text 
• Understand the concepts of templates, create and use an OV template 
• Create and use a letter template 
• Demonstrate hmv to export/import pop-up text 
• Complete Exercises 8-1 through 8.5 
• Exam Chapter 8 
• Assignment/Outside Preparation: Complete Chapter Concepts and End of 

Chapter Review 

Hours 26-28 Introduction Chapter 9, Tests, Procedures, and Diagnosis Codes 
• \!a vi gate in a patients chart and OV screen 
• \!avigate Practice Vie\v screen 
• Complete Exercises 9-1 through 9.9 
• Exam Chapter 9 
• Assignment/Outside Preparation: Complete Chapter Concepts and End or 

Chapter Review 
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flours 29-31 Introduction Chapter 10, Productivity Center and Utilities 
• Discuss hmv to post items on the internal bulletin board 
• Steps to send and receive faxes 
• Use the time clock feature 
• Create letters and reports 
• Complete Exercises 10-1 through 10-8 
• Exam Chapter 10 
• Assignment/Outside Preparation: Complete Chapter Concepts and End of 

Chapter Revie\v 

flours 32-42 Introduce Chapter 11 and Chapter 12, Applying Your Knowledge and 
Electronic Recording 
• Atyouro\vnpace,CompletionofExercises 11-1 through ll-22and 12-1 

through 12-18 

Hours 43-44 Evaluation of \Vork, and review for final 

Hour 45 Final l<:xam 
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Laurel Business Institute/Laurel Technical Institute 
228 Clinical II 

6 Credits - 150 Contact Hours 

Instructor: 

Sample Schedule: Second Term until Midterm Monday Thursday, 8 30-1 00 

Course Description: This course is designed to give the student more advanced clinical skills 
that are essential to becoming a medical assistant. These skills will include pharmacologic 
principles, injections, assisting with minor surgical procedures, sterile aseptic techniques, and 
documentation The student \vill also complete a skills checklist during the semester All skills 
must be completed satisfactorily to progress to Clinical Ill. 

Prerequisite: 128 Clinical I 

Text: nelmar's Cli111cal Medical AssistinK, Wilburta () Lindh, \.1arilyn Pooler, Carol D 
Tamparo, and Barbara \1 Dahl 51

h Edition Delmar Cengage Learning, ©2014. 

,\mmder 's N11rsi11K J)r11K Handhook 2016, IIodgson, B. & Kizior, R Elsevier, ©2016. 

Software: Website Access Card accompanying text 

Resource Materials: 
Skills and Pron.:dures.fOr A1edical AssisfinK (DVD) 3"'1 Ed Delmar Cengage 2005 
Supplemental handouts and worksheets as assigned. 

Additional Resources: Library/Learning Resource Center 

Equipment: 
Associated clinical equipment to accomplish skills 
Computer and learning CDs for classroom 
Computer and projector/ DVD player/ VCR 

Course Objectives: Upon completion of this course, the student should be able to: 

Explain the princi pies of surgical asepsis and correctly demonstrate aseptic practices 
2 Describe the functions and various methods of documentation in the clinical setting. 
3 Display an understanding ofphannacology by computing drug dosages, explaining 

drug classifications, usages, dosages, interactions, contraindications, side effects, 
adverse effects, and patient teaching 

4 Demonstrate the correct technique for giving medications orally, subcutaneously, 
intradermally and intramuscularly 

5 Conduct an eye exam for visual acuity and color deficiency 
6 Display an understanding of various diagnostics tests by preparing patient instmctions 
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7 Effectively utilize information technology and medical terms as they apply to 
electronic health records 
8 Describe the food pyramid and healthy eating habits. 
9 Identify various types of diets in respect to specific patient needs. 
10. Care for patients with bowel and bladder elimination diITicul ties. 

Teaching Methods: 
I ,ecture/di scussion 
Skills demonstration/ return demonstrations and hands- on experience 
Audiovisual aids/supplemental materials 
Cooperative group and individual projects 
Guest lecturers/field trips when indicated 
Power Point Presentations 

Measurement Standards: 
Grading Scale: The grading scale used at the Laurel Business Institute/Laurel Technical 
Institute is listed below. Instructors are permitted to give '·plus'' and ·'minus'' grades, but they 
\vill have no effect on the semester grade point average (GPA). 

Grade 
A 

B 
(' 

D 
F 
P-passed 
WP-\vithdrcw· passing 
WF-withdrew failing 
T-transfer credit 
AP-advanced placement 
I-incomplete 

Quality Point 
40 
3 0 
20 
10 
00 
00 
00 
00 
00 
00 
00 

All ·'F' grades must be repeated. 

Grading Criteria: 

Factor 
Lnit tests 
Practicum Returns 
Final Exam 
Homc\vork assignments 

Classroom Management: 

Midterm \\'eight 
40% 
40% 

20% 

Range 
9]-100 
85-92 
76-84 
68-75 
Below 68 
n/a 
n/a 
n/a 
n/a 
n/a 
n/a 

Final \\'eight 
30% 
]0% 
]0% 
10% 

*Students are to arrive for class on time with all necessary materials- text, notebook, handouts, 
study-guide, writing utensils 
* Attendance: Students arc expected to attend classes as scheduled. When going to be absent, the 
student should alert the instructor via email or phone call to the front desk. It is the students' 
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responsibility to get missed assignments by way of a fellow student or by contacting the 
instructor via email in a timely manner. Being absent does not excuse one 
from assignments due or tests scheduled for the next class time. 

*Cell Phones: Ringers should be turned off during class and cell phones put away . Text 
messaging is strongly discouraged. If you are expecting an important call, let me know at the 
beginning of class and step out to take the call when it comes. 

*Emails will be responded to within 24 hours. Your laurel.edu email account will be our primary 
method of communicating with each other between classes. Therefore , it is important that you 
check this account daily. If you have trouble accessing or using this account , please speak to the 
IT Departm ent. 

Clinical Skills : 
Students will only be required to perform those clinical skills that have been explained and 
demonstrated in the classroom setting . It is of utmost importance to be present for skills 
demonstrations , practices and evaluations . These , for the most part, will be accomplished on 
days assigned for skills. Proper dress code is required on skill days . Please see the clinical dress 
code policy for point deductions. Questions on the performance of a clinical skill in the lab 
setting need to be addressed with the clinical instructor. Extra practice time is always encouraged 
and can be worked out with the instructor. Students will need to demonstrate competency in basic 
skills before progre ssing out of Clinical II to Clinical III 

Clinica l Requirements: 
• Items from Clinica l I 
• Students will receive a white lab jacket 

Pharmacology Unit : 
Students must make a grade of 80% or better in the Pharmacology Unit of this cours e in order to 
progress to Clinica l ill or will be required to repeat that module. 

Dress Code: 
Proper dress code is required on skills days and making up any skill. Points will be deducted for 
not following dress code. Students will lose 1% point off the final grade for every 2 dress code 
violations . Please refer to the Dress Code handout. 

Attendance Penalty : 
Percentage points will be deducted for absence of clinical hours acco rding to the following scale: 

12 hours missed out of the total number of class hours = (-2%) 
14 hours missed out of the total number of cl ass hours = (-4 % ) 
16 hours missed out of the total number of class hours = (-6%) 
18 hours missed out of the total number of class hours = (-8%) 
20 hours missed out of the total number of class hours= (-10%) 
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/he jield of healthcare reqnires 1rnrkers that are revHmsihle and co11scie11tions. Tasks and 
procedures dont: in the healthcaff st:llit1K can ofirn not he held owr lo fht: nt:xl day. !his 
ffq11ires A4edical Assis/ants to hm·t: excellent allt:ndancx and p1111cf11alify to complt:lt: 11'hat is 
req111red each day. 

Being tardy and/or leaving class early will be deducted in quarter hours and included in 
overall hours missed and subsequent penalty will be applied. 

Daily Sign-In Booklet: 
The sign-in booklet will be at the front of the classroom and should be signed at the beginning of 
class You must sign in for yourself at each class If tardy, sign in under the ·'Tardy'' section If 
not signed in for the day, you \Vil! be considered absent for the class 

Make lJ p Policy: 
/lomeivork: If a student is absent from class, it is his or her responsibility to complete all 
classroom assignments and homc\vork missed. Homc\vork assignments arc due the day upon 
returning to class. Late homework will 1101 be accepted. 

frsts- Tests \vill be scheduled and announced in advance. :"Jo make-up tests arc given. The grade 
on the comprehensive final \Vil! replace any single missing exam grade A grade of zero \Vil! be 
recorded for any other missed tests. If a student knows ahead of time that he or she will be absent 
on the day ofan exam, he or she may make arrangements to take the exam early without penalty, 
if it can be accommodated by the instructor All students must take the final exam on the day it is 
scheduled. :"Jo make-ups \vill be allmvcd. 

,\kill.,·· Skill evaluations missed due to absence will be made up on a day and time designated by 
the instmctor A makeup session may be designated by the instructor at midterm and finals \Vcck 
if needed. Dress code applies to make up days A skill to be made up \vill start out \Vith a grade 
of 50% and evaluation points will be deducted from that starting percentage. If the skill 
demonstration is missed, 10 points will be deducted from the final skills evaluation. If the initial 
skills session and makeup session arc missed, a grade of zero \vill be recorded 

There is no charge for makeup work 

Outside preparation: To adequately comprehend content and achieve success in this course, 
time outside of class spent reading, studying, rcvic\ving, practicing, researching, and completing 
assignments is required. 

For every hour of classroom instruction, students should expect to devote t\vo hours 
of preparation outside of class 

Reading assignments of new material are assigned to expose students to new concepts that will 
be covered in the next class lecture Students arc expected to read assigned material thoroughly 
and take notes on this material Students arc expected to incorporate their notes with class notes 
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on new material after the next class lecture. These reading assignments should take 
approximately 3--1 hours per \Vcck to complete 

Reading assignments to review notes and chapters covered are assigned to allow students to 
prepare for upcoming exams. Students are expected to thoroughly review all written material and 
notes in order to demonstrate knmvlcdgc and understanding of concepts and skills taught. Exam 
grades will verify student knowledge These reading assignments should take approximately 3--1 
honrs per week to complete. 

Projects assigned arc to provide students with the opportunity to incorporate skills and concepts 
taught along \Vith research, in order to develop a comprehensive paper and/or presentation, 
thereby demonstrating the students' knowledge of the assigned topic. These projects should take 
an additional 3--1 honrs per assignment to complete. 

Worksheets arc assigned in order for students to practice and review· concepts taught Students 
are expected to use their notes and textbook to thoroughly answer questions. Answers will be 
discussed in a subsequent class lecture. These homework assignments should take approximately 
1-2 hours per week to complete. 

*Students should use the Library/Leaming Resource Center as a resource to complete research­
based assignments/projects. 

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business 
Institute/Laurel Technical Institute as stated in the school's catalog will be enforced. 
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Hours I - 12 

Laurel Business Institute/Laurel Technical Institute 
228 Clinical II 
Course Outline 

This outline is approximate and subject to change. 

Overvie\v of Clinical II 
Lecture and pmver point presentation on sanitization, disinfection, and 
sterilization - Ch 10 
Surgical Asepsis and Minor Surgery lecture and skills - Ch 19 
Demo of surgical hand \Vashing, sterile gloving, setting up sterile field 
and practice 
Video: Assisting in \.1inor Surgery 
Assignment/Outside Preparation Read chapters 10 and 19, worksheets 

Hours 13 - 23 Finish surgical asepsis and minor surgery lecture, pmver point and skills 
Demo of Assisting with \.1inor Surgery 
Demo & Practice of removing sutures & staples, sterile wound culture & 
\vound dressing skills 
Assignment/Outside Preparation Worksheet on sterile gloving 

I fours 24 - 34 Finish suture and staple removal, wound dressing skills practice & testing 
Revie\v for surgical asepsis and minor surgery exam \Vith revie\v game 
Begin documentation unit lecture and case studies 
Assignment/Outside Preparation Worksheet on wounds, study for test 
on surgical asepsis, documentation practice worksheets 

Hours 35 - 45 Test on surgical asepsis/\vound care 
Continue lecture on paper and electronic documentation 
In-class assignment Csing a patient chart 
Minor surgery skills practice and evaluation 
Assignment/Outside Preparation Documentation practice, \Vorksheets, 
read handouts on documentation 

Hours 46 - 56 Begin Pharmacology Lnit: Chapter 23 
Lecture on \Vriting prescription and abbreviations 
Quiz on abbreviations/writing prescriptions 
Assignment/Outside Preparation Read chapter 23, worksheet on 
abbreviations and writing prescriptions, study for quiz on abbreviations 
and \Vriting prescriptions 

I fours 57 - 67 Phannacology Cnit: Chapter 24 Calculating Dosages 
Demo and practice Oral medication administration skills 
Practice \Vith conversions 
Video Medication administration Oral and topical medications 
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Hours 68 - 80 

I fours 81 - 90 

Assignment/Outside Preparation Read chapter 24, worksheet on 
conversions, study for quiz on conversions 

Skills testing: Oral Medication Administration 
Quiz on conversions 
Practice \Vith dmg calculations 
Lecture on parenteral medication administration 
Demo and practice Subcutaneous and intradermal injections 
Video: Parenteral Administration of\.1edications 
Assignment/Outside Preparation Worksheet on drug calculations, 
\Vorkshcct on injections, study for quiz on dmg calculations 

Skills testing: lntradermal and subcutaneous injections 
Rcvic\v game/exercises for pharmacology test 
Quiz on dmg calculations 
Practice pediatric drug calculations 
Demo and practice on intramuscular injections 
Assignment/Outside Preparation Worksheet on pediatric calculations, 
\Vorkshcct on injections 

Hours 91 - 102 Pharmacology test 
Skills testing. Intramuscular injections 
Lecture Eye/Ear diseases and skills-Chapter 18 
Demo and practice of Eye/Ear skills 
Assignment/Outside Preparation Read chapter 18, worksheet on eye 
and car diseases 

Hours 103 - 109 Practice and testing of Eye/Ear skills 
Review game/exercises for eye and ear test 
Video: Eye/car skills 
Assignment/Outside Preparation: W orkshcct on eye and car 
medications, study for test on eye/ear chapter 

Hours l l O - l l 7 Diagnostic Imaging. Chapter 20 
Lecture on diagnostic imaging 
Test on eye and ear chapter 
Assignment/Outside Preparation Read chapter 20, worksheet for 
diagnostic imaging, Diagnostic Imaging Research Paper l lfilize flu: 
Uhrwy learning Resource ( 'enter 
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Hours 118 - 1 24 Practice and testing of Peak Flow Meters 
Lecture on respiratory diagnostic testing 
Lecture on chapter 22 :"Jutrition 
Video: Food T\ation with Jamie Oliver 
Assignment/Outside Preparation Read chapter 22, worksheet for 
nutrition, 24 hour food diary assignment 

Hours 125 - 131 Continue lecture on nutrition and diets 
Video: T\utrition 
Lecture on the care of patients \Vith bmvcl and bladder elimination 
difficulties 
Assignment/Outside Preparation Worksheet on bowel/bladder 
elimination 

Hours 132 - 139 Continue lecture on care of patients \Vith bmvel/bladder elimination 
difliculties 
Video: Elimination 
Skills revie\v stations 
Finish uncompleted skills 
Assignment/Outside Preparation Start to study for final examination 

Hours 140 - 150 Revie\v exercises/games for Clinical II final exam 
Skills portion of final 
Comprehensive, written portion of final exam 
Assignment/Outside Preparation: Study for final examination 
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Laurel Business Institute/Laurel Technical Institute 
321 Phlebotomy 

3 Credits - 45 Contact Hours 

Instructor: 

Sample Schedu le: Second Term beginning at Midterm: Monday-Thursday , 1:00-3:00 

Course Description: This course will enable the student to become knowledgeable about the 
functions of the clinical laboratory and the phlebotomist. Students will be exposed to the 
terminology and the anatomy and physiology necessary to be a phlebotomist and will also 
have hands-on experience in phlebotomy techniques. This course will also explore the 
various departments and testing that occur within the clinical laboratory. 

Prerequisite: 228 Clinical II - MA students only 

Text: Phlebotomy - Worktext and Procedures Manual, Warekois , Robin S. BS, MT (ASCP) 
and Robinson , Richard , NASW . 4th Edition. Elsevier,© 2015. 

Software: None 

Resource Materials: 
Field trip to tour Uniontown Hospital lab (when available) 
Mosby's Video Series for Medical Assistants: Venipuncture 
Saunder's Critical Thinking Series Video: Phlebotomy 
Handouts 
Library/Learning Resource Center 
Website: www.evolve .elsevier.com/Wareko is/phlebotomy 

Equipment : Overhead projector, TV/VCR, computer , phlebotomy supplies 

Course Objectives: Upo n completion of this course, the student learner will be able to: 

I. Define phlebotomy and laboratory terms and abbreviations . 
2. Discuss the responsib ilities and duties of the phlebotornist and legal implications 

in reference to phlebotomy . 
3. Describe the various departments of the clinical laboratory and the professionals 

that work there. 
4. Explain the various tests that are run in the clinical laboratory in relation to the 

body systems. 
5. Compare the regulating agencies of the clinical laboratory - OSHA, CLIA, 

JCAHO . 
6. Discuss and practice physical , chemical , electr ical, fire, radioactive , and biological 

safety in the laboratory setting and know how to respond to an emergency in each. 
7. List the supplies needed in the basic phlebotomist ' s blood collection tray. 
8. Identify common sites for venipuncture and dermal puncture in both adults and 
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children. 
9 Describe and demonstrate the procedures for venipuncture using the evacuated 

tube, \Vinged- infusion set and syringe methods, and the reasons for using each 
10 Discuss the proper order of draw in phlebotomy 
11 Discuss complications which may occur during venipuncture and dermal puncture 

and how to avoid/prevent them 
12 Verbalize hmv to obtain specimens from special patient populations. 
13 Differentiate between arterial and venous blood and verbalize collection 

techniques for each. 
14 Explain the importance of proper obtaining, handling, and storing of specimens. 
15 Define quality assurance and control in the laboratory. 
16 Define point or care testing and its importance in healthcare today 

Teaching Methods: 
Classroom lecture 
Videos 
Hands-on demonstration and practice 
Activities 
Demonstrations and simulations 

Measurement Standards: 
Grading Scale: The grading scale used at the Laurel Business Institute/Laurel 

Technical Institute is listed 
below. Instructors are permitted to give ·'plus'' and '•minus'' grades, but they will 
have no effect on the semester grade point average (GPA) 

Grade 
A 

ll 
C 
D 
F 
P-passed 
WP-\vithdrew· passing 
WF-\vithdre\v failing 
T-transrer credit 
AP-advanced placement 
I-incomplete 

Quality Point 
40 
3 0 
20 
10 
00 
00 
00 
00 
00 
00 
00 

All '·F'' grades must be repeated. 

Grading Criteria: (method or grading, make-ups, et cetera) 
Midterm 

Home\vork assignments 
Cnit Tests 
Final 
Practical Skills 
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Range 
93-100 
85-92 
76-84 
68-75 
Below 68 
n/a 
n/a 
n/a 
n/a 
n/a 
n/a 

Final 
10% 
50% 
20% 
20% 
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• Unit tests will be announced in advance. 
• Read ing assignments should be completed before class. We will not go over every 

detai l in class, but you will be responsible for the material. 
• As a part of this course, a phlebotomist or other instruc tor may be assisting in the class 

before the final to implement the teaching into actual skills. Students will have the 
opportunity to perform dermal punctures and venipunctures under supervision. 

• You must be present for phlebotomy skills demonstrations and practicums with the 
instructor/phlebotomist or percentage points will be deducted from your skills grade. 
These days are scheduled three or four times during the semester at her convenience 
and according to her work schedule and usually cannot be changed. 

• Scrubs or lab coats must be worn on skill days. 

Classroom Management: 
* Students are to arrive for class on time with all necessary materials - text , notebook , 

handouts, study guide, writing utensils . 
* Attendance: Students are expected to attend classes as scheduled. When going to be 

absent , the student should alert the instructor via email or phone call to the front 
desk. It is the student's respons ibility to get missed assignments by way of a fellow 
stude nt or by contacting the instructor via email - in a timely 
manner . Being absent does not excuse one from ~ ts scheduled 
for the next class time. Emails will be responded to within 24 hours. 

Make-up Policy: 
Students will be responsible for completing all class work. No additiona l in-class time will be 
given for students to get caught up on missed work. Assignments will be due the first class 
day on which the student returns. Homework will not be accepted late. 

Make-up tests will not be given. Any student present on the day of an exam must take it on 
that day. The grade on the comprehensive final will replace any single missed exam grade. 
A grade of zero will be recorded for any other missed tests. Quizzes missed cannot be made 
up and will be given a grade of zero. Prior arrangements may be made to tak e a test/quiz early 
if the instructor is able to accommodate the student. 

The final exam must be taken on the day it is scheduled. 

Skill practices/demonstrations missed because of absence must be made up, if possible , at a 
time designated by the instructor. It is extremely important to be present on all skills days. If 
practicum days for blood drawing are missed due to absence , a grade of 'O' will be recorded 
for that portion of the cl ass grade. 

The instructor ' s first priority in each lesson is to teach to the needs of the student s who have 
attended the preceding lessons. Any students needing extra help due to absences will have to 
wait until the instructor is free to give that help , schedule a time with the instructor for extra 
help , or arrange for a tutor. 
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There is no charge for makeup \Vork. 

Outside preparation: To adequately comprehend content and achieve success in this course, 
time outside of class spent reading, studying, reviewing, practicing, researching, and 
completing assignments is required 

For every hour of classroom lecture, students should expect to devote two hours 
of preparation outside of class 

Reading assignments to review notes and chapters covered arc assigned to allmv students to 
prepare for upcoming exams. Students are expected to thoroughly review all written material 
and notes in order to demonstrate knowledge and understanding of concepts taught. Exam 
grades will verify student knowledge These reading assignments should take approximately 
4 hours per week to complete. 

Chapter questions and worksheets are assigned in order for students to practice and review 
concepts previously taught. Students arc expected to use their notes and textbook to 
thoroughly ans\vcr assigned questions. Answers \vill be discussed in the next lecture class 
These homework assignments should take approximately 2 hours a week to complete. 

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel 
Business Institute/Laurel Technical Institute as stated in the school"s catalog will be enforced 
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Laurel Business Institute/Laurel Technical Institute 
321 Phlebotomy 
Course Outline 

This outline is approximate and subject to change. 

All students must maintain lab rules in regards to safety and blood-borne pathogen 
exposure. Scrubs are required to be worn on skills days. 

Hrs 1-4 

l[rsS-6 

Overvie\v of Phlebotomy 
Chapter I Introduction to Phlebotomy 
Lecture Ancient and modern phlebotomy, certification, legal issues 
Chapter 2 I real th Care Structure 
Lecture Hospital organization, clinical laboratory 
Assignment/ Outside Preparation: Read Ch I & 2 
Review and study abbreviations pg. 11 
Do certification review questions Ch 1 & 2 
Start Worksheet Ch I 4 

Chapter ] Safety 
I ,ecture Types of hazards, emergency procedures 
Assignment/ Outside Preparation: Read Ch 3 
Continue \Vith \Vorksheet 
Review and study abbreviations pg. 23 
Do certification review questions Ch] 

Hrs 7 - 8 Chapter 4- Infection Control 
Lecture Chain of infection, Bloodborne Pathogen Standard, isolation 

Assignment/ Outside Preparation: Read Ch 4 
Complete Worksheet Chapters 1-4 
Review and study abbreviations pg 33 
Do certification review questions Ch 4 

Hrs 9 - 10 Review for exam Chapters 1-4 
Exam on Chapters 1- 4 
Assignment/ Outside Preparation: Read and review words in Ch 5 

Hrs 11 Chapter 5 \1edical Terminology Revie\v 

I [rs. 12 - 14 Chapter 6 - I fuman Anatomy and Physiology 
Lecture Review of body systems and related blood tests 
Assignment/ Outside Preparation: Read Ch 6 
Review and study abbreviations pg 86 - 88 
Do certification review questions Ch 6 
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I [rs 15 - 17 Chapter 7 Circulatory, Lymphatic and Immune Systems 
Lecture Review of body systems and related blood tests 
Assignment/ Outside Preparation: Read Ch 7 
Review and study abbreviations pg 9 I 
Do certification review questions Ch 7 

Hrs 18 20 Chapter 8 V eni puncture Equipment 

Hrs21-22 

Hrs23-24 

Hrs25-28 

Hrs29-30 

Hr 31 

Lecture Description of equipment and function \Vith demonstration 
Assignment/ Outside Preparation: Read Ch 8 
Review and study abbreviations pg. 110 
Do certification review questions Ch 8 
Worksheet Ch 8 - 11 

Chapter 9 Routine Venipuncture 
Lecture Explanation of venipuncture with demonstration on mock arm 
Practice veni puncture on model arm 
Assignment/ Outside Preparation: Read Ch 9 
Review and study abbreviations pg. 124 
Do certification review questions Ch 9 

Continuation ofVenipuncture Chapters 8 & 9 
Video Phlebotomy 
Practice venipuncture skills on mock arm 
Assignment/ Outside Preparation: Worksheet Ch 8 11 

Chapter 11 Venipuncture Complications 
Chapter IO Dermal Puncture 
Video Hematology 
Assignment/ Outside Preparation: Read Ch 11 & 10 
Review and study abbreviations pg. 165 & 147 
Do certification review questions Ch 10 & 11 
Continue \Vorksheet- Ch 8-11 

Chapter 10 - Denn al Puncture-continuation 
Obtaining capillary specimens - actual 
Complete worksheet Ch 8-11 

Exam on Chapters 8 - 1 1 
Continuation of practice skills 
Actual capillary punctures 
Video Critical Thinking Skills: Phlebotomy 
Assignment/ Outside Preparation: Review venipuncture and capillary 
puncture procedures 
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Hrs32-]] 

If r 34 

Hr35 

Hr36 

Hr37 

Chapter 12 Blood Collection in Special Populations 
Lecture Venipuncture and dermal puncture in the elderly and children 
Assignment/ Outside Preparation: Read Ch 12 
Review and study abbreviations pg. 181 
Do certification review questions Ch 12 
Worksheet Ch 12 15 

Chapter 13 Arterial Blood Collection 
Lecture Procedure for arterial collection 
Practice Allen Test on another student 
Assignment/ Outside Preparation: Read Ch 13 
Review and study abbreviations pg. 19] 
Do certification review questions Ch 13 
Continue \Vith \Vorksheet Chl2- 15 

Chapter 14 Special Collections and Procedures 
Lecture Special tests, handling, transport 
Assignment/ Outside Preparation: Read Ch 14 
Review and study abbreviations pg 205 
Do certification review questions Ch 14 
Continue with worksheet Ch 12 - 15 

Chapter 15 Special :"Jonblood Collection Procedures 
Explanation ofHemoccult, Strep Test 
Practice on mock arm 
Assignment/ Outside Preparation: Read Ch 15 
Review and study abbreviations pg 220 
Do certification review questions Ch 15 
Complete worksheet Ch 12 - 15 

Exam Ch 12 15 
Chapter 16 Transport, I [andling and Processing of Specimens 
Lecture Review of transport, handling and processing 
Dermal Punctures and Venipunctures (actual) 
Assignment/ Outside Preparation: Read Ch 16 
Review and study abbreviations pg. 230 
Do certification review questions Ch 16 
Worksheet Ch 16-19 
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Hr38 

Hrs39-40 

Hrs41-42 

Hrs43-44 

Hr 45 

Chapter 17 Quality Phlebotomy 
Lecture Revie\v of QC and QA 
Chapter 18 Legal Issues in Phlebotomy 
Practice on mock arm 
Assignment/ Outside Preparation: Read Ch 17 & 18 
Revie\v and study abbreviations pg 238 & 2 
Do certification revie\v questions Ch 17 & 18 
Continue with worksheet Ch 15 - 19 

Chapter I 9 Point of Care Testing 
Lecture Review and demonstration of POCT kits 
Venipuncture practice on mock arm 
Dermal Punctures and Venipunctures (actual) 
Assignment/ Outside Preparation: Read Ch 19 
Review and study abbreviations pg. 262 
Do certification review questions Ch 19 
Worksheet due on Chapters 12-19 

Exam on Chapters 16 -19 
Venipuncture practice on mock arm 
Dermal Punctures and Venipunctures (actual) 

Review for Final Exam 

Final Exam 

Ongoing practice on mock arm is encouraged to become competent in these skills. 
Supervision is required. 

Quizzes and other assignments, either announced or unannounced, may be added to this 
outline. 
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Laurel Business Institute/Laurel Technical Institute 
328 Clinical Ill 

3 Credits - 75 Contact Hours 

Instructor: 

Sample Schedule: Second Term beginning at Midterm Monday - Thursday, 8 30 - 11 00 

Course Description: This course is designed to further expand the studenfs knmvledge and 
application of the clinical skills of the medical assistant and to coordinate closely \Vith the 
internship program This course includes an introduction to safety measures and regulatory 
requirements in the clinical laboratory, urinalysis, hematology, microbiology, serology concepts 
and procedures, physical therapy modalities, and the performance of electrocardiography 
Students \Vil! also become certified in first aid and CPR 

Prerequisite: 228 Clinical II 

Text: /Jdmw·'s Clinical A1edical Assisfinx, Wilburta Q Lindh, \1arilyn Pooler, Carol D 
Tamparo, and Barbara \.1. Dahl 5th Edition. Delmar Cengage Learning, ©2014. 

Saunder's N11rsinx nrnx 1/andhook 2016, Hodgson, B & Kizior, R Elsevier, ©2016 

MA 1Votes, Medical Assistant's /locket (J111de, Brassington, Goretti 2nd Edition 
F.A.Davis, Philadelphia, ©2010. 

Software: Website Access Card accompanying text 

Resource Materials: 
Skills and Pron.:d11res.fOr A1edical Assisfinx (DVD) 3ni Ed Delmar (engage 2005 
Supplemental handouts and \Vorksheets as assigned 

Additional Resources: Library/Learning Resource Center 

Equipment: 
Associated clinical equipment to accomplish skills 
Computer and learning CDs for classroom 
Computer and projector/ DVD player/ VCR 

Course Objectives: At the completion of this semester the student should have a working 
knowledge of clinical theory and be able to effectively apply to clinical practice for internship as 
a medical assistant Lpon completion of this course the student should be able to: 

Demonstrate an understanding of the heart by correctly performing an EKG. 
2 Discuss the laboratory setting, quality control, safety, and laboratory departments 
3 Correctly complete laboratory requisitions. 
4 Collect appropriate urine samples and perform a variety of testing on specimens 

32fJ ( 'finical Ill 
,\yllahus & 011t/111e 

Paxe I oj'fJ Re1'ised Y 2015 Initials: Sc; 



5 Collect stool, throat, and blood specimens and correctly perform specific Point-of-Care 
testing on each. 

6 Correctly care for and handle the microscope and perform basic microscopic functions 
7 Successfully perform capillary puncture and venipuncture and demonstrate correct 

technique while adhering to Bloodbome Pathogen Guidelines 
8 Interpret various laboratory test results as normal or abnormal and relate the abnormal 

findings to the most probable cause. 
9 Correctly demonstrate various physical treatment modalities. 

10 Successfully complete the BLS/CPR training. 

Teaching Methods: 
l .ecture/di scussi on 
Skills demonstration/ return demonstrations and hands- on experience 
Audiovisual aids/supplemental materials 
Cooperative group and individual projects 
Guest lecturers/field trips when indicated 
Power Point Presentations 

Measurement Standards: 
Grading Scale: The grading scale used at the Laurel Business Institute/Laurel Technical 
Institute is listed below. Instructors are permitted to give '·plus'' and ·'minus'' grades, but they 
\vill have no effect on the semester grade point average (GPA) 

A 
B 
C 
D 
F 
P-passed 
WP-withdrew passing 
WF-withdrew failing 
T-transfcr credit 
AP-advanced placement 
I-incomplete 

Quality Point 

40 
3 0 
20 
10 
00 
00 
00 
00 
00 
00 
00 

All ·'F' grades must be repeated. 

Grading Criteria: 
Factor 
Cnit tests 
Practicum Returns 
Final Exam 

\1idtenn Weight 
40% 
40% 

93-l 00 
85-92 
76-84 
68-75 
Belo\v 68 
n/a 
n/a 
n/a 
n/a 
n/a 
n/a 

Final Weight 
]0% 
30% 
30% 

I [omework assignments 20%i 10% 
* Farticipation III J,irst Aid CFH trai11111g is a necessmy compo11e111 ofthts course. Frogression 
to fnfemship is dependenf upon success/it! completion r!fthe Firs/ Aid ( 'PR course. 
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Classroom Management: 
* Students arc to arrive for class on time \Vith all necessary materials text notebook, 
handouts, study-guide, \Vriting utensils 

* Attendance: Students are expected to attend classes as scheduled. When going to be absent, the 
student should alert the instmctor via email or phone call to the front desk. It is the students" 
responsibility to get missed assignments by \Vay of a fcllmv student or by contacting the 
instructor via email in a timely manner. Being absent does not excuse one 
from assignments due or tests scheduled for the next class time. 

*Cell Phones Ringers should be turned off during class and cell phones put away Text 
messaging is strongly discouraged. If you are expecting an important call, let me know at the 
beginning of class and step out to take the call when it comes 

*Emails \Vil! be responded to \Vithin 24 hours. Your laurel cdu email account will be our primary 
method of communicating with each other between classes. Therefore, it is important that you 
check this account daily. If you have trouble accessing or using this account, please speak to the 
IT Department 

Clinical Skills: 
Students will only be required to perfonn those clinical skills that have been explained and 
demonstrated in the classroom setting It is of utmost importance to be present for skills 
demonstrations, practices, and evaluations These, for the most part, will be accomplished on 
days assigned for skills. Proper dress code is req111red on skill days. Please see the clinical dress 
code policy for point deductions Questions on the performance of a clinical skill in the lab 
setting need to be addressed \Vith the clinical instructor Extra practice time is al\vays encouraged 
and can be \Vorkcd out with the instructor. Studenfs iv ill need to demonstrate compefenc.y in basic 
skills he.fore progressing 0111 (lCli111cal I II to i11femsh1p. 

Dress Code: Proper dress code is required on skills days and making up any skill Points \vill be 
deducted for not following dress code. Students will lose 1 %i point off the final grade for every 2 
dress code violations. 

Attendance Penalty: Percentage points will be deducted for absence of clinical hours according 
to the following scale: 

7 hours missed out of the total number of class hours = (-2%) 
9 hours missed out of the total number of class hours = (-4%) 
11 hours missed out of the total number of class hours (-6%i) 
1] hours missed out of the total number of class hours (-8%i) 
15 hours missed out of the total number of class hours= (-10%) 

/he jield of healthcare req11ires 1rnrkers fhaf are revHmsihle and co11scie11fio11s. Tasks and 
procedures done in fhe healfhcare seff111g can ofien 110/ he held o\'er to the nexf day. lhts 
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req111res l'vfedtcal Assistants to hm·e excellent attendance and p11nct11ality to complete 1rhat ts 
req111red each day. 

Being tardy or leaving class early will be deducted in quarter hours and included in the 
overall hours missed and the subsequent penalty will be applied. 

Daily Sign-In Booklet 
The sign-in booklet \vill be at the front of the classroom and should be signed at the beginning of 
class You must sign in for yourself at each class If tardy, sign in under the ·'Tardy"' section If 
not signed in for the day, you \Vil! be considered absent for the class 

Make Up Policy: 
/lomeivork: If a student is absent from class, it is his or her responsibility to complete all 
classroom assignments and homework missed. Homework assignments are due the day upon 
returning to class. Late homework will 1101 be accepted. 

frsts- Tests \vill be scheduled and announced in advance. :"Jo make-up tests arc given The grade 
on the comprehensive final will replace any single missing exam grade. A grade of zero will be 
recorded for any other missed tests If a student knows ahead of time that he or she will be absent 
on the day of an exam, he or she may make arrangements to take the exam early \Vithout penalty, 
if it can be accommodated by the instructor All students must take the final exam on the day it is 
scheduled. :"Jo makeups will be allowed. 

Skills Skill evaluations missed due to absence \vill be made up on a day and time designated by 
the instructor A makeup session may be designated by the instructor at midterm and finals \Vcck 
if needed. Dress code applies to make up days A skill to be made up will start out with a grade 
of 50% and evaluation points will be deducted from that starting percentage. If the skill 
demonstration is missed, 10 points \vill be deducted from the final skills evaluation. If the initial 
skills session and makeup session arc missed, a grade of zero \vill be recorded 

There is no charge for makeup work 

Outside preparation: To adequately comprehend content and achieve success in this course, 
time outside of class spent reading, studying, reviewing, practicing, researching, and completing 
assignments is required. 

For every hour of classroom instruction, students should expect to devote t\vo hours 
of preparation outside of class 

Reading assignments of new material arc assigned to expose students to nc\v concepts that \vill 
be covered in the next class lecture Students arc expected to read assigned material thoroughly 
and take notes on this material. Students are expected to incorporate their notes with class notes 
on new material after the next class lecture. These reading assignments should take 
approximately 1-2 hours per week to complete. 
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Reading assignments to review notes and chapters covered are assigned to allow students to 
prepare for upcoming exams. Students are expected to thoroughly review all written material and 
notes in order to demonstrate knmvledgc and understanding of concepts and skills taught. Exam 
grades will verify student knowledge. These reading assignments should take approximately /-2 
honrs per week to complete. 

Projects assigned arc to provide students with the opportunity to incorporate skills and concepts 
taught, along with research, in order to develop a comprehensive paper and/or presentation, 
thereby demonstrating the students' knowledge of the assigned topic. These projects should take 
an additional / hour per assignment to complete. 

Worksheets are assigned in order for students to practice and review concepts taught. Students 
are expected to use their notes and textbook to thoroughly answer questions. Answers will be 
discussed in a subsequent class lecture. These homework assignments should take approximately 
I hour per week to complete. 

*Students should use the Library/Leaming Resource Center as a resource to complete research­
based assignments/proj ccts 

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business 
Institute/Laurel Technical Institute as stated in the school's catalog will be enforced. 
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Laurel Business Institute/Laurel Technical Institute 
328 Clinical Ill 
Course Outline 

This outline is approximate and subject to change. 

In addition to the.following unit..;, students will he _.;cheduledfor a CPR and Fir . .;t Aid course 
hmed on amilahifi(v r~f instructor. 

I fours 1 - 6 Overview of Clinical Ill 
Lecture and power point presentation Ch 25 EKG 
DVD EKGs 
Demo and practice: EK Gs 
Assignment/Outside Preparation: Read Ch 25, worksheet Ch25, study for test 
on EKGs 

Hours 7 - 10 Skills practice and testing: EK Gs 
Test on Ch 25 
Assignment/Outside Preparation Read Ch 26 

Hours 11 - 15 Lecture on safety and regulation guidelines in the laboratory: Ch 26 
Lecture on Ch 18 Fecal Occult Blood Test (p. 421 - 422) 
Video Lab safety 
Demo and practice: Fecal Occult test and patient instructions 
Assignment/Outside Preparation: Read Ch 27& pg. 421-422, worksheet on Ch 
26, 27, & 18 

Hours 16 - 20 Lecture on Introduction to Laboratory Safety Ch 27 
Skills evaluation: Hemoccult 
Assignment/Outside Preparation: Review Ch 26, 27, & 18, study for test on Ch 
26, 27, & 18 

Hours 21- 24 Test: Ch 26, 27, & 18 
Lecture on Microbiology Unit 31 
Demo and practice: Inoculation of a Culture 
Video \1icrobiology 
Assignment/Outside Preparation: Read Ch 31, worksheet Ch 3 1 

Hours 25 - 28 Demo and practice: Using \1icroscope 
Demo and practice: Throat Culture and Strep Test 
Skills testing: Throat Culture, Using the \1icroscope 
Assignment/Outside Preparation: Study for test on Ch 31, complete worksheet 
on Ch 31 
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Hours 29 - 33 Review exercises/game: Microbiology 
Test on Ch 31 
Lecture on Urinalysis Ch 30 
Demo and practice: Specific gravity and physical assessment of urine, chemical 
analysis of urine, pregnancy test, microscopic analysis of urine, clean catch urine 
instructions 
Video Urinalysis 
Skills testing: Physical assessment and Specific gravity of urine, pregnancy 
testing of urine 
Assignment/Outside Preparation Read Ch 30, \Vorksheet Ch 30 

Hours 34- 37 Finish urine skills evaluations 
Review exercises/games for Urinalysis test 
Test on Ch 30 
Start lecture on Phlebotomy: Ch 28 
Assignment/Outside Preparation: Study for test on Ch 30, Read Ch 28, 29, & 
32 

Hours 38 - 40 Demo and practice Venipuncture and dermal puncture, glucometer 
Skills testing: Capillary draw, Glucometer 
Assignment/Outside Preparation: Worksheet on Ch 28, 29, & 32 

Hours 41 - 46 Lecture on Hematology Ch 29 
Videos (3) Blood Series 
Demo and practice: Mono testing 
Lecture on Specialty Laboratory Tests: Ch 32 
Practice Venipuncture, dermal puncture 
Assignment/Outside Preparation: Study for test Ch 28, 29, 32, complete 
worksheet 
Ch 28, 29, &32 

Hours 47 - 52 Review exercises/game for Exam on Ch 28, 29, & 32 
Skills evaluation: \ttono test 
Test on Ch 28, 29, & 32 
Venipuncture practice with mock arm 
Assignment/Outside Preparation: Review universal precautions 

Hours 53 - 59 Universal Precautions & Venipuncture/dermal puncture quiz 
Practice on mock arm 
Practice phlebotomy with Phlebotomist 
Assignment/Outside Preparation: Read Ch 21 

Hours 60 - 65 Practice on mock arm 
Phlebotomy with Phlebotomist 
Assignment/Outside Preparation: Review principles of phlebotomy 
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Hours 66 -69 Lecture on Rehabilitation and Therapeutic \.fodalities: Ch 21 
Practice \Vith therapeutic modalities/rehabilitation equipment 
Demo and practice: Patient transfer and ambulation 
Assignment/Outside Preparation: Speech on an assigned therapeutic modality 
fltilizt: the lihmrr learning Rno11rce ( 'en/ff; study for final examination 

I fours 70 - 74 Speeches on therapeutic modalities 
Review exercises/game for final examination 
Completion of Skills Competencies 
Comprehensive Final Examination 
Assignment/Outside Preparation Study for final examination 

Hour 75 Comprehensive Review of Clinical I, 2, & 3 theory and skills 
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Laurel Business Institute/Laurel Technical Institute 
329 Certification Prep 

I Credit- 15 Contact Hours 

Instructor: 

Sample Schedule: Third Term, first five \Veeks \1onday Wednesday, 3 00-4 00 

Course Description: This course \vill prepare medical assistant students to take the medical 
assistant certification test. 

Prerequisite: 328 Clinical Ill 

Text: T\one 

Software: HES! Test Preparation Soft\vare, Elsevier 

Resource Materials: 
I [andouts, Practice Tests 
Online Practice Sites 
Books, notes, and worksheets from previous classes 
HESI online personal study packet 

Additional Resources: Library/Learning Resource Center 

Equipment: Computer 

Course Objectives: Upon completion of this course, the student should be able to: 

1. Define a variety of medical terms. 
2. Identify organ systems and describe major functions of each system 
3 Identify and define vocabulary for each body system 
4. Identify and define laws that affect the health care industry. 
5. Demonstrate medical office management techniques. 
6. Demonstrate insurance and coding appropriate for disease processes and procedures 
7. Summarize clinical procedures as related to the medical assistant role. 
8. Identify basic laboratory procedures and testing as related to the medical assistant role. 
9. Identify correct routes and describe procedures for administering medications. 
10 Summarize basic pharmacology, including the 50 most prescribed medications. 

Teaching .'\tlethods: 
Lecture and discussion 
Handouts 
Online exams and practicum 
Cooperative teaching 
Power Point Presentations/Audio-Visual Aids 
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Please note : Students are encouraged to utilize the Library /Learning Resource Center 
Measurement Standards: 

Grading Scale: The grading scale used at the Laurel Business Institute/Laurel Technical 
Institute is listed below . Instructors are pennitted to give "p lus " and "m inus" grades, but they 
will have no effect on the semester grade point average (G.P.A.). 

Grade 
A 
B 
C 
D 
F 
P-passed 
WP-withdrew passing 
WF-withdrew fai ling 
T-transfer cred it 

Quality Point 
4.0 
3.0 
2.0 
1.0 
0.0 
0.0 
0.0 
0.0 
0.0 

AP-advanced placement 0.0 
I-incomplete 0.0 
All "F" grades must be repeated. 

Grading Criteria: 

Factor 
Homework/In-class Assignments 
Practice and Ex it HESI Exams 

Classroom Management: 

Weight 
50% 
50% 

Range 
93-100 
85-92 
76-84 
68-75 
Below 68 
n/a 
n/a 
n/a 
n/a 
n/a 
n/a 

*Students are to arrive for class on time with all necessary materials - text , notebook , handouts , 
study-guide, writing utens ils . 

* Attendance: Students are expected to attend classes as scheduled . When going to be abse nt, the 
student should alert the instructor via emai l or phone call to the front desk. It is the students ' 
responsibility to get ~ way of a fellow stude nt or by contact ing the 
instructor via email - n a t imely manner. Being absent does not excuse one 
from assignme nts due or tests sched uled for the next class time. 

*Cell Phones: Ringers shou ld be turned off during class and ce ll phones put away. Text 
messaging is strongly discoura ged . If you are expecting an important call, let me know at the 
beginning of class and step out to take the ca ll when it comes. 

*Emai ls will be responded to within 24 hours. Your laurel.edu email account will be our primary 
method of communicating with each other between classes. Therefore , it is imp ortant that you 

329 Certification Prep 
Syllabus & Outline 

Page 2 of 4 Rev 5/2015 Initials: db 



check this account daily. If you have trouble accessing or using this account, please speak to the 
IT Department 

Attendance: "/he.field (lhealthcare req111res workers that are revHms,hle and conscientwus. 
I asks and procedures done in the healthcare setltng can ofien not he held m·er to the next day. 
"/his requin:s A1edical Assistants to haw excellent allendann: and p11ncf11ali1y to complete 11'hat 
is required each day. 

Being tardy or leaving class early will result in points being deducted in quarter hours. 

Makeup Policy: 
If a student is absent from class, it is his/her responsibility to complete all classroom assignments 
and homework missed. Any assignment missed due to absence is due the following class 
session If this is not done, a grade of 0% \Vil! be assigned All students must take the mock 
exams on the days they are scheduled. No makeup exams will be permitted. Special 
assignments are due on days specified by the instructor. 

There is no charge for makeup \Vork 

Outside preparation: To adequately comprehend content and achieve success in this course, 
time outside of class spent reading, studying, reviewing, practicing, researching, and completing 
assignments is required 

For every hour of classroom instruction, students should expect to devote two hours 
of preparation outside of class 

Students arc expected to review notes, complete onlinc practice tests, and utilize the online study 
packet order to demonstrate comprehensive kn owl edge and should take 1-2 hours per week 

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business 
Institute/Laurel Technical Institute as stated in the school's catalog will be enforced 
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Hrs 1-2 

Hr 3 

Hrs 4-:5 

llrs6-7 

I !rs 8-9 

llrs 1()-11 

llrs 12-13 

Hrs 14-1:5 

Laurel Business Institute/Laurel Technical Institute 
329 Certification Prep 

Course Outline 

This outline is approximate and subject to change. 

Introduction to class. Discuss HESI program 
Assignment/Outside Preparation find onlinc resources for practice. Y1sit the 
Library/Leaming Resource Center 
In class: Practice \\Orkshccts 
Assignment/Outside Preparation: Complete \\ orkshcet packets 

\1cd Term. A&P re\ IC\\ 
Assignment/Outside Preparation RcYic\\ past notes. books. etc 

Online practice exams 
Assignment/Outside Preparation RcYic\\ \1cd Lm\· & Lth1cs 

Psychology Re\ IC\\ 
Assignment/Outside Preparation RcYic\\ pa.st notes. books. etc. 

I !LSI exit exam 
Assignment/Outside Preparation prepare onlinc study packet 

Office Procedures RcYic\\. Billing and Coding Re\ 1e\\ 
Assignment/Outside Preparation RcYic\\ past notes. books. etc 

\1cdications and Pha.m1a.cology Re\ 1e,\· 
Assignment/Outside Preparation: RcYic\\ \1a.th Calculations. \1cd administration 

Examination Room Techniques RcYic\\ 
Assignment/Outside Preparation: Re\ IC\\ past notes. books. etc 

Lab Procedures RcYic\\ Phlebotomy. POL tests. EK(.i 
Assignment/Outside Preparation: Re\ IC\\ past notes. books. etc 

Skills Rc\ic,\·- Vita.ls. Injections. Vision Scrce111ngs. and Pediatric Assessment 
Assignment/Outside Preparation: Re\ IC\\ past notes. books. etc 
Assignment/Outside Preparation: Prepare for HESI C'-am 

Final HESI C'-am: All students must be present. T\o make-ups permitted 
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Laurel Business Institute/ Laurel Technical Institute 

501 Internship (First Internship) 
502 Internship (Second Internship) 
503 Internship (First Internship of dual major, if applicable) 
504 Internship (Second Internship of dual major, if applicable) 

3 Credits Each -150 Contact Hours Each 

Course Description: These 150-hour internships are designed to provide the student with the 
opportunity to apply classroom skills and theory to a real \Vork environment The internship is a 
cooperative effort between the school and regional businesses, government, and nonprofit 
agencies 
Text: !\one 
Resource .'\tlaterial: !\one 
Equipment: :"Jone 
Course Objectives: Upon completion of this internship, the student should be able to: 

Explain how their program of study fits into the work environment. 
2 Transfer classroom skills to the \Vork environment. 
3 Develop networking skills and references for future employment. 
4 Lnderstand their roles/relationships with peers, supervisors, & customers/clients. 
5 Demonstrate positive employability skills 
6 Develop their interpersonal skills. 
7 Demonstrate performance or skills in their program of study in the actual work site. 
8 Demonstrate ability to follmv all work mies and procedures of internship site 

Teaching Methods: \tteet with students during the semester prior to beginning internship to 
review and discuss objectives and procedures of internship program lntcrvie\v with internship 
supervisor prior to starting internship to gain understanding of duties/responsibilities, 
expectations of work site, and establish \Vork schedule. Daily hands-on application of skills 
learned in program or study. 
l Points arc assigned and according to the chart above. Students" total accumulated points 

are assigned a letter grade according to Uffs / LTl's standard grading scale. 
2 Final semester evaluations are completed by the internship supervisor. 
3 If internship is failed, only one repeat internship is allowed, even if program of study is 

changed after failing the first internship Ir the repeated internship is failed or the student 
\Vithdra\vs failing, the student \vill not be able to complete his/her program and graduate. 
T\o third attempts are allowed. 

Make-up Policy for initial meeting and paperwork: All paperwork outlined above must be 
turned in to complete the internship process: hmvever, no points arc awarded for any forms 
turned in past their due dates: unless prior arrangements are made with ••••·•or 

in her absence) at the Uniontown Campus, •••••• (or-in her 
absence) at Sharon Campus, and (or in her absence) at \tteadville 
Campus. 
Laurel Business Institute/ Laurel Technical Institute Policies: The attendance policy for the 
internship is stated at the bottom or page 2 of 3 in this syllabus All other policies of the I.aurel 
Business Institute/ Laurel Technical Institute \vill be enforced as stated in the student handbook. 

A copy of this document will be placed on the server in the student public folder. 
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Grading Scale: The grading scale used at the Laurel Business Institute/ Laurel Technical Institute 
is listed below. The instructors are permitted to give ·'plus'' and '•minus'' grades, but they will have 
no effect on the semester grade point average (GP A) 

Grade Quality Point 
A 40 
[l 

C 
D 
F 
P-passed 
WP-\vithdre\v passing 
WF-withdrew failing 
T-transfcr credit 
AP-advanced placement 
I-incomplete 
All F grades must be repeated. 

3.0 
20 
1.0 
00 
0.0 
00 
0.0 
00 
0.0 
00 

G ct· C. .-ra Ill!:! ,ntena: 

Item 

Attending initial internship meeting 

Range 
93-100 
85-92 
76-84 
68-75 

Bcl,m.- 68 
n/a 
n/a 
n/a 
n/a 
n/a 
n/a 

Submitting Student Internship Responsibilities Form, Grading System Form, and 
Student Privacy Agreement bv specified due date 

Submitting completed Internship Assi_gnment Form & Calendar prior to start 

Mid Progress 

Submitting I fours tracking calendar at completion of 150 hours 

Submitting lnternshio Site Assessment Form (from student) on soecified due date 

Sending Thank you to site 

Point value total from paperwork 

All ratings assessed on a scale of 1-10 (with 10 being highest and 1 being lowest) 
by site supervisor 

:"Jot completin_g required hours by specific due date 
Quitting your internship before internship is completed or being released by your 
internship site 

Failing to start the intermhip will re~ult in a failed intermhip 

Point Value 

10 

6(2each) 

5 

2 

10 

2 

5 

25% of total 
!:!rade 

75% of total 
grade 

Automatic 
Failure 

Automatic 
Failure 

Failing to proYide nrifieation of your site requirements to your site superYisor, may result in a failed internship. 

Receh"ing a poor or not employable rating on an internship site naluation may encompass up to a 511-point 
deduction from final grade, 

2 absences" ill be e'\Cused "ithout penalt~·; each ~ubsequent ab~ence "ill result in a 2-point deduction from the final 
grade. 
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CLl:\ICAL \;11:DICAL ASSISTANT 

Internship Evaluation Criteria 

The site will rate the following qualities below as either E (Excellent), VG (Very Good), S 
(Satisfactory), 1\1 (l\ccds Improvement), L (Unsatisfactory) for the above intern. 

Frofi!ssiona!tsm ,\kills 
Attendance/Punctuality: Satisfactory attendance/punctuality is demonstrated by: 

____ Regular and reliable attendance 
Reporting on time and ready to begin 

____ Following call off procedures 
Follmving established \Vork schedule 

Attitude: Satisfactory attitude is demonstrated by: 

____ Personal appearance and dress 
Accepting of constructive criticism 

----
Displaying interest, willingness and eagerness to learn 

Cooperation: Satisfactory cooperation is demonstrated by 

Interacting professionally \Vith clicnts/co-\vorkers 
Csing time effectively 

----

Work (neat, complete, and accurate) 
___ Willing to do more than required 

Kno1vlt:dKt: lhinkinK Skills 
Quality of Work: Satisfactory quality of work is demonstrated by 

Leaming procedures \Vithout difficulty 

---
Following verbal/written instructions 
Prioritizing workload appropriately 

----
Performing assigned tasks completely and correctly 

Performing assigned task without excessive supervision/assistance 
___ Beginning assigned tasks promptly and finishing without delay 
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Additionally, the internship site will rate the 5 main duties below using the listed numerical values. 

5 = Tasks performed \Vithout hands-on assistance from staff 
4 Tasks performed without difficulty and with minimal assistance from staff 
3 = Tasks performed competently \Vith some assistance Additional experience needed to become 
proficient. 
2 = Tasks performed \Vith difficulty Required hands-on assistance to perform & complete 
1 Tasks not perfonned to satisfaction. 

1. Vital signs, height and weight 

2. Injections 

3. Patient medical history intake 

4. Documentation 

5. Assisting with minor office procedures 
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Laurel Business Institute/Laurel Technical Institute 
,1AI04 ,1cdical Law & Ethics for Health Professionals 

I Credit- 15 Contact Hours 

Instructor: 

Sample Schedule: Second term beginning at \1idterm Thursday, I 00-3 00 

Course Description: This course \Vil! enable students to develop an understanding of the legal, 
ethical, and moral implications of working in a medical setting. The role of the allied healthcare 
professional \vill be emphasized 

Prerequisite: !\one 

Text: Medical Assisltng Made /11cred1h!y 1-,"a.,y: /.aiv and J,,1h1cs, Gohsman, Robyn. Lippincott, 
2009. 

Software: T\one 

Resources: Supplemental handouts and \Vorksheets as assigned 

Additional Resources: Library/Learning Resource Center. 

Equipment: Computer and Projector, Internet 

Course Objectives: Upon completion of this course, the student should be able to: 

Lnderstand the importance of la\vs and ethics for healthcare personnel 
2. Demonstrate an understanding oflaws that affect the healthcare industry. 
3. Demonstrate an understanding oflaws that affect the healthcare professional 
4. Examine current ethical issues in healthcare by researching and participating in a debate. 
5 Research current legal issues in healthcare by completing a \Vritten paper. 
6. Define the concept of standards of care. 
7. Discuss the responsibility of the healthcare provider in regards to privacy and 

confidentiality 
8 Explain the importance of proper documentation in medical records. 
9. Identify the role of OSHA and the CDC in healthcare. 
10 Detennine the healthcare professional 's role when caring for the dying patient. 

Teaching \'lethods: 

Lecture/discussion 
Audiovisual aids/supplemental materials 
Cooperative group and individual projects 
Guest lecturers 
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Power Point Presentations 
Research Papcr/Homc\vork 

Measurement Standards: 
Grading Scale: The grading scale used at the Laurel Business Institute/Laurel Technical 
Institute is listed bclmv The instructors arc permitted to give ·'plus'" and '•minus'" grades, 
but they \Vil! have no effect on the semester grade point average (GPA) 

Grade 

A 
ll 
C 
D 
f 

Quality Point 

40 
3 0 
20 
10 

00 
P-passed O O 
WP-withdrew passing O 0 
WF-\vithdrc\v failing O 0 
T-transfcr credit O 0 
AP-advanced placement O 0 
I-incomplete O 0 
All '·F'" grades must be repeated. 

Grading Criteria: 
Tests 
Research Paper 
Homc\vork 
Participation 

Classroom Management: 

60% 
10% 
10% 
20% 

Range 

93-l 00 
85-92 
76-84 
68-75 

Below 68 
n/a 
n/a 
n/a 
n/a 
n/a 
n/a 

* Students arc to arrive for class on time \Vith all necessary materials text, notebook, 
handouts, study-guide, writing utensils 

* Attendance: Students arc expected to attend classes as scheduled When going to be absent, the 
student should alert the instructor via email or phone call to the front desk. It is the students· 
responsibility to get missed assignments by way of a fellow student or by contacting the 
instructor via email ■■■■■■■-•) in a timely manner. Being absent does not excuse one 
from assignments due or tests scheduled for the next class time. 

*Cell Phones Ringers should be turned off during class and cell phones put away. Text 
messaging is strongly discouraged. If you are expecting an important call, let me know at the 
beginning of class and step out to take the call when it comes 

*Emails will be responded to within 24 hours. Your laurel edu email account will be our primary 
method of communicating with each other between classes Therefore, it is important that you 
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check this account daily. If you have trouble accessing or using this account, please speak to the 
IT Department 

Attendance and Participation: This class is primarily focused around open discussion on the 
subject matter presented. Attendance and participation points will be given for each class 
Anyone \vho is sleeping, tardy or leaves early \vill losc participation points at the instructor's 
discretion Attendance and participation \vill account for 20% of your grade. 

Daily Sign-In Booklet: 
The sign-in booklet will be at the front of the classroom and should be signed at the beginning of 
class. You must sign in for yourself at each class. If tardy, sign in under the '·Tardy'' section If 
not signed in for the day, you will be considered absent for the class 

Make lJ p Policy: 
Homeivork: If a student is absent from class, it is his or her responsibility to complete all 
classroom assignments and homc\vork missed. Homc\vork assignments arc due the day upon 
returning to class. Late homc\vork \vill nof be accepted. 

/esfs: Tests will be scheduled and announced in advance. \lo make-up tests are given The grade 
on the comprehensive final will replace any single missing exam grade A grade of zero will be 
recorded for any other missed tests. If a student knmvs ahead of time that he or she \vill be absent 
on the day ofan exam, he or she may make arrangements to take the exam early without penalty, 
ifit can be accommodated by the instructor. All students must take the final exam on the day it is 
scheduled. \lo make-ups \vill be allowed. 

There is no charge for makeup work 

Outside preparation: To adequately comprehend content and achieve success in this course. 
time outside of class spent reading, studying, rcvic\ving, practicing, researching, and completing 
assignments is required. 

For every hour of classroom lecture, students should expect to devote t\vo hours of preparation 
outside of class. 

Reading assignments of new material are assigned to expose students to new concepts that will 
be covered in the next class lecture Students arc expected to read assigned material thoroughly 
and take notes on this material Students arc expected to incorporate their notes with class notes 
on new material after the next class lecture. These reading assignments should take 
approximately /-2 honrs to complete. 

Reading assignments to review notes and chapters covered arc assigned to allow students to 
prepare for upcoming exams. Students are expected to thoroughly review all written material and 
notes in order to demonstrate knowledge and understanding of concepts and skills taught. Exam 
grades will verify student knowledge These reading assignments should take approximately / 
hour per week to complete. 
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Projects assigned arc to provide students \Vith the opportunity to incorporate skills and concepts 
taught along \Vith research, in order to develop a comprehensive paper and/or presentation, 
thereby demonstrating the students' knowledge of the assigned topic. These projects should take 
an additional / honr per assignment to complete. 

Worksheets arc assigned in order for students to practice and rcvie\v concepts taught. Students 
are expected to use their notes and textbook to thoroughly answer questions. Answers will be 
discussed in a subsequent class lecture. These homework assignments should take approximately 
I hour per \Veek to complete. 

*Students should use the Library/Leaming Resource Center as a resource to complete research­
based assignments/projects. 

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business 
Institute/Laurel Technical Institute as stated in the school's catalog will be enforced. 
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Hour I 

I four 2 

I four ] 

I four 4 

I four 5 

Hour 6 

I four 7 

I four 8 

Laurel Business Institute/Laurel Technical Institute 
,1AI04 ,1cdical Law & Ethics for Health Professionals 

Course Outline 

This outline is approximate and subject to change. 

Introduction to class 
Start Chapter I - Introducing La\v and Ethics 
I ,ecture 
Assignment/Outside Preparation: Read chapter 1; answer end of chapter 
questions, start \Vorksheet chapters I - 3 

Complete l,ecture- Chapter 1, Chapter 2- !,aw in the United States 
Assignment/Outside Preparation: read chapter 2, answer end of chapter 
questions, continue \Vorksheet 

Chapter 3- \.1edica1 Practice and Law 
Lecture and discussion on points presented 
Assignment/Outside Preparation read chapter 3, ans\ver end of chapter 
questions, complete \Vorksheet 

Complete Chapter] lecture 
Revie\v of chapter l -3 questions, \Vorksheet 
Assignment/Outside Preparation study for chapter l - 3 test 

Test on chapters 1 - ] 
Chapter 4 - Managing Risk Defenses to La\vsuits 
Lecture and discussion of case studies 
Assignment/Outside Preparation: read chapter 4; answer end or chapter 
questions; start chapter 4 -6 worksheet 

Chapter 5- Letter of the La\v· Medical La\v and Students 
Lecture and discussion or student internship experiences 
Assignment/Outside Preparation read chapter 5, answer end of chapter 
questions, continue \Vorksheet 

Chapter 6- Building Healthy Physicians - Patient Relationships 
Lecture, review malpractice cases 
Assignment/Outside Preparation read chapter 6, ans\ver end of chapter 
questions, complete worksheet 

Review chapter questions and worksheet answers 
Assignment/Outside Preparation study for test chapters 4 - 6 
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I four 9 

Hour 10 

l[ourll 

I four 12 

Hour 13 

Hour 14 

l[our15 

Test on chapters 4 - 6 
Chapter 7- All About Medical Records 
Lecture: practice documentation 
Assignment/Outside Preparation read chapter 7, start chapter 7 - 9 worksheet; 
answer end of chapter questions 

Chapter 8 - Workplace La\v 
I ,ecture, discuss case studies 
Assignment/Outside Preparation read chapter 8, answer end of chapter 
questions, continue \Vorksheet 

Chapter 9 - Professional Relationships and Behm.•ior 
Lecture and class discussion 
Assignment/Outside Preparation: read chapter 9, ans\ver end of chapter 
questions, complete chapter 7 - 9 \Vorksheet 

Test chapters 6 -9 
Start Chapter 10 Bioethics 
Assign student report topics (student choice) 
Assignment/Outside Preparation: work on report utilizing the 
l,ibrary/1,earning Resource Center 

Student in-class reports 
Assignment/Outside Preparation: review for final test 

Final test review 
Assignment/Outside Preparation review· for final test 

Final Exam 
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Laurel Business Institute/Laurel Technical Institute 
MA216 Computerized Billing 

2 Credits - 30 Hours 

Instructor: 

Sample Schedule: Third tem1, first five weeks \.fonday- Wednesday, 1 :00-3 00 

Course Description: This course is designed to introduce the student to computerized patient 
billing, managing patient data \Vith a computerized system, entering data, processing transactions 
and claims, and producing reports. 

Prerequisite: \lone 

Text: Computers in the l\.1cdical Office, Sc, by Susan 1\.1 Sanderson. \1cGra\v-Hill Higher 
Education, ©2012 

Software: \1cdisoft Version 16/17 

Resource \faterials: T\one 

Additional Resource: Library/Leaming Resource Center 

Equipment: Computers, Printers, Whiteboard, and Handouts 

Course Objectives: 
Cpon completion of the course, the student will be able to 

1. Have an understanding of medical office accounting. 
2. Perform day-to-day activities in the medical office 
3 \1aintain patient records. 
4. Cse the computer for patient billing. 
5. \1anage patient data with a computerized system 
6. Enter patient and case information. 
7. Process transactions. 
8. Products and interpret reports and patient statements. 
9. Process insurance claims. 
10 Lndcrstand and use the l\1edisoft Advanced Patient Accounting Program 
11 Lndcrstand and use the Office Hours portion of \1edisoft to manage patient 

appointments. 
12 Complete a textbook simulation covering one week of medical accounting transactions. 

Teaching Methods: 
I ,ecture/di scussi on/ dem ans trati on 
Computer simulation exercises 

MA21 (i Computcri1cd Billing 
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Measurement Standards: 

Grading Scale: The grading scale used at the Laurel Business Institute/Laurel Technical 
Institute is listed bclmv 

Grade 
A 

B 
C 
D 
F 
P-passcd 
WP-\vithdrc\v passed 
WF-withdrew failed 
T-transrer credit 
AP=advanced placement 
I-incomplete 

Quality Point 
40 
3 0 
20 
10 
00 
00 
00 
00 
00 
00 
00 

All '•F' grades must be repeated. 

Grading Criteria: (methods of grading, make-ups, ct cetera) 

1. End or Chapter Reviews 25%i 
2. Class Participation 25% 
3 Chapter Exams 50% 

Range 
9]-100 
85-92 
76-84 
68-75 
Below 68 
1\/A 
1\/A 
1\/A 
1\/A 
1\/A 
1\/A 

*Grades will be on a point system that will be converted to a percentage then weighted as above 
rounded to the nearest tenth of a percent \vhen determining midterm and final grade averages. 

*Strict deadlines must be adhered to in order to complete all course requirements by the end or 
the tem1 Therefore, no extensions will be given to complete work. It may be necessary for the 
student to return to the lab during free time to complete \Vork on time 

*Absences significantly affect the learning process and will cause students to fall behind quite 
easily. 

* All theory worksheets must reflect the \Vork of the individual student I\ o collaboration or 
copying will be tolerated. 
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Class Participation: Each class is worth 10 points. To receive all 10 points , you must be in 
class and participating, with proper supplies , including proximity card. Absences , or tardies , will 
reduce the participation points for that class . 

Homework: Home work assignments must be handed in at the beginn ing of class on the due 
date. No late assignments will be accepted and a score of zero will be recorded . If you are absent 
on the date the assignment is due, it must be turned in by the next class. Being absent does not 
excuse you from having your assignments done and on time. Call the school at 724-439-4900 
after 4 pm for the day ' s assignments . 

Sign-In Booklet: The sign in booklet will be available in the classroom at the beginning of 
class. You must sign in for yourself. Please sign on the assigned numbered line. If tardy ( class 
has already begun and the booklet is still circulating) , sign in the tardy section. If you do not, I 
will move your name to the tardy section. 

Outside Preparation: To adequately comprehend content and achieve succe ss in this course , 
time outside of class spent reading, studying, reviewing, practicing , researching, and completing 
assignments is required. 

1. End of chapter questions are assigned in order for students to practice and review concepts 

previously taught. Students are expected to use their notes and textbook in order to 
thoroughly answer all assigned questions. Answers will be discussed in the next class 

lecture. These homewor k assignments should take approximately 1 to 2 hours to complete. 

2. Reading assignments of new material are assigned to expose students to new concepts that 
will be covered in the next class lecture . Students are expected to read assigned material 
thoroughly and take notes on this material. Students are expected to incorporate their notes 

with class notes on new material after the next class lecture . These reading assignments 
should take approximately 1 to 2 hours to complete. 

3. Reading assignments to review notes and chapters already covered are assigned to allow 
students to prepare for upcoming exams . Students are expected to thoroughly review all 
written material and notes in order to demonstrate knowledg e and understanding of 
concepts taught. Exam grades will verify student knowledge. These reading assignments 
should take approximately 1 to 2 hours to complete. 
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Makeup Policy: 
' I lomework assignments must be handed in only at the beginning of class on the due date. If 
you are absent on the date the assignment is due, it must be turned in by the next class. 
Other.vise, a zero (0) is recorded. 
* Vocabulary Tests, and Exams \Vil! be announced in advance :"Jo make-ups \Vil! be given. The 
grade on a comprehensive final will replace a single missing exam. 
*There is no charge for makeup work 

Laurel Business Institute/Laurel Technical Institute Policies: All policies of Laurel Business 
Institute/Laurel Technical Institute as stated in the school's catalog will be enforced. 
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Hour 1 

Hours 2--' 

Hour5 

Houri <i-8 

lluur9 

Hour 10 

Hour 11 

Hours 12-U 

MA216 Computerized Billing 
Course Outline 

30 Hours 

Outline iN appro:\imatc and Nuhjcct to change. 

Re\ ic,, S, llabus/Outlinc 

Chapter 1 The \tcdical Bill mg C~ clc 
...- Prcrcgistrat1on 
...- Fee-for-sen 1cc, s. managed care health pla1L~ 
...- Pat1cnt check-in and check-out 

Chapter 2. The Lsc of I !calth Inform.at1on Tcchnolog~ in Ph~ s1c1an Practices 
, Functions of practice management soft\\arc 
, Functions of electronic health records 
, HIPAA Pri,·ac~ Ruic and Security Ruic 

Assignment/Outside Preparation: Read Chapters 1 and 2. Complete end of chapter rc,·ic\\ s. and 
learn ,·ocabulary 

TcNt on Chapters 1 and 2, rncahula1;, included, da~ 5 

Chapter .l. In!roduc!ion to \1cdisoft 
, List si:,; databases \1cdisoft uses to store information 
, \kdison menus. !oolbar. program date 
...- Back-up and restore files in \tcdisoft 

Chapter -t. Entering Patient Informat10n 
...- Learn hm\ to enter nC\\ patient 
...- Learn hm\ to search for a patient 
...- Learn hm\ to edit a patient 

ANNignment/Outside Preparation: Read Chapters 1 and -L complete end of chapter reYiC\\S_ and 
end of chapter Worksheet (this \\ ill be graded). DO\\ nload and practice \\ ith at-home-student-
\ ersion of l\.lcdisoft 

Test on Chapters J am! .I, n1cahulary included, da~-9 

Chapter 5. \Vorkmg \1 ith cases 
, Creating new cases. and adding to current cases 
, Use of Personal tab. Diagnosis tab. and Condition tab 
...- Learn hm\ to edit informat10n in a case 

ANNignment/Outside Preparation: Read Chapter 5. complete end of chapter rcne\1 and 
Worksheet Practice usmg at-home\ ers10n of l\.lcdisoft 

TeNt on chapter 5 

Chapter (i. Entering Charge Transactions and Patient Payments 
, Learn three types of transaction recorded in \1edisof! 
, Demonstrate hm\ to enter charge transactions 
, Demonstrate hm\ to enter patient pa~ mcn!s. \\alkout receipts. process a patient 

refund. and post a nonsufficien! funds (!\SF) check 
Chapter 7. Creating Claims 

, Learn the role of claims in the billing c~ clc 
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Hour 15 

Hours 16-18 

Hour 19 

Hours 20-22 

Hour 23 

Hours 2.1-28 

Hour 29 

Hour 30 

, lnfonna(ion in the Claim Management dialog box 
, Demonstrate ho\\ to create claims in \1cdisoft 
, Discuss how lo locate and edit claims 
, Steps required to subnut a cl.um electromcall~ 

ANNignment/Outside Preparation: Read Chapters (1 and 7_ complete end of chapter reYic,,s and 
Worksheets Practice using at-home , ers10n of l\.lcdisoft 

Test on Chapters 6 am! 7, day 17 

Chapter 8. Posting Insurance Pa~ mcnts and Crcatmg Patient Statements 
, Learn ho\\ an adjustment is calculated 
, List fi, c steps for processing a remittance ad, ice 
, Demonstrate ho\\ to enter insurance pa~ ments and appl~ them to charges 
, Demonstrate h0\1 to enter capitation pa~ mcnts 
, Demonstrate ho" to create and pnnt a patient statement 

Chapter 9. Creating Reports 
, List three types of reports aniilable in \1edisoft 
, Distinguish between patient. procedure and pa~ men! day sheets 
, Demonstrate ho\\ to create. patient ledger. standard patient list. and practice analysis 

reports 
Assignment/Outside Preparation: Read Chapters 8 and 9. complete end or chapter rc,·iews and 
Worksheets. Practice using at-home ,·crsion or Mcdisort. 

TeNt on Chapters 8 and 9 

Chapter 10. Collections in the \1edical Office 
, Importance of prompt pa~ ment 
, Demonstrate h0\1 to post a pa~ mcnt from a collection agcnc~ 
, Demonstrate h0\1 to add an account to the collection hst 

Chapter 1 L Scheduling 
, Demonstrate ho" to enter an appointment 
, Demonstrate h0\1 to schedule a folio\\ -up appointment 
, Print a prO\·idcrs schedule 

ANNignment/Outside Preparation: Read Chapter J() and 1 L complete end of chapter rcYie\\ s 
and Worksheets. Practice using at-home YCrsion of \tcdisoft 

Test on Chapters 10 and 11 

Appl~-ing Your Skills: 
Chapters 12, 13, 14, 15 
Family Care Center Simulation using Source Documents 

ANNignment/Outside Preparation: Each chapter needs to be read before mo, ing 
on with the simulation. Practice using at-home ,-crsion of\1cdisoft. 

Re, ie" for final nam 

Final Ernm 
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Laurel Business Institute/Laurel Technical Institute 
MA2 I 9 Pharmacology 

2 Credits - 30 Contact Hours 

Instructor: 

Sample Schedule: Second Term beginning at Midterm Monday - Thursday, 11 :00-12 00 

Course Description: This course is designed to introduce the student to the proper 
pronunciation, spelling, and basic pharmacological use of commonly prescribed medications 
Review of approved medical abbreviations, interpretation of prescriptions, dosage calculations, 
and drug administration will be utilized for theory application 

Prerequisites: 122 Anatomy and Physiology 

Text: A1edical Assistit1K A1ade /ncredihly J,,(1.~y: PharmacoloKy, Holly, Joanna. Lippincott, 
2009. 

Software: \lone 

Resources: Supplemental handouts and worksheets as assigned. 

Additional Resource: Library/Leaming Resource Center 

Equipment: Whiteboard 

Computer and projector 

Course Objectives: Upon completwn of this conrse, the .,·tndent should he ahle to: 

I Explain the proper use of various dmgs by dmg classification 

2. Identify drug interactions, adverse reactions and dietary concerns to determine appropriate 

patient teaching 

3 Identify common medical abbreviations related to route of administration and frequency 

of dosage 

4. Demonstrate proper spelling, pronunciation, drug classification, and usage of 

pharmacological agents common to today's drug market 

5 Lse the PDR, other medication references, and the Internet to identify selected drugs as 

requested. 

6. Demonstrate skill in transcription of various medication orders. 

7. Relate drug schedules for controlled substances with corresponding record keeping. 

8. Demonstrate the proper methods to handle medications, keep medication records, 

administer medications, and document medications. 

9. Identify and explain major drug laws. 
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10 Perform correct drug dosage calculations 

11. Recognize the signs of drug abuse. 

Teaching Methods: 
Lecture/discussion 
Audiovisual aids/supplemental materials 
Cooperative group and individual projects 
Power Point Presentations 

Measurement Standards: 

Grading Scale: The grading scale used at the Laurel Business Institute/Laurel Technical 
Institute is listed below. The instructors are permitted to give '·plus'' and ·'minus'' grades, 
but they will have no effect on the semester grade point average (GPA). 

Grade Quality Point 

A 40 

ll 3 0 

C 20 
D 10 
F 00 
P-PASSED 00 
WP-withdrew passing 00 
WF- withdrew failing 00 
T-transfcr credit 00 
AP-advanced placement 00 
1- incomplete 00 

All '·F'' grades must be repeated. 

Grading Criteria: 
Test Grades 

Projects/research papers/presentations 

Homework/Workbook 

Parti ci pati on 

There will be no final exam given 

Classroom Management: 

93-100 

85-92 

76-84 

68-75 

Below 68 

/\IA 

/\IA 

/\IA 

/\IA 

/\IA 

/\IA 

50% 

20% 

10% 

20% 

* Students arc to arrive for class on time \Vith all necessary materials text, notebook, 
handouts, study-guide, writing utensils. 
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* Attendance: Students are expected to attend classes as scheduled. When going to be absent, the 
student should alert the instmctor via email or phone call to the front desk. It is the students" 
responsibility to get missed assignments by \Vay of a fcllmv student or by contacting the 
instructor via email in a timely manner. Being absent does not excuse one 
from assignments due or tests scheduled for the next class time. 

*Cell Phones Ringers should be turned off during class and cell phones put away Text 
messaging is strongly discouraged. If you are expecting an important call, let me know at the 
beginning of class and step out to take the call when it comes 

*Emails \Vil! be responded to \Vithin 24 hours. Your laurel cdu email account will be our primary 
method of communicating with each other between classes. Therefore, it is important that you 
check this account daily. lfyou have trouble accessing or using this account, please speak to the 
IT Department 

Participation Points: 

Participation points arc assigned to each class. 

Being tardy and/or leaving class early will result in points deducted in quarter hours and 
included in overall hours missed and subsequent penalty will be applied. 

Daily Sign-In Booklet: 
The sign-in booklet \vill be at the front of the classroom and should be signed at the beginning of 
class. You must sign in for yourself at each class. If tardy, sign in under the '·Tardy'' section If 
not signed in for the day, you will be considered absent for the class 

Make Lp Policy: 
Homework: If a student is absent from class, it is his or her responsibility to complete all 
classroom assignments and homc\vork missed. Homc\vork assignments arc due the day upon 
returning to class. Late homework \vill nof be accepted. 

rests: Tests will be scheduled and announced in advance. It is pennitted to miss one test. There 
\vill be a designated test make-up day at the end of the semester for anyone who has missed a 
test. A grade of zero will be recorded for any other missed tests. If a student knows ahead of time 
that he or she will be absent on the day of an exam, he or she may make arrangements to take the 
exam early without penalty, ifit can be accommodated by the instructor. 

There is no charge for makeup \Vork 

Outside preparation: To adequately comprehend content and achieve success in this course, 
time outside of class spent reading, studying, reviewing, practicing, researching, and completing 
assignments is required 

For every hour of classroom lecture, students should expect to devote two hours of preparation 
outside of class. 
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Reading assignments of new material are assigned to expose students to new concepts that will 
be covered in the next class lecture Students arc expected to read assigned material thoroughly 
and take notes on this material Students arc expected to incorporate their notes \Vith class notes 
on new material after the next class lecture. These reading assignments should take 
approximately 2 honrs to complete. 

Reading assignments to rcvic\v notes and chapters covered arc assigned to allmv students to 
prepare for upcoming exams. Students are expected to thoroughly review all written material and 
notes in order to demonstrate knowledge and understanding of concepts and skills taught. Exam 
grades \Vil! verify student knmvlcdgc These reading assignments should take approximately 1-2 
hours per \Vcck to complete 

Projects assigned are to provide students with the opportunity to incorporate skills and concepts 
taught along with research, in order to develop a comprehensive paper and/or presentation, 
thereby demonstrating the students' knowledge of the assigned topic. These projects should take 
an additional 2- 3 honrs per assignment to complete. 

Worksheets arc assigned in order for students to practice and review· concepts taught Students 
arc expected to use their notes and textbook to thoroughly ans\vcr questions Ans\vcrs will be 
discussed in a subsequent class lecture. These homework assignments should take approximately 
1 honr per week to complete. 

*Students should use the Library/Learning Resource Center as a resource to complete research­
based assignments/projects. 

Laurel Business Institute/Laurel Technical Policies: All policies of Laurel Business 
Institute/Laurel Technical Institute as stated in the school"s catalog will be enforced 
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I fours 1 - 2 

!lours 3 -4 

Hours 5 - 6 

Hour 7 

Hour 8 

I four 9 

Hour 10 

Hour 11 

Hour 12 

Laurel Business Institute/Laurel Technical Institute 
MA2 I 9 Pharmacology 

Course Outline 

Times are approximate and subject to change. 

Introduction to class, discuss syllabus and class outline 
Explanation of research papers/projects 
Visit to Library/Learning Resource Center 
Lecture and Power Point presentation on Chapter 1 - Drug Fundamentals 
Assignment/Outside Preparation Read chapter; complete worksheet 

Chapter 2 - Math of l\.1cdications and Calculating Dosages 
Instruction and student in-class practice 
Assignment/Outside Preparation: Read Chapter 2, practice dosage calculations 

Chapter 3 - The Role of the \1cdical Assistant 
Lecture & power point presentation 
Assignment/Outside Preparation Complete \Vorksheet study for test 

Test on Chapters I 3 
Assignment/Outside Preparation Read Chapter 4 

Chapter 4 - I low Drugs Work 
Lecture on Local and Systemic Effects, factors influencing dmg responses 
Assignment/Outside Preparation Complete \Vorksheet 

Chapter 5 - Commonly Prescribed Drugs 
Lecture and Pmver Point presentation on Drug classes, Antibiotics, Anti fungals, 
Antivirals, Topicals 
Assignment/Outside Preparation: Read Chapter 5, complete worksheet 

Continue Chapter 5 Anti-inflammatory dmgs, :"JSAIDS, analgesics, antipyretics 
Assignment/Outside Preparation Complete \Vorksheet study for test 

Test on Chapter 5 up to antipyretic dmgs page 130 - !46 
Continue with Chapter 5 - Otic, Ophthalmic drugs 
Assignment/Outside Preparation: Continue reading Chapter 5, begin worksheet 

Continue Chapter 5 \1usculoskcletal drugs, Anti hypertensive drugs 
Lecture and Power Point presentation 
Assignment/Outside Preparation Continue reading Chapter 5; complete 
\Vorksheet 
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Hour 13 Continue Chapter 5: Anti arrhythmic, antilipemic, anticoagulant drugs 
Lecture and Pmver Point presentation 
Assignment/Outside Preparation Continue reading Chapters, study for test 

Hours 14 - 15 Test on Chapter 5 -page 147 158 
Lecture and Power Point presentation on Respiratory drugs 
Assignment/Outside Preparation Continue reading Chapter 5; begin worksheet 

Hour 16 Continue Chapter 5 
Lecture and Power Point presentation on Gastrointestinal drugs 
Report topics assigned - page 180 - 198 
Assignment/Outside Preparation Continue reading Chapter 5, continue \Vorksheet 

I four 17 Continue Chapter 5 
Lecture on Contraceptive and urinary drugs 
Assignment/Outside Preparation Continue reading Chapter 5, complete 
worksheet study for test \Vork on reports 

I four 18 Test Chapter 5 - page 159 - 179 
Assignment/Outside Preparation work on reports 

Hours 19 - 21 Student oral reports to class 
Assignment/Outside Preparation: Read Chapter 6, begin worksheet 

I fours 22 - 23 Chapter 6 - Ways to Protect Our [ lea] th 
Lecture and Power Point presentation on Vitamins, Herbs, Vaccines 
Chapter 7 report topics assigned 
Assignment/Outside Preparation Read Chapter 6, complete worksheet, 
work on projects/presentations for Chapter 7 

Hours 24 26 Chapter 8 Administration of \1edications 
Lecture, demonstration and practice 

Hour 27 - 30 

Assignment/Outside Preparation Read Chapter 8; complete worksheet; 
work on presentations 

Project Presentations Chapter 7 Abuse and Misuse of Substances 
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Laurel Business Institute/Laurel Technical Institute 
\'1A226 Coding Essentials 

2 Credits - 30 Hours 

Instructor: 

Sample Schedule: Third term, first five weeks: Monday- Wednesday, 8:00-10:00 

Course Description: The focus of this course is to learn the coding rules for the CPT, 
ICD-10-C\1, coding systems and then apply the rules to code patient services. In 
addition, a variety of payment systems will be presented. The medical topics of\.1edicare 
fraud/abuse are al so reviewed. 

Prerequisite: 122 Anatomy & Physiology 

Texts: Step-by-Step \.1edical Coding 2015 Edition -Text and Workbook Package by 
Carol J Buck: Elsevier/Saunders,~ 2015 
2015 CPT Standard Edition American Medical Association ©20 l 5 
2015 ICD-1 0C\.1 Draft Edition, Elsevier ©2015 

Software: !CD-I 0-CM DVD 

Additional Resources: Library/Leaming Resource Center 
Evolve/Elsevier website 

1<:quipment: Computer, Printer 

Course Objectives: Cpon completion of this course, the student should be able to: 

Apply the basic concept of the CPT, and ICD-10-Cl\.1 coding manual 
during classroom activities, in homework, and on exams. 

2. Apply the format and structure on CPT, and ICD-10-C\.1 coding during 
classroom activities, in homc\vork, and on exams 

3 Demonstrate the basic steps in the CPT, and ICD-10!\.1 coding process 
4. Properly apply conventions (signs and symbols) to achieve maximum 

reimbursement potential. 
5 Apply coding guidelines related to CPT, and ICD-10-C\1 codes 
6. Define unbundling of procedures. 
7. Explain the importance of the coding accuracy in relation to compliance 

with federal/regulatory requirements. 
8 Explain when and how CPT, and ICD-10-Cl\.1 arc updated for nc\v and 

obsolete codes. 
9. Define and explain the rules and applications of modifiers. 
10 Define and explain the key terms related to Evaluation and \.1anagement 

Coding. 

Teaching .'\tlethods: 
*Lecture 
*Class Discussion 
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* Acti vi ties/projects 
\'leasurement Standards: 

Grading Scale: The grading scale used at the Laurel Business Institute/Laurel 
Technical Institute is listed belmv The instructors arc permitted to give '·plus'" 
and ·'minus"' grades, but the \vill have no effect on the semester grade point 
average (GP A.). 

Grade 

A 
[l 

C 
D 
r 
P-passed 
WP-\vithdre\v passing 
WF-\vithdre\v failing 
T-transfer credit 
AP-advanced placement 
I-incomplete 

Quality Point 

4.0 
3.0 
20 
I 0 
0.0 
0.0 
00 
00 
0.0 
0.0 
00 

All 'T' grades must be repeated. 

Range 

9]-100 
85 - 92 
76 - 84 
68 75 
Below 68 
n/a 
n/a 
n/a 
n/a 
n/a 
n/a 

Grading Criteria: The final course grade \vill be determined by the follmving 
factors 

*Class Participation 25%i 
*Work Book/ Home\vork 25% 
*Tests and Quizzes 50% 

Class Participation: Class participation means being in class Each class is worth 10 
points, and is counted as 25% of your final grade. 

Tardies, Early Departures, and Absences: 
Being late for class or departing early will deduct points from Class Participation 

Homework: Home\vork \vill be assigned a point value at the teacher's discretion based 
on the complexity of the task and the amount of effort and skill required for completion. 
It is the student's responsibility to complete assignments prior to class. Assignments will 
only be accepted on the due date at the beginning of class Students absent on an 
assignment collection day \Vil! receive O points for that assignment 

Cell Phones: 
*Ringers must be turned off during class. 
*Text messaging is prohibited 

l\1A226 Coding Essentials 
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Sign-In Booklet: The sign-in booklet \Vil! be available in the classroom at the beginning 
of class. You must sign in for yourself. Please sign on the assigned numbered line If 
tardy (class has already begun and the booklet is already circulating), you must sign in 
the tardy section If you do not, I will move your name to the tardy section. 

Reporting Off: Students must call off \vhcn absent directly to the instructor via voice 
mail or email This is required. Being 
absent does not excuse you from having assignments done and on time. Call the school 
at 724-439-4900 after 4 pm for the day's assignments and pick up any missed handouts 

.'\fake-Up Policy: 
*\fake-up quizzes will not be given A zero (0) will be given for missed quiz. The 
lmvcst quiz score \Vil! not_bc dropped at the end of the semester. 
*Exams arc announced in advance .'\o make-ups will be given A zero (0) \vill be given 
for missed exam A comprehensive final exam will replace one missed exam The lowest 
test score will not be dropped at the end of the semester. 
*\1akc-ups \vill not be given for the comprehensive final All students must take it on the 
date scheduled 
*There is no charge for makeup work 

Outside Preparation: To adequately comprehend content and achieve success in this 
course, time outside of class spent reading, studying, rcvic\ving, practicing, researching, 
and completing assignments is required. 

End of chapter questions are assigned in order for students to practice and review 

concepts previously taught. Students are expected to use their notes and textbook in 

order to thoroughly answer all assigned questions. Answers will be discussed in the 

next class lecture These homework assignments should take approximately l to 2 

hours to complete 

2 Reading assignments of nc\v material arc assigned to expose students to new 

concepts that \vill be covered in the next class lecture Students arc expected to 

read assigned material thoroughly and take notes on this material Students arc 

expected to incorporate their notes \Vith class notes on nc\v material after the next 

class lecture. These reading assignments should take approximately l to 2 hours to 

complete. 

3 Reading assignments to review notes and chapters already covered are assigned to 

allow students to prepare for upcoming exams. Students are expected to thoroughly 

review all written material and notes in order to demonstrate knowledge and 

understanding of concepts taught. Exam grades will verify student knowledge. 

These reading assignments should take approximately 1 to 2 hours to complete. 

Laurel Business Institute/Technical Institute Policies: All policies of Laurel 
Technical Institute as stated in the school's catalog will be enforced 
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Hours 1-2 

Hour 3 

Hour 4 

Hour 5 

Hour 6 

Hour 7 

Hour 8 

Laurel Technical Institute 
:\,1A226 Coding Essentials 

Course Outline 
30 Hours 

This outline is approximate and subject to change. 

Distribution of books and overview of Textbook, and 
review of syllabus 
Chapter L Reimbursement HIPAA, and Compliance 

, Distinguish among l\.1cdicarc Parts A, B, C and D 
,,,.- Explain the RBRVS system 

Chapter 2, An Overview of ICD-10-C\.1 
, Identify the characteristics of the Tabular List, Volume I, 

Alphabetic Index, Volume 2 and Volume 3 

Assignment/Outside Preparation: Read Chapter 1 and Chapter 2, 
complete exercises, Chapter Review/Practical Complete Chapter 
worksheets 
*All workbook exercises will be graded. 

Test on Chapter 2 

Chapter] ICD-10-C\.1 Outpatient Coding and Reporting Guidelines 
, Identify first-listed diagnosis 
, Validate V code assignment 
, Apply codes to suspected conditions 

Assignment/Outside Preparation: Read Chapter 3 complete exercises, 
Chapter Review/Practical Complete Chapter 3 \Vorksheet 

Chapter 4, Csing ICD-10-CM 
, Explain the organization of the Guidelines 
, Determine the level of highest specificity 
, Report acute and chronic conditions 

Assignment/Outside Preparation: Read Chapter 4 complete exercises, 
Chapter Review/Practical. Complete Chapter 4 worksheet 

Test on Chapter 3 and 4 

Chapter 5, Chapter-Specific Guidelines (ICD-10 Chapters 1-10) 
, Revie\v infectious and parasitic disease codes 
, Revie\v blood conditions, circulatory, and respiratory system 

Assignment/Outside Preparation: Read Chapter 5, complete exercises, 
Chapter Review/Practical Complete Chapter 5 worksheet 

Chapter 6, Chapter-Specific Guidelines (!CD-IO Chapter 11-14) 
, Examine digestive system coding 
, Review skin, musculoskeletal coding 
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Hour 9 

Hour 10 

Hour 11 

, Define rules of symptoms, signs, and ill-defined condition 
coding 

Assignment/Outside Preparation: Read Chapter 6, complete exercises, 
Chapter Review/Practical. Complete Chapter 6 worksheet 

Chapter 7, Chapter-Specific Guidelines (ICD-10 Chapter l 5-2 l) 
, Pregnancy, Childbirth, and Puerperium 
, Congenital \.1alformations, Defonnations, and Chromosomal 

Abnormalities 
, Signs and Symptoms, Poisoning, Injury 

Assignment/Outside Preparation: Read Chapter 7, complete exercises, 
Chapter Review/Practical. Complete Chapter 7 worksheet 

Test on Chapter 5, 6, and 7 

Chapter 13, Introduction to the CPT and Level II T\ational Codes 
(HCPCS) 

, Identifying the uses of the CPT manual 
, Identify placement ofCPT codes on the C\.tfS-1500 insurance 

form 
, Recognize the symbols used in the CPT manual 

Chapter 14, Modifiers 
, Recognize modifiers 
, Cnderstand the purpose of modifiers 

Assignment/Outside Preparation: Read Chapters 13 and 14, complete 
exercises, Chapter Review-/Practical Complete Chapters 13 and 14 
worksheets 

Hour 12 Test on Chapters 13 and 14 

Hours 13-14 Chapter 15, Evaluation and \.1anagement E/\.1 Services 
, Identify and explain the three factors ofE/\.1 code assignment 
, Differentiate bet\veen a new and established patient, and 

outpatient and in patient 
, Identify C\.1S Documentation Guidelines 
, Demonstrate the ability to code E/\.1 services, ICD-10-CM 

Assignment/Outside Preparation: Read chapter 15, complete exercises, 
Chapter Review/Practical Complete Chapter 15 worksheet 

Hour 15 Test on Chapter 15 

Hours 16-17 Chapter 18, Integumentary System 
, Describe the format of the Integumentary System in the CPT 

\.1anual 
, Identify the clements of coding Skin, Subcutaneous, and 

Accessory Structures services 
, Demonstrate the ability to code lntegumentary services and 

procedures, and ICD-10-CM 
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Assignment/Outside Preparation: Read Chapter 18, complete exercises, 
Chapter Review/Practical Complete Chapter 18 \Vorksheet 

Hour 18 Test on Chapter 18 

Hours 19-20 Chapter 19, l\.1usculoskelctal System 
,,,.- Differentiate between fracture and dislocation treatment types 
,,,.- Cnderstand types of traction, cast application, and strapping 
, Demonstrate the ability to code musculoskeletal services and 

procedures, and ICD-10-C\1 

Assignment/Outside Preparation: Read Chapter 19, Complete 
exercises, Chapter Revie\v/Practical Complete Chapter 19 \Vorksheet 

Hour 21 Test on Chapter 19 

Hours 22-23 Chapter 20, Respiratory System 
, Differentiate bet\veen services reported \Vith codes from the 

Respiratory subsection and those reported with codes from 
other subsections 

, l\asal procedures, trachea/bronchi codes, and sinuses 
, Demonstrate the ability to code respiratory services and 

procedures 

Assignment/Outside Preparation: Read Chapter 20 complete exercises, 
Chapter Review/Practical Complete Chapter I 9 \Vorksheet 

Hour 24 Test on Chapter 20 

Hours 25-26 Chapter 30, Medicine 

Hour 27 

Hour 28 

Hour 29 

Hour 30 

,,,.- Review the Immunization subsection format 
,,,.- Review the Psychiatry subsection format 
, Review the Allergy and Clinical Immunology subsection 

format 
,,,.- Demonstrate the ability to code Immunizations, Psychiatry, and 

Allergy services, and ICD-10-CM 

Assignment/Outside Preparation: Read Chapter 30, Complete 
exercises, Chapter Review/Practical Complete Chapter 26 worksheet 

Test on Chapter 30 

Review of all Chapters 

Review of all Chapters 

Final Exam 
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Laurel Business Institute/Laurel Technical Institute 
T291 Career Development 

2 Credits - 30 Contact Hours 

Instructor: 

Sample Schedule: Third term, first five weeks: \.fonday - Wednesday, 1 0 00-12 00 

Course Description: This course is intended to provide the graduating student \Vith information, 
instruction, and practice in job exploration, career planning, and job search techniques. The 
student will receive instruction about employment applications, CO\•er letters, resumes, and use of 
the Internet. In addition, emphasis will be placed on the development of effective interview skills 
through classroom practice and role-playing. To complete the course requirements, each student 
\vill participate in a one-on-one intcrvic\v 

Prerequisite: T\one 

Text: ( 'an:t:r Achit:n:nn:nf: xrm1·inx your xoals, 2"'1 ed Karine B Blackett l\.1cGra\v-Hill 
Companies, Inc. \!ew York, T\Y. Copyright ©2015. 

Software: \1icrosoft® 2007 

Resource Materials: Library/Leaming Resource Center 

!he 1-}t:mt:nfs o/Res11mt: Stylt:, Scott Bennett, 2005, American Management Association 

Hes1,mes, Cm·er /,etters, 1Vetivorki11x, & /111erne11'f11g, 3rd ed., Clifford W. Eischen & 
Lynn A Eischen South-Western Publishing Company, Cincinnati, ©2010. 

Government publications !ht: /)icfionwy r!fOcrnpafional l'itln (the DOT) 
lhe (J111de to Ocrnpaltonal l-,"xploratio11 
lhe Ocrnpatwnal Outlook Handhook (The 001 [) 

Equipment: Computers and printers 

Course Objectives: Upon completion of this course, the student should be able to 

Develop effective resumes and customize them for each particular job target for \vhich the 
student is qualified. 

2 Be aware of the different styles of interviewing used today and develop effective 
interview·ing skills through practice and actual intervie\vs 

3 Research job opportunities using the Internet and identify various resources for finding the 
targeted job 

4 Identify networking opportunities and develop those skills to reach career goals. 
5 Lnderstand and demonstrate pre- and post-intervie\v procedures including cover letters and 

follo\v up phone calls 
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Teaching Methods: 
I ,ecture 
Demonstration 
Role-playing 

Measurement Standards: 
Grading Scale: The grading scale used at the Laurel Business Institute/Laurel Technical 
Institute is listed bclmv The instructors arc permitted to give '·plus"' and ·'minus"' grades, 
but they will have no effect on the semester grade point average (G.P A) 

Grade Quality Point Range 

A 40 93-100 
B 3 0 85-92 
C 20 76-84 
D 10 68-75 
F 00 Below 68 
P-passcd 00 n/a 
WP-\vithdrc\v passing 00 n/a 
WF-withdrew failing 00 n/a 
T-transfer credit 00 n/a 
AP-advanced placement 00 n/a 
I-incomplete 00 n/a 
All "F" grades must be repeated. 

Grading Criteria: 
The final course grade will be determined by the following factors: 

Resume (revised final copy) 
Cover Letter (revised final copy) 
Job Exploration Assignment 
Interview 
TOTAL POSSHlLF POII\TS 

100 points 
100 points 
100 points 
100 points 
400 points 

• Projects assigned arc to provide students with the opportunity to incorporate skills and 
concepts taught, along with research, in order to develop a comprehensive paper and/or 

presentation, thereby demonstrating students· knowledge of the assigned topic. These 

assigned projects should take approximately 6 hours to complete. 

• Reading assignments of new material arc assigned to expose students to nc\v concepts 

that \vill be covered in the next class lecture Students arc expected to read assigned 

material thoroughly and take notes on this material Students arc expected to incorporate 

their notes \Vith class notes on nc\v material after the next class lecture These reading 

assignments should take approximately 6 hours to complete. 
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All students must submit an electronic copy of his or her final resume to me to 
complete the course, no exceptions! It must be error free and meet the standards of the 
course. 

Makeup Policy: 
• All assignments are expected to be completed and turned in by due dates given. 
• Late assignments 1\0 LATE assignments \vill be accepted and \vill result in a 

ZERO grade for that assignment. Assignments must be submitted by due date 
• It is the student's responsibility to schedule an appointment for the required interview. 

The appointment must not interfere with other classes or other course requirements. 
Any student \vho docs not keep the scheduled appointment must reschedule directly 
with the designated Interviewer. Any student who negligently misses the scheduled 
interview will have the interview grade lowered one letter. 

• Any student \vho docs not perform the interview \vill receive '·o·· points and will fail 
the course 

• There is no charge for makeup work. 

Outside preparation: 
To adequately comprehend content and achieve success in this course, time outside of class 
spent reading, studying, reviewing, practicing, researching, and completing assignments is 
required. 

For every hour of classroom lecture, students should expect to devote two hours of preparation 
outside of class. 

Reading assignments to review· notes and chapters covered arc assigned to allow· students to 
prepare for class assignments. Students arc expected to thoroughly review· all \Vrittcn material 
and notes in order to demonstrate knowledge and understanding of concepts taught. Assignment 
grades will verify student knowledge. These reading assignments should take approximately 3-./ 
hours per week to complete Class assignments \Vil! provide students with the opportunity to 
incorporate concepts taught, along \Vith research, in order to develop professional documents, 
thereby demonstrating the student's knowledge of the assigned topic. These projects should take 
an additional 2- 3 honrs per assignment to complete. 

Laurel Business Institute/Laurel Technical Institute Policies: All policies of the Laurel 
Business Institute/Laurel Technical Institute as stated in the school catalog will be enforced. 
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l,aurel Business Institute/1,aurel Technical Institute 
T291 Career Development 

Course Outline 
2 Credits - 30 Contact Hours 

This outline is approximate and subject to change. 

2 Hours (Day 1) Chapter 3 - Where arc the Jobs') Maximize Your Career Options 
• Labor Market Trends and Globalization 
• Csing Sources to Find Employment Opportunities 

Outside Preparation: Review notes on Chapter 3 

2 Hours (Day 2) Chapter 3 - Continued 
• Labor Market Trends and Globalization 
• Csing Sources to Find Employment Opportunities 

Outside Assignment: Complete Company Research 
Outside Preparation: Review notes on Chapter 3 and read Chapter 5 

2 Hours (Day 3) Chapter 5 - Professional Resumes the Easy Way 
• The Components of a Professional Resume 
• Types of Resumes 

Outside Preparation: Review notes on Resumes, begin working on Resume 

2 Hours (Day 4) Chapter 5 - Professional Resumes the Easy Way 
• Key Words and Power Words 

Outside Preparation: Review notes on Resumes, begin working on Resume 

2 Hours (Day 5) Chapter 5 - Professional Resumes the Easy Way 
• The Skills Formula 

Outside Preparation: Review notes on Resumes, begin working on Resume 

2 Hours (Day 6) Chapter 5. Continued 
• Creating a Professional Resume 

-Formats and Templates 
-Integrity and Your Qualifications 

Outside Assignment: Start Resume 

2 Hours (Day 7) Chapter 5 Continued 
• Creating a Professional Resume 

-Formats and Templates 
-Integrity and Your Qualifications 

• Resume Checklist and Grading Rubric 
Outside Assignment: Continued Resume 

T291 Career Development 
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2 Hours (Day 8) Chapter 5 Continued 
• Creating a Professional Resume 

-Formats and Templates 
-Integrity and Your Qualifications 

• Resume Checklist and Grading Rubric 
Outside Assignment: Complete Resume 
Outside Preparation: Review notes on Chapter 5 and read Chapter 6 

2 Hours (Day 9) Chapter 6 - Professional Cover Letters and Applications 
• The Components of a Professional Cover Letter 

Outside Assignment: Complete Cover Letter and application 

2 Hours (Day l 0) Chapter 6 - Professional Cover Letters and Applications 
• Writing an Effective Cover Letter 

Outside Assignment: Complete Cover Letter and application 

2 I fours (Day 11) Chapter 6 - Professional Cover Letters and Applications 
■ Completing an Error Free Application 

-Online 
-Print 

Outside Assignment: Complete Cover Letter and application 
Outside Preparation: Review notes on chapter 6, read chapter 

2 Hours (Day 12) Chapter 7- Successful lntervie\vs 
• Seven Interview Steps 
• Types oflnterviews 

Outside Preparation: prepare for Mock-Interviews 

2 Hours (Day 13) Chapter 7- Successful Interviews 
• Cnderstanding and Answering Interview Questions 
• \1ock intervie\vs-in class activity 

Outside Assignment: complete Professional and Personal Reference List 
Outside Preparation: prepare for Mock-Interviews 

2 Hours (Day 14) Administrative Activities 
• Student lntervie\vs 
• Students will complete Program Evaluation 

Outside Assignment: Final copy of Resume electronically submitted 

2 Hours (Day 15) Administrative Activities 
• \.1eetings will take place with Career Services, Financial Aid, and Selected 

Administrators of LBI, Graduation Paperwork, Electronic Resume 
• Process and Verify Completion of all required papenvork for graduation 

Outside Assignment: Final copy of Resume electronically submitted 
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AFFILIATION AGREE,HENT BETWEEN 

LAt:REL BllSl:\ESS l:\STITUTE 

A:\'D 

NICK\.IAN'S DRt:G 

This Agreement, by and between LAC REL BUSINESS l:\'STITCTF: (hereinafter referred to as 
SC//(}(}/,) and :\ICKMA:\'S DRUG 

(hereinafter referred to as l·ACIU /'Y.) This agreement will be in effect from August 21, 2015 
through August 21, 2016. 

The purpose of this agreement is to define the roles and responsibilities of the SCJ/()()1, and the 
l·ACIIIIY in the fieldwork educational phase of the internship programs. 

This Agreement shall be effective \vhcn executed by both parties for a period of one year terms 
and \Vil! automatically rcnc\v each year for successive one year terms unless either party 
tenninates this Agreement for any reason upon 30 days written notice to the other party 

Termination of this Agreement \Vil! not be effective until the end of the academic year such that 
all students \Vil! be entitled to complete the program in \vhich they arc currently enrolled, unless 
staffing constraints make it unfeasible to maintain the standard as outlined by the ,\CH()()!, and 
agreed to by the facility in which case the J.AC!UlY will give the ,\CH()()!, thirty (30) days 
notice of termination of this Agreement. 

Both parties understand that this agreement may be modified or revised through written 
amendment by mutual consent. 

JOINT RESPONSIBILITIES: 

The ,\CH()()!, and the J·ACJUlY will enter into an affiliation for the purpose of 
educating and training of specified programs 

2. T\either the SCHOOi. nor the J.ACIU JY will discriminate on the basis of all relevant 
protected classes of employees or applicants for employment because of sex, race, 
color, national origin, religion, age, disability or genetic information. 

3. The number of students, the program of education and training within the J·A('J/IIY, 
and the scheduling of their education at the J.AC!UlY will be determined by mutual 
agreement bet\vecn the FACIUIY and the SCI!()()!, 

4. The SCHOOi. and the l·ACIU IY agree that students will be directly supervised by 
qualified J.ACIU /Yemployee(s). 



5 Equipment mvncd by the SC/100/. and FACI/JlY \',-ill remain the property of each 
and the maintenance, repair, and replacement whether for nonnal use or breakage will 
remain the responsibility of each pertinent institution. 

6. The SC/100/. is responsible for dismissal of a student for academic or disciplinary 
reason, but the l·ACIII/Ymaintains the right to remove a student from the l·ACIU IY 
if the student does not comply with safety or ethical standards or policies and 
procedures of the J.AC/UlY In the event of a student's pending or immediate 
dismissal by the J.A('/UlY, the J.A('/UlY and the S('J JOO/. will determine jointly if 
and when such a student should be permitted to return to the l·ACII.I f'Y. 

7. Any provisions not included in this agreement arc to be subject to agreement between 
the S( 'fl()()f. and the appropriate administrative official of the FAC!UlY 

RESPO:\SIBILITIES OF THE SCHOOL: 

The ,\CH(}(}!, will be approved by appropriate accrediting agencies 

2 The SCfl()()J, will have control over all phases of the administration of the program, 
curriculum content, admission requirements, faculty appointment, evaluation, promotion 
and graduation, and all other pertinent matters that are internal to the ,\CH(}(}!,_ The 
,\CH(}(}!, will maintain the necessary records of the students. 

3 The SCfl()()J, will coordinate scheduling \Vith students and FACI/JlY representative, to 
provide course information and objectives to l·ACIU IY representative, and to assist in 
resolving problems and difficulties. 

4 Both SCHOOL and FACILITY agree that students arc not considered an employee of the 
F ACII,ITY but rather students in the fieldwork phase of a professional education and 
therefore are not eligible for benefits of employees 

5 The SCfl()()J, will notify students that they arc to obtain prior \Vrittcn authorization from 
the ,\CH(}(}!, and /·A Cl I.I IY before publishing any material relative to the fieldwork 

RESPO:\SIBILITIES OF THE FACILITY: 

The l·ACIIIIY will provide an educational internship to the student consisting of work 
functions that arc directly related to the student· s program of study. 

2 The l·ACIU IY will provide an orientation informing the student on the site's policies and 
procedures 

3 The J, A C!UlY will provide appropriate instmction and supervision of the students by 
qualified personnel to meet the standards and the objectives of the educational program 

2 



4 The FACILITY agrees to approve and sign, then submit directly to the Career Services 
via (fax, email, or US Mail) the intern·s time sheets for the applicable Internship periods. 

5 The J.AC/UlY agrees to complete and submit to the SC/f()()J, an evaluation of each 
student's performance during the field\vork experience according to the format and time 
frame established by the ,\CH(}(}!,_ A mid-semester on site evaluation and a final 
evaluation are required to be completed by the FACILITY 

6 The FACILITY \vill determine if the student participating in the internship program on 
their site will be on a paid or unpaid basis The internship program does not preclude or 
guarantee any future employment of student interns with the internship site. 

OTHER: 

Any notice, request, demand, consent instmction or other communication required or 
permitted by this Agreement to be given shall be sent by First Class Prepaid \1ail, 
certified or registered, return receipt requested, addressed as follows, or in such a manner 
as any party hereto may hereinafter designate by written notice to the other party hereto 

SCHOOi,: MALINDA A:\GEL 

FACILITY: 

LAUREL BLSINESS INSTITLTE 
PO BOX 877 
11 EAST PENN STREET 
llNIO:\TOW'i, PA 15401 

This Agreement may be modified or amended from time to time by signed \Vritten 
agreement of the parties hereto and any such written modification or amendment shall be 
attached to and become part of this Agreement. 

OFFICIALS SIG:\ING THE AGREEME:\T FOR THE PARTICIPATI:\G 
INSTITUTIONS: 

Signing for the SC/f()()J, 

\.1alinda Angel 
Director of Career Services 

Date 

' ' 

Signing for the J.A('/UTY 

Date 



A CCREDIT ING C OUNCIL FOR INDEPENDENT C OLLEGES AND S CHOOLS 

FACULTY INFORMATION 

COMPLETE A SEPARATE FORM FOR EACH FACULTY AND COMBINE THE DOCUMENTS FOR ONE UPLOAD - MS WORD (.DOC OR .DOCX) OR .PDF FORMATS ACCEPTED 

Name of Employee -------------------- Date of Employment 5/2013 --------
Job Title Allied Health Instructor Fu II or Part-time Part-Time 

EDUCAT IONAL INFORMATION 
List below all post-high school education, beginning with the most recent. 

Name of Institution Location Major Degree and Dates 
Dates Received Attended 

Penn State University, Fayette Campus Uniontown, PA Nursing BSN 12/2000 5/99-12/00 
Penn State University, Fayette Campus Uniontown, PA Nursino ASN 5/1999 8/95-5/99 

High School Attended _La_u_re_l_H~ig~h_la_nd_s _____________ Graduation Date _M~ay~19_9_5 ____ _ 

Major Subject (s) Academic Diploma 

List any Educational certificate or license now held _R~eg~is_te_r_ed_ N_ur_s_e __________________ _ 

This document was issued by Commonwealth of Pennsylvania Expiration Date 10/31/2017 --------

Name of Certificate/License Name of Provider ---------------- Expiration Date 

Healthcare Provider 
Certification American Heart Association 7/2017 

BLS Instructor Certification American Heart Association 7/2017 

Heartsaver Instructor 
Certification American Heart Association 8/2017 

First Aid Instructor Certification American Heart Association 8/2017 

EMPLOYMENT INFORMATION 

Name of Employer JobTitie Nature of Duties Dates 
Employed 

Allied Health 5/2012-
Laurel Business Institute Instructor Instructing Allied Health Courses Present 

Allied Health 6/2011-
West Virginia Junior College Instructor Instructing Allied Health Courses 6/2012 

RN Private Duty, 712000-
Pediatric Services Of America RN Skilled Visits 1: 1 Care For Pediatric Patient In Their Home 7/2012 

RN-Med/Surg And 12/2007-
Hiohlands Hospital Intensive Care Units Carina For Adult Patients In A Hospital Settino 6/2010 

RN- Med/Surg, 1/2001-
Uniontown Hospital Intensive Care Units Carino For Adult Patients In A Hospital Settino 5/2003 
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A CCREDITI NG C OUNCIL FOR INDEPENDENT COLLEGES AND S CHOOLS 

FACULTY INFORMATION 
Revised Feb, 2010 

a. Complete a separate form for each faculty and combine the documents for 
one upload- MS word (.doc or .docx) or .pdf formats accepted 

Name of Employee 

Job Title 

Date of Employment 8/13 --------
Instructor Fu II or Part-time Full Time --------

EDUCATIONAL INFORMATION 
List below all post-high school education, beginning with the most recent. 

Name of Institution Location Major 
Degree and Dates 

Dates Received Attended 

BS- BS Bioengineering 
Pennsylvania State Univers ity State ColleQe, PA Bioengineering 5/2009 9/04 - 5/09 

High School Attended Ringgold High School 

Major Subject (s) Academic 

List any Educational certificate or license now held 

This document was issued by 

Graduation Date 6/04 --------

Expiration Date --------

EMPLOYMENT INFORMATION 

Name of Employer Job Tifle Nature of Duties 
Dates 

Employed 
Laurel Business Institute - Instructs General Education , Software, and 8/13 -
Uniontown , PA Instructor Business Courses. Present 

Sole Proprietor Instructs Karate stude nts from beginner to 
Cherry's Karate - Uniontown, and Karate advanced levels. Students included students with 5/11 -
PA Instructor disabilities. Managed business operations. Present 

Researched cost of to urnament , developed 
advertiseme nts , mail ing lists , recru it competitors for 

Tournament events , contracted venue , vendors and safety 
Director personne l, delegated responsibil ities for 

Asia Tang Soo Do - admissions , j udges , referees , vendors and safety 
Pittsburqh , PA personnel. 2/11 - 10/11 

Managed qua lity control of instruction and art at 
federation schools, directly oversaw changes in art 

Asia Tang Soo Do - Ch ief Instructor federation as board member, instructed students 5/03 -
Pittsbu rQh, PA and prepared students for tournaments . Present 
David R. Cherry - New Eagle , Laborer/Financi Responsible for financial management. Installation 6/09 -
PA al Management of hardwood floors , ceramic tile , framing , and trim . Present 
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A CCREDIT ING C OUNCIL FOR INDEPENDENT C OLLEGES AND S CHOOLS 

FACULTY INFORMATION 

COMPLETE A SEPARATE FORM FOR EACH FACULTY AND COMBINE THE DOCUMENTS FOR ONE UPLOAD - MS WORD (.DOC OR .DOCX) OR .PDF FORMATS ACCEPTED 

Date of Employment 8/23/2004 --------Name of Employee 

Job Title Allied Health Instructor Fu II or Part-time Full-Time 

EDUCATIONAL INFORMATION 
List below all post-high school education, beginning with the most recent. 

Name of Institution Location Major 
Degree and Dates 

Dates Received Attended 

California University of Elementary 
Pennsylvania California, PA Education Masters 12/2000 1/99 -12/00 
Duquesne University Pittsburgh, PA Nursing BS Nursing 5/1977 8173-5{77 

High School Attended _G_e_i_be_l _C_at_h_ol_ic _____________ Graduation Date _ M_ay~ 19_7_3 ___ _ 

Major Subject (s) Academic Diploma 

List any Educational certificate or license now held _R~eg-is_t_er_e_d _N_ur_s_e __________________ _ 

This document was issued by Commonwealth of Pennsylvania Expiration Date 10/31/2016 --------

EMPLOYMENT INFORMATION 

Name of Employer Job Title Nature of Duties Dates 
Employed 

8/2004-
Laurel Business Institute Allied Health Instructor Teaching in the Medical Programs present 
Rinaaold School District Substitute Teacher Substitute Grades K - 12 2002-2004 
Madonna Catholic School Teacher Grades K - 8 2000- 2002 

Antepartum/Postpartum/ 
Magee- Womens Hospital Staff Nurse Nursery/Outpatient Clinic 1977 - 1999 
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A CCREDIT ING C OUNCIL FOR INDEPENDENT C OLLEGES AND S CHOOLS 

FACULTY INFORMATION 

COMPLETE A SEPARATE FORM FOR EACH FACULTY AND COMBINE THE DOCUMENTS FOR ONE UPLOAD - MS WORD (.DOC OR .DOCX) OR .PDF FORMATS ACCEPTED 

Name of Employee - Date of Employment 04/08 ------------------- --------
Job Title Instructor Fu II or Part-time Part Time 

EDUCATIONAL INFORMATION 
List below all post-high school education, beginning with the most recent. 

Name of Institution Location 

California University of PA California, PA 

High School Attended California Area High School 

Major Subject (s) 

List any Educational certificate or license now held 

This document was issued by 

Major 

Business 
Administration 

Degree and Dates 
Dates Received Attended 

BS - Business 
Administration - 1984 1980-1984 

Graduation Date 1980 --------

Expiration Date _______ _ 

EMPLOYMENT INFORMATION 

Name of Employer Job Title Nature of Duties Dates 
Employed 

Instructs Medical, Business, and General 04/08 -
Laurel Business Institute Instructor Education courses. Present 

David M. Petrol, DO Coder Billing , coding, patient care 1984-1991 

V. Malepati, MD Office Manager Office Manager - billing, coding, patient care 1991-1995 

Pizza Hut Store Manaqer Store Manaqer - hiring, stockinq, traininq 1995-1997 
1997 -

Petro Medical Billing Owner Contract medical billing, practice management Present 
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MINUTES OF THE 
Medical Assistant, Medical Office Administration, and Medical Billing and Coding Program Advisory Committee Meeting 

March 25, 2015 10:00 am 
Community Representatives: Barb Price, Uniontown Hospital; Angel Dunn, West Virginia University Healthcare; Cindy Love, Excela Health; Marie Hamid, West 
Virginia University Healthcare; Susan Cummings, HealthSouth; Cyndee Burak, Montgomery Medical 

LBI Representative: Toni Hartley, Director of Education; Malinda Angel, Director of Career Services; Sandy Harbaugh , Career Services Assistant; Sandi Petro , 
Medi cal Billing and Coding Instructo r; Dawn Bellotti, Allied Health Inst ructor; Susan Gessner, Allied Health Instruc to r; April Butchki, Allied Health Supervisor 

Invited but unable to attend: Hila Hritz, Jefferson Regional Medical Center; Rose Uncaphe r, Monongalia General Hospital; Lugene Rossini, Adagio Health; 
Debbie Whetsel, Cherry Tree Medical Associates; Linda Martin , Farmingto n Medical Center, Inc.; Rosslyn Sally, Fayette Podiatry; Mary Bet h Becker, Cherry 

Tree Eye; Melissa Reynard/Roxann McWre at h, Cente rville Clinics; Andrea Holmes, Cherry Tree Pediat rics; Kylene Frye, Dr. Pish; Toni Shearer, SWGI; JoAnn 
Kaminsky, Uniontown Hospital; Dorot hy Knight, UPMC; Connie Miller/ Kim Mo rosky, Mon Valley Hospital 
Topic Discussion 

Welcome and Purpose of 
Call 

MA Program 

Toni Hartley welcome everyone to the call and explained the purpose of a 
program advisory meeting and how we would look at each program: overview, 
discussions, questions and answ ers. 

Sue Gessner provided a review of the MA program, emphasizing the Clinical I 
thro ugh Clinical Ill courses. Certification Prep is include d in the curriculum. 
Comments/discussion regarding the curren t program: 

Barb Price felt that an Excel course would provide graduates with mo re 
employment opportunities. 
Cindy Love questioned if the students learn injections. Sue stated this is taugh t in 
Clinical II. 
Marie Hamid questioned if testing procedures were covered. Sue exp lained this 
was covered in both Medical Termino logy and Clinical Ill. 
Dawn Bellotti inquired if more nursing assistant skills were necessary for hospital 
employment. Patient transfers, ambulation, etc. are only touched on in the 
program. Group discussion followed regarding employment opportunities within 
the hosp ita l for MA graduates: ED Tech, Ambulatory Tech, and Clinical Associate. 
MA is used primarily for physician offices. There are a variety of career 
opportu nit ies within the hospita l sett ing for these graduates as well. 
Cindy Love stated that MA cert ificatio n is not required, only graduation from a 
program. Mari e and Barb agreed. 

Actions 

NA 

Follow -up and 
Responsible Party 

NA 

Consider adding Excel Toni Hart ley 
to the MA program. 
No suggestions were 
made to pull anything 
out. In refere nce to 
the 2013 PAC, this was 
suggested. 

Questions for LTI-S 
PAC meeting on 4-30 
and to LTI-M . 

1. Add Excel? 
2. Take out 

somet hing to 
add Excel? 



MBC Program 

ICD-10 Short Course 

MOA Program 

MA Enrollment 

Sandi Petro provided the update on the MBC program. She stressed that both ICD- NA 
9 and ICD-10 are covered. The Advanced Coding course covers certification prep. 
Comments/discussion regarding the current program: 
Angel Dunn stated that you must have certification and ICD-10 at WVU. Cindy 

Love and Barb Price agreed that certification is a requirement for the hospital, but 
not physician offices. HealthSouth does not require certification per Susan 
Cummings. 
Sandi emphasized that our program is for medical office vs. hospital coding. The 
consensus was that the demand for hospital coders is low. 
All facilities are using electronic health records. 
Sandi questioned if there was a need for an ICD-10 course to be offered at LBI. The NA 

community representatives were uncertain but would inquire. 

NA 

NA 

Dawn Bellotti reviewed the Medical Office Administration program and 
highlighted the graduate capabilities. 

Discuss adding Coding Toni Hartley 
back into the MOA 

Comments/discussion regarding the current program: program. 
Barb Price stated these graduates could be utilized in areas not providing patient 
care (telemetry support, office associate, scheduling clerks). Should we merge 
Sandi Petro questioned if medical billing should be added to the MOA program for MOA and MBC? 
insurance knowledge. The community representatives agreed that this would 
open up career opportunities for graduates. 
Susan Cummings stated MOA graduates are utilized as unit secretaries and asked 
if the curriculum includes interprofessional education. Toni Hartley stated this is 
addressed in Human Resources Management, Medical Office Procedures, Medical 
Office Procedures, and Medical Terminology. Soft skills are stressed to students 
throughout their program and this could be used as an example. 

Cindy Love inquired about enrollment in the MA program. Toni Hartley 
acknowledged the decline in program enrollment. This has been a trend for many 
other local schools. MA salaries can also be attributed to lower enrollment 
compared to other medical programs. Barb Price agreed that positions within the 
hospital such as unit secretary, telemetry, and HUC have higher salaries. Marie 
Hamid reiterated the fact that higher salaries and more opportunities are available 
in the hospital vs. office setting. Cindy Love added there is also a decline in MA 
enrollment at other institutions. 

None N/A 



MA Demand Susan Gessner questioned if there was a demand for Medical Assistants. Cindy Contact Cindy Love to Sue Gessner, 
Love does have a need in physician offices. The location of LBI in relation to Excela speak with students Dawn Bellotti 
offices may be a deterrent for our graduates. However, there are offices within a on Excela Health 
shorter distance to LBI in the Mt. Pleasant/Norvelt areas. She would be happy to opportunities 
speak to our students regarding career opportunities at Excela. 

Phlebotomy/ECG Toni Hartley inquired about the need for phlebotomy and ECG technicians. Barb None N/A 

Programs Price estimated that she receives 50 applications for one phlebotomy technician 
position. Cindy Love stated there is a need at Excela. Marie and Angel at WVU 
Healthcare were uncertain. The consensus was that most ECG duties are 
incorporated into another position and in-house training is provided. 

There being no further business, the meeting was adjourned at 10:50 am. Submitted by April Butchki 



February 17, 20 16 

Ms. Toni Hartley 
Laurel Business Institute 
11-15 Penn Street 
P.O. Box 877 
Uniontown , PA 15401 
lbiacics@laure l.edu 
thartl ey@l au rel. edu 

SUBJECT: New Program Approval 
Application ID: 67478 

Dear Ms. Hartley: 

Sent Via Email Only 

The new program application and supporting materials submitted on November 20, 2015 by 
Laurel Business Institute , Uniontown , PA, ACICS ID 00010825 , was reviewed and determined 
to be within the institution' s stated mission and scope of accreditation . Therefore , effective the 
date of this letter, the Counc il has approved the program activity listed below. The institut ion or 
campus may begin advertising , recruit ing, and enroll ing students in the new program effective 
this date. 

Diploma 

This program is approved to be delivered via Residential 

Clock/ Program 
Contact Length Total U11it of 

CIP Code Pro2ram Name Hours (wks) Credits Measurement 

51.080 1 Clinical Medical Assistant 1, 215 45 55 
Quarter 
Credit 

The proposed start date is: May 24, 
2016 

The institution must initiate new program s of study within one year of the proposed start date, 
and graduate at least one class per calendar year or within a period not to exceed one and one­
half times the standard program length. The institution is required to notify ACICS if the 

MC = Main Campus; AL = Additional Location (fom1erly Branch); CA = Campus Addition (fon11erly Leaming Sile) 
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Ms. Toni Hartley 
February 17, 2016 
New Program Approval 
Page 2 of2 

program start date is revised. Any extensions over 12 months from the initial start date will 
require Council action. 

In addition to remaining compliant with ACICS program of study standards , the institution must 
comply with any applicable Federal student financial aid statutory and regulatory requirements . 

Thank you for keeping the Council informed of the activities at your institution. 

Sincerely, 

Terron A. King , Ed.D. 
Senior Manager , Institutional and Program Review 
tking@acics .org 
202-336-6771 

MC = Main Campus; AL = Additional Location (fom1erly Branch); CA = Campus Addition (fon11erly Leaming Sile) 
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From: 
To: 
Subj ect: 
Date : 

Corrisa Barker 
"Ilia Matos" 
RE: New Program Application #69735/69736 
Tuesday, August 30, 2016 9:38:00 AM 

Thank you for submitted the form . The next step will be to present this program to the Execut ive 

committee at th e next meeting (September) and they w ill make a decision regarding th e approval. 

Corrisa Barker 

Program Analyst I 

Accrediting Council for Independent Colleges and Schools 

750 First Street, NE I Suite 980 I Washington , DC 20002 

www acjcs org I (Pl 202.336.6843 I (Fl 202.842.2593 

From: Ilia Matos [mailto :imatos@southerntech .edu] 
Sent: Monday, August 29, 2016 4: 19 PM 
To: Corrisa Barker 
Cc: Terron King 
Subject: RE: New Program Application #69735/69 736 

Good afternoon, Corr isa, 

All requested documents, per your email below , have been uploaded onto the ACICS member portal 

under each assigned application numb er . Please let me know, if you need any additional 

documentation to complete the review of these applications. 

Ilia Y . Matos, Ecl.D . 
Sr . Vice President , Instit:utionaJ Qua.lity and Accreditation 
Sout hern T echn ical Co llege 
Off. 407 /671-9922 
Direct : 407 /7 57-1384 
Ce!. kh\/R\ 

Fa,"\: 407/671-9790 

From: Corrisa Barker [mailto·CBarker@acjcs org] 
Sent: Thursday , August 25, 2016 8:53 AM 

To: Ilia Matos 

Cc: Terron King 

Subject: New Program Application #69735/69736 

Hello Ms. Matos, 

Thank you for the application for the Diploma in HVAC -at Southern Technical College 

#69735/69736. Please make the following revisions in the application and resubmit it in the 

member center once this is complete . Additionally, thi s program has been identified as being Out­

of-Scope for the institution. This means that the current program content is not available within this 

institution. This would require a review by the ACICS Executive Committee before the program is 



approved. Fill out the Out of Scope (found on the ACA worksheet} and the Plan to Expand Institution 

Scope of Accreditation forms that I have attached and upload it in the member center to con t inue 

with the application process. 

Southern Technical College- Diploma- HVAC- 69735/69736 (00010657/00018863) 

Application 

• #5 (a) ii- fill in the date of the distance education visit ( this is not the date that you were 
granted reaccreditation) . 

• Explain why the total contact hours are one standard deviation below the average 
contact hours for programs within this scope. 

ACA 

• This program is out of scope for the campus and institution according to the responses 
in 3(a/b ). Complete the Out of Scope worksheet attached to the ACA. 

Catalog 

• Provide an outline by term- this outline demonstrates the student's progress within the 
program and the sequence of classes they can take as they advance. 

Syllabi 

• Activities and Assignments-These should be an area in the course outline where you are 
going to list the activities and assignments that students complete weekly. It does not 
have to be filled out but you must have a space allocated for it within each syllabus .. 
Show activities and assignments for EIT l 15, HAC 200, HAC 230,HAC 150, RAC 170, 
HAC 240, HAC 250, SLS 110. 

Let me know if you have further questions about t he application. 

Corrisa Barker 

Program Analyst I 

Accrediting Council for Independent Colleges and Schools 

750 First Street , NE I Suite 980 I Washington , DC 20002 

www.acics.or g I (P) 202.336.6843 I (F) 202.842.2593 
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This application is to be comple ted for all new programs. All infonnation includin g additional documentat ion is 
required unless otJierwise indicated. All new program applications must be in English and submitted elect ronically. 
Please note that ACICS expects profess ionali sm in all publicatfons . Writing should be clear and grammatica lly 
correc t. Any documents needed for an applicatio n tlmt are in a language other tl1an Eng lish must be accompanied by 
an Englis h tmnslation. Al)proval letters will be sent via e-mail to the attention of the apl)lication 1>reparer using 
the cam1>Us' email address. 

NOTE: lfthe application preparer's email address has the same domain as the campus (the information following the "@ "}, the 
approval leuer will also be senl to this email accounl. However. if this account domain is @gmail.com or @yahoo.com or any 
domain other than the campus, the approval will only be sent to the campus email account. 

Campus/Institution Information 

Campus Name, City , State 

Campus ACICS ID: 

outhern Technical Colleoe, Fort Myers, FL 

lfBC , Main Campus ACICS ID: 

poo106s1 I 
11 

Classification: Ma in 

Application Preparer Information 

!ILIA Y. MATO S, EDD I 

Branch Camp us (BC) 

~ R VP,INSTITUTIONAL 
QUALITY AND 

Title ACCREDITATION j Application Preparer' s Name 

Telephone K407) 757-1384 I *Email: ti;MATOS@SOUTHERNTECH.EDU I 
* If the preparer ·s email domain is 1101 the same as the campus, staff will correspond to the appli cation preparer during the 
review proc ess using their email address above; however the final approval letter will be senl to the institution 's email account 
ONLY. 

Substantive Change to the Institution's Scope of Accreditation Information 
A "YES" ,-esponse to either 2.b., 3.b., 4.b., or 5. will conslilllte a substantive change to the institution's scope of accreditation 
and require additional review by the Council prior to approval of the new program . Prel imina,y review of this application will 
include validating the responses ro the institution's current scope of accreditation. If staff review conflicts with infom1ation stated 
on this application, a revised application may be requested. 

In addition, if an insfillltion or campus is seeking to offer courses or a program via on line, a Distance Education Application or 
cm Expansion to Distance Education Application must be submitted. Approval of this activity will not be accepted through the 
New Program Application process . 

1. Is this application being submitted in response to a team visit ? 

fflGHER CREDENTIAL LEVEL 
2. Is tllis new program of study tl1e first at this credentia l leve l; 

a . at this campus? 
b. within tllis institution? 

(An institution is defined as the Main anti all Branch locations) 

OUT OF SCOPE (see out-of scope worksheet attached to the ACA) 

Yes DI] 

Yes 
Yes HE 

No DK] 

No 
No 

750 hrst Street NI:, Suite 980 - Waslm,gton DC- 20002-4223 ph 202-336-6789 I fax 202-8-12-2593 www.acics .org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOO L S 



NEW PRO GRAM AP PLICATION 
Page 2 of6 

Revised: Marc h 2014 v.B 

3. 

4. 

5. 

6. 

Is this new program of study significantly different from exist ing offerings 
of educational programs (referred to as out-of-scope); 

a. at this campus? 
b. within tllis institution? 

(An insti tution is defined as the Mai n anti all Bran ch locations) 

DIFFERENT DELIVERY METHOD 
Is this new program of study the first to offer 100% of the coursework in a 
language other t11an English; 

a. at this campus? 
b. within tllis institution? 

If YES, list tl1e language: 
(An institution is tlejine<l as t/ze Main and all Bran ch l.ocations) 

Is tllis new program of study the first to offer coursewor k via distance 
education; This program will not be offered via distance education. 

a. at tllis campus? 
i. If NO, please identify the ACICS DE approval : 

ii. If NO, provide the date of the DE visit: 
b. within this institution? 

(An institution is defin ed as the Main and all Bran ch locations) 

OTHER SUBSTANTIVE CHANGES 

Yes 
Yes 

Yes 
Yes HE 

Is tllis new program of study increasing the total cred its to an existing l7 
program by 25% or greate r? Yes UlJ 

Program Detail 

No 
No 

No 
No 

No 

Enter the program name as if is approved by 1he state, excluding the credential level (Exceptions, i\lfasters of Business 
Adminislralion or Doctor of Business Administra lion., etc.) 

7. Program Name: AC CIPC ODE: 15.0501 

8. Crede ntial Level: Certificate 11 Diploma tx j Occupational Associate ' s 11 Academic Associate 's 

Bachelor 's Degree 11 Master 's Degree 11 Doctoral Degree 

9. Propose d Start Date: ~une 12, 2017 I 
if the state identifies 1he credemial level diff eremly than AC /CS, pleas e provid e the slate credemial level below . 

10. State Credential Level : NIA 

11 

I 

--------------------------------
New programs must be initiated within one year of the planned start date. Programs which are not initiated within one year of their planned start 
date must submit a formal request to "extend the proposed start date". This request requires the Council approval before implementation. If the 
program start date is not extended beyond one year and is not slatted within the initial year, it will no longer be considered an approved 
program at the campus in question and will be considered surrendered. If a program is being taught out the campus is required to notify 
AC/CS and provide confirmation of the date the program is no longer active. 

11. Is tlus a clock-hour program? 
12. Unit of credits awarded? 
13. Tota l credit hours awarded: 00** 
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15. Program Length (in weeks): Minimwn: I @o I Maximum: ..... I @_o___._[ _ __, 
Minimum and maximum weeks should reflect difference in scheduling (day/even ing not part-time /full-time) 

16. Prognun Length (in academic years) Minimum I ~ I 
17. Weeks per acade mic year I p6 I I ~~-~ Maximum ..... I ~~I __ ~ 

** The total number of contact hours is one standard deviation beww the average contact !tours for programs 
within this scope. Of the ten courses designed for this program, eight incfutle a lab component Each course 
addresses the needs of current employment needs, including t.he desired contact !tours to qualify for workforce 
development funding . 

Narrative 

CAMPUS MISSION 

18. What is the mission of the .institution? (Restrict text box to 1,500 characters with spaces) 

he mission of Southern Technical College is to provide education and training in a variety of medical and 
technical areas that enables duates to obtain en 1-level em lo ment. I 

19. What are the objectives of the new proI:,'T'dm? 

rrhe HV AC diploma prognun is designed to prepare students for entry- level employment as HV AC 
technicians by providing students with a foundation of knowledge and technically oriented experiences in 
the application of relevant technology systems. I 

Describe how these objectives confonn to the mission of tJ1e institution. (Restrict text box to 1,500 characters 
with s1>aces). 

The program objectives conform to the mission of the institution as the program provides training in 
technical area that is designed to enable graduates to obtain entry-level employment. 

COMMUNITY/PROFESSIONAL RESOURCES UTILIZED IN PROGRAM DEV ELOPMENT 

20. What types of community or professional input were utilized to develop the program? 

tf he program was developed in 2008 by who holds an AA degree in Electronics from 
the Cleveland Institute of Tec hnology and a Bachelor of Arts in Management lnfonnation Systems from 
Kennedy Western Univ ersity. Subsequent modifications were made in consultation with current STC 
faculty. I 

Please upload as one docume nt copies of all minutes of advisory board meetings pertine nt to this application 
and include the names and qualifications of members. (See step 3 in the New Program Application Process) 

21. State the qualifications for persons who : (Restrict text box for each of t11e responses below to 1,000 characters 
with spaces) 

a) designed the curriculum 

he program was developed in 2008 by who holds ~m AA degree in Electronics 
from the Cleveland Institute of Teclmolo , and a Bac helor of Arts in Mana ement Information 
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Systems from Kennedy Western University . Subsequent modifications were made in consultation with 
current STC faculty. I 

b) will supervise the new program 

The program will be supeIVised by the campus Director of Education, has 
over ten years of experience in the field of higher education ranging from teach ing to administering 
academic departments and managing a campus. He holds a BA in Religion and a Master of Divinity. 
Upon inception of the program, a lead instructor, with specialized HVAC professional e11.-perience and 
credentials will be hired. 

CAMPUS READINESS 

22. What resources are needed and available to offer the proposed program at full operat ion at the campus 
submitting th.is new program application ? 

[All courses in the proposed program are new to this campus. There are some existing physical resources 
available, such as class rooms, computer lab, telephones, desks, chairs, and MS Office Software. Additional 
physical resources, such as various electronic devices; HY AC, refrigeration, and duct system trainer units; 
refrigeration charging equipment; Freon recovery station; and leasehold improve ments are needed to offer 
tl1e proposed program at fuJI operation at this campus . J 

a) List the existing and new courses needed to implement the program: 

Existinl! Courses <at this camuus) New Courses <at this camnus) 
CON101 Introduction to Building Construction I 
EIT115 Basic Electricity & Electronics I 
EIT250 Motors and Controls I 
HAC150 Air Conditioning and Refrigeration Theory I 
HAC170 Air Conditioning I 
HAC200 Applied Heating I 
HAC230 HVAC System Design I 
HAC240 Commercial Refrigeration I 
HAC250 Commercial Air Conditioning I 
SLS 110 Career Preparation I 

b) List the existing and new physical resources needed (e.g., classrooms, libmries, institutional resources and 
equipment, and clinical sites): 

Existin2 Phvsic.ll Resources <at this camous) New Phvsical Resources <at this camous) 
[Classrooms Various electronic devices 
Computer Lab HY AC, refrigemtion, and duct system trainer units 
Telephones Refrigeration charging equipment 
Desks and Chairs Freon recovery station 
Microsof t Office Software Leasehold improvements 
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23. What are the entrance requirements or metl1ods used to determine whether prospectiv e students will be able to 
fulfill program requirements? 

rro be admitted to Southern Technical College (STC), a prospective student must complete an interview with a 
Southern Technical College Admissions Representative and submit a completed enrollment agreement. All 
applicants must have proof of standard high school graduation or completion of a General Equivalency 
Diploma (GED). Only students who possess a standard high school diploma or have completed equivalent 
coursework as certified by the applicable state department of education shall be eligible for admission to 
Southern Technical College. Proof of high school graduation must be provided p1ior to enrollment but no later 
than the last day of the drop/add period. ·1 

a) How do these requirements compare with requirements for existing programs at this campus? (This tex1 
box is limited to 1,000 characters) 

rrhe requirements stated above are the general admissions requirements applicants must meet. A sel.ect 
few existi ng programs also have program specific entry requirements. However, tJ1e proposed HY AC 
program will not have additional program specific entry requirements. I 

24. Is there an e:-..1ernship component? Yes DI:] No l~[x-~ 
NOTE: If YES, the e:-..1ernship agreement or a SAMPLE e:-..1emship agreement MUST be uploaded to 
compl.ete this application 

a) IfYES , please identify potential ex1emship sites: 

I Companv Name I LIJ<atfo• 

11 

b) If YES, Describe student responsibilities and method of supervision as outlined in tl1e e:-..1ernship 
agreement. (Limited to 1,000 characters) 

25. Is licensure or certification required for persons employed in 
this field in your state? 

Yes~ NoEJ 

a) If yes , describe how the curriculum will develop the competencies to enable students to meet the licensing 
or certification requirements of the state. 

26. Does tl1e state licensing agency require new programs to be approved? Yes [EI] No~III~ 
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a) If yes, describe previous or concurrent evaluation procedures that the state approva l agency requires and 
sub mit evidence of state approva l received (or proof of exemption from state approva l). AJI institutions 
must submit copies of official documentation issued by their state. 

rrhe state of Florida Commission for Independent Education requires new program approval from the 
institutiona l accreditatio n agency first , in order to approval a new program app lication. Depending on the 
scope of tl1e program , the application may require Commission approval Generally , new program 
app lications are processed by the Commission office. [ 

27. Does tl1e program include training conduc ted by a third party? Yes ITI:] No l~P<-~ 

a) If yes , explain , including percentage offered. (Limited to 1,500 characte rs) 

If this program is identical to progmms submitted for multiple locations at tl1e same time, list tl1e primary campus 
and the ACICS unique ID (000x.xxxx) for all otl1er locations. 

00010657 
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ACICS NEW PRO GRAM - OUT-OF-SCOPE EVALUAT ION FORM 
(Use to determine if the new program is out-of-scope of all other programs offere d within the institution (main and all 

branch camp u.\·es). May be requiretl by staff. 

The following questions will assist campuses in determining if the new program of study would be considered within the 

institution's current scope of accreditation . If addition of this program of study results in the expansion of the institution's 

scope of accreditation, additional time is required for review and approval. Please recognize the need for additional time 

when establishing the program start date. 

I 

Campus Name 

ACICSID 

Program Name 

Credential 

CIP Code 

Southern Technical College I 
00010657,000l t 

HVAC I 
Diplom a I 
15 .0501 I 

~~- ., ,s b - ~ maicates me program 1s out -or-scope. Approva1 w111 require aaamona1 r ev1ew 

ze the and will result in an expansion of the institution's scope of accreditation. Please recogn i 

Out-of-Scope Score 7 additional time for review when establishing start dates . 

Answer the following questions to determine whether or not the program is out-of -scope 
NEW COURSE WORK EVALUATION 

--
10 

--0 

100% 

5 

1. Enter the total number of courses in the area of concentrat ion for the new program of study (DO NOT include 

general education and non-core coursework) 

2. Enter the total number of the courses within the area of concentration currently offered within the institution. 

3. 
This is an auto -populat ed ratio of new courses to existing courses within the area of concentration . 

4. NEW COURSE WORK SCORE: The following weights are given for course work ratios of new to existing 

when determining out-of-scope : 

Less than 50% O 

50%to 75% 

75%to 90% 

90%to 100% 

1 

3 

5 

CIP CODE EVALUATION 

11 5. Is this exact CIP Code used for an existing, active program within the institution? 

--) ,,,., NO l (Enter YES or NO) 

If YES, a weight of-2 will auto-populate. If NO, a weight of+ 1 will auto-populate. 

ANSW ER Q. #5. A. ONLY IF Q. #5. is NO . 

□ 
5.A Is there an existing, active program within the institution that matches the first two digits of the new 

program being submitted? 

~ (Enter YES or NO) Example: ~ 311 

If YES, a weight of -1 will auto-populate. If NO, a weight of +l will auto -populate. 

LICENSURE OR CERTIFICATION 

□ 
6. 

Enter a response only if the new program requi res licensure or cert ification to work in the field of study. Is there 

another program within the institution with the same or similar licensure or certification requirements? 

~ (Enter YES or NO) 

If NO a weight of 1 will auto-populate. 

EXTERNSHIP EVALUATION 

□ 
7. Enter a response only if the new program includes an externsh ip or internship . Is there another program within 

the institution w ith an externship or internship requirement? 

~ (Enter YES or NO) 

If NO a weight of 1 will auto -populate. 



I 

COMMISSION FOR INDEPENDENT EDUCATION 

ANNUAL LICENSE 
Th is is to certify that 

Southern Technical College 
1685 Medical Lane 

Ft. Myers, Florida 33907 
rs hereby licensed to offer postseco ndar y pr ogram(s) of instructi on 

Under the provis ions of Chapter 1005, Flor ida Statu tes and Chapte r 6E, Florida Adm inistrative Code for the period beginning: 

V\., J...JJ.J._"-'V1.. '--J'L .L...l.&."""''-'.J..I.J- J._ "I "4_.L.1..LV-..l '-' '-'J.1.1.&J.&J,Uo,,,J.LVLI. '-" .I.U A.J l pv.1., .. nJJ. 

This license is non-transferable , non-assumab le, and sha ll be rendered null and void upon any change in ownersh ip of the licensee. 

ID/1I829 



PLAN TO EXPAND AN INSTITUTIO N'S 
I 

,~ SCOPE OF ACCREDITATION 
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This document is required when preliminary review of a new program of study is determined to be complia nt with 
ACICS Accreditation Criteria for programs of study, but is detennined lo be outs ide the institution' s current scope 
of accreditation . 

Campus/Institution Information 

Campus Name, City, State South ern Technical Colle e, Fort Myers, FL 

Campus ACICS ID: 00010657 Classification: Ma in X Branch Campus (BC) 

IfBC , Main Campus ACICS ID: 

Program Detail 
Enter the program name as it is approved by the state and as it will be reflected on the certificate of graduation. 

Program Name : 

Credential Level : 

HVAC CIPC ODE : 15.050 1 ----~-~---~-~---------~~ 

Certificate Diploma 

Bachelor's Degree 

X Occupational Associate' s 

Master's Degree 

Academic Associates 

Doctoral Degree 

Substantive Change to the Institution 's Scope of Accreditation Information 
lhe new program of study referenced above was submitted to ACICS for review and approval. 1l1e proposed new program of 
study is detennined to be a substantive chru1ge to the institution's current scope of accreditation. AIJ questions must be 
completed. Upon completion, this infom1ation will be presented to the Substantive Change Review Committee (SCRC) for 
action. Inclusion of the substantive change activity into the institution's scope of accreditation is required prior to approval of the 
new program of study. 

A t11orough review of the infom1ation provided in this document wilJ be conducted by the SCRC. Following the review, the 
SCRC will recommend approval of a substantive change to the institution's scope of accreditation or request additional 
infonnation irom the campus initiating the new program of study. Ift11e SCRC requests additional information, the campus will 
be notified and cru1 revise and re-submit the new program of study and/or proposed plan for expansion, or withdraw the new 
program application. 

Reco,mnendations for approval from the SCRC will be presented to t11e Council for fuial approval to eJq)and the institution's 
scope of accreditation, the campus initiating the substantive change will be required to host a quality assurance monitoring 
(QAM) visit. 1l1e scheduling of the QAM visit will be communicated in the Council's approval Jetter to expand the institution's 
scope of accreditation. The QAM visit does not condition U1e new program of study approval. 

A new program of study must be approved by the Council before an institution or campus advertises, recmits, or enrolls students 
in U1e proposed program. 

lf stafT review conflicts with infonnation stated on Uus application, a revised application may be requested. 

750 hrst Street NI:, Suite 980 - Waslm1gton DC- 20002-4223 ph 202-336-6789 I fax 202-8-12-2593 www.acics.org 
ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOO L S 



PLAN TO EXPAND AN INSTITUTIO N'S 
I 

,~ SCOPE OF ACCREDITATION 

: •\;, Page 2 of2 

-- ------------------------------ R•e•v•is~.
0

d•:•Se•p•re•n•1b.er•2•0-14 
I 

1. Is this applicatio n being submitted in response to a team vis it? Yes D No ~ 
2. 111e institution's current scope of accreditation requires expansion to include: 

a. HIGHER CREDENTIAL LEVEL Yes § No 

~ b. OUT-OF-SCOPE Yes No 
c. DIFFERENT DELIVERY 1ffi1HOD Yes No 

Explain the institution's Plan to Expand The Scope of A ccreditation in the following areas (Limit each response to 
500 words or less) 
FlNANCIAL - Explain the impact the expansion in scope will have financially on this campus . Include in the 
plan the impact on the current budget (if the expansion in scope is to be implemented during the campus' current 
fiscal year) and/or.future budget s. ff applicable , include projections associated withfacili(y requirements , libra,y, 
instructional resources and technology requirements. 
Expanding 01e Fort Myers campus's scope to includ e the HVAC program will add approximate ly 60 enro llments 
annually (once the program is fully populat ed), resulting in approximat e reve nues of $750 ,000. Corresponding 
operati ng expenses for the progrnm are estimated to be $500 ,000 , exc lud ing bui ld out cos ts of $100 ,000 and 
equipment purchases of anoth e r $ I 00,000 . Included in annu al operating ex'J)enses are appropriate staffing , 
resource and technology resources to accommodate program requiremen ts and student needs. 

RESOURCES- Erplain the impact on resources expected with the expansion of scope. If applicable, include a 
time line for ordering inslructional resources or additional technology equipment. If applicable , include relevant 
ti111elinesfor initiating additional classroom space , campus additions or possible expansion of current.facilities . if 
applicable, include plans for additional community resour ce requirements and the possible impact on current 
staff work loads, including the.faculty to student ratio . if applicable, include the implementation or expansion of 
advisory board activity. 
Corresponding operati ng expe nses for the p rogram are estima ted to be $500 ,000 , exclud ing build out costs of 
$100 ,000 and eq uipment purchases of anotl1er $100,000. Leaseho ld impro vements will begin between January 
and Feb ruary 2017. There are no plans to add an additiona l loca tion or expand Ole facility. The campus 
administrat ion has identified the space within its presently occupied buildin g to bui ld the HVAC lab. The campus 
had identifie d a ro m adviso conun uni . The first meeti n was held on Jul 20, 2016. 
ACADEMIC- Explain /he impact the expansion in scope will have academically. If applicable , include a 
time line for hiring additional.faculty , staff, admission representath 1es, and externship or internship coordinator s. 
ff a licable, include any rogra111111atic ors ecialized accreditation re uirements and a roval timelines. 
The campus plan s to welco me its first class in June 2017 , with a p rojected initial cohort . of 5 students. Th.is 
program is in tended to be offered dtLring the day only. One to two specialized HY AC instru ctors will be hired 
betwee n April and May 2017. Th is program does not have an externsh ip compo nent. No additiona l staff will be 
hired u on ince tion of th.is ro mm. 

750 hrst Street NI:, Suite 980 - Waslm1gton DC - 20002-4223 ph 202-336-6789 I fax 202-8-12-2593 www.acics .org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOO L S 



Course #: 
Course Title: 
Credit Hours: 
Course Length: 

Instructor: 
Phone: 

Course Description: 

Course Syllabus 

EIT115 
Basic Electricity and Electronics 
4.5 
4 weeks 

Pre-requisites: 
Co-requisites: 
Contact Hours: 
Revision date: 

E-mail: 
Office Hours: 

No ne 
None 
60 
8/29/16 

Electr ical principles and appl ications are introduced. Topics include e lectr ical parameters and units, direct and alte rnat ing 
current, ser ies and para llel circuits, resistance, capac itance , inductance , magnetism, and equivalent circuits. Lab included. 

Course Objectives: 

• Demons trate a working knowledge of electr ical safety. 
• Demons trate a familiari ty of basic electricity 
• The student will be able to explain series and parallel circuits . 
• Demonstrate a working knowledge of electricit y laws by solving fo r current, voltage , watts and resistance 
• The student will be able to descr ibe how magnetism works, and properties of magnetic mater ials. 
• Demonstrate a wo rking know ledge of electrica l meters and tools. 

Required Textbook: 

Publishing (2014) Contemporary Electronic s 

Freznel, Jr, L.E . (20 14). Contemporary Electronics. New York,NY: MGraw Hill Publishing. 
ISBN 9780073373805 

Supplemental Course Materials : 

This course requires the use of a removable data storage device (i.e. , USB flash drive, or its equivalent). Audio-visua l 
aids , handouts, and other resources may be utilized. 

Learning Resources : 

You will be required to use the library fo r some ass ignments. Details on these ass ignme nts will be distributed by your 
instructor at the beginnin g of the course . 

Instructional Methods: 

A combin ation of lecture, class part icipat ion, and hands-on work is used to facilitate learn ing. Proj ects may be assigned 
individually or as a group. 
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Grading Criteria: 

Class,, ork/Partic1pation 
Assignments/Home,\ ork 
Quizzes 

15%, 
15'¼, 
15'¼, 
20%, 
35'¼, 

Final Presentation 
F111al Exam 
Total 

Grade Scale: 

Crade Scale Rani!e 
A Excclknt 90-100 
R Abo,c 80-89 
C AYcragc 70-79 
D Pass1n_g 60-69 
F Failing RclO\\ 60 

Please refer to the current catalog for more 111format1011 on the grad111g system. 

Course Policies 
Students attending STC arc required to \\Car their designated program urn form and conform to the follO\\ 111g dress code: 

\1cdical Assisting 

\1cdical B1ll1ng and 
Coding: 

Applied Electronics 
Tcchnolog,: 

Electrical Trades 
Technology: 

All Programs: 

Students must \\·car their royal blue scmb set. clean sneakers or nursing shoes (must be closed 
toe). and their STC student ID badge on the ro~al blue lan~ard. 
Students completing their cxtcmship course. must,, car their black scmb set. clean sneakers or 
nursing shoes (must be closed toe). and their STC student ID badge on the royal blue lanyard at 
the assigned site 

Students must \\Car their ro~al blue scrub set. clean sneakers or nurs111g shoes (must be closed 
toe). and their STC student ID badge on the royal blue lanyard. Students completing their 
cxtcmship course. must \\·car their black scmb set. clean sneakers or nursing shoes (must be 
closed toe). and their STC student ID badge on the royal blue lanyard at the assigned site 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\a1st). long 
jeans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
roYal blue lam·ard. Jeans must be conscnati,cly /professionally styled and \\lthout holes. paint. 
or sta111s 

Students must \\·car the black STC polo shirt (appropriately sized and tucked in at the \\·aist). long 
jeans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
roYal blue lamard. Jeans must be conscnati,cl~ /profcss1onall~ st~led and \\ithout holes. pa111t. 
or stains 

Fingernails must be kept short and clean. and no acrylic nails arc allo,, cd 111 the patient care areas for the \1cdical 
Assisting students Medical Coding and Billing students may \\·car acrylic nails 111 non-patient care/contact areas '.'Jails 
arc not to exceed 1

/; 111ch 111 length from the ti ngcrt1 p and may not conta111 JC\\ els or other sharp material. 
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Uniforms must be clean and laundered Students may choose to \\Car a. shirt or T-shirt undcrthc1r scrub top 171c 
undershirt docs not need to be tucked in. I lo\\ C\ er. the undcrslmt must be clean and neat and hang no longer than t,nJ 
inches beneath the scrub top Croes may not be ,, orn. Ha.ts or head CO\ cnngs arc not allo\\ cd For safety purposes and 
professional image. any, 1siblc p1crc111gs must be rcmo,cd 

Facial hair must be neatly trimmed. E"ccss1, c JC\\ cl~ (earrings larger than a quarter. necklaces. or bangles) 1s not 
allo\\ ed. Exccss1\ c makeup or perfume 1s not acceptable Visible tattoos should be co\ crcd. if possible. Long hair must 
be tied back during all lab and cli111cal procedures. 

Any student\\ ho attends class not dressed in the designated unifom1. as outlined in the policy. ,nil rcccn c a\ crbal 
,rnming ,nthout penalty for the first infraction Any additional infractions of the L111form Policy \\ill result 111 the student 
being sent home. \\h1ch \\ill count as an unexcused absence. 

1. Students arc required to \\Car their Collcgc-pro,1dcd uniforms c,cry day. bcg111111ng on the first day or class. 
2. Students \\ ho do not meet the uniform requirement a.re prohibited from a.ttcnd111g class and/or pa.rt1c1pat111g 111 

other College-sponsored acti\itics occurring on campus the day and cYc111ng of the date of\iolation 
3. Students arc required to \\Car their urn forms regardless or the class they a.re ta.king Any exceptions. such as 

pa.rt1c1pa.tion 111 field trips. must be made 111 \\ rit111g by the mstructor after consultation \\1th the campus Exccut1,c 
Director/DOE. 

4 Instructors \\ill strictly enforce the uniform policy and \\111111cludc any student absence that results due to a 
, 1 olat1011 or th Is polic~ 111 the calculation or the profCss1ona.l performance portion of the studcnf s course grade 

5 Absences due to a\ 1olation of the L111form Policy may impact a studcnt·s course grade 111 accordance ,\·ith the 
Attendance Policy published 111 the Collcgc·s Catalog 

Tardine!;s Potier 
All students arc expected to a.rmc to class on time and prepared to learn. As classes bcg111 prompt!~. a.rm 111g late to class 
may cause students to miss \ aluable material In-class quizzes. exercises. or discussions missed due to tardy arrn al 
cannot be made up. \Vrittcn assignments submitted late \\ill haYc a late penalty of 10°.-·;, from the grade earned. If there 
arc cxtcnuat111g circumstances that ma~ affCct you. please contact me or the director or education 

Make-up Poliq 
Class attendance and pa.rtic1pat1011 a.re required \fake-up of missed classes cannot replace missed class pa.rt1c1pa.tion 
\1akc-up for in-class quizzes. exercises. or discussions due to missed class attendance a.re at the sole discretion of the 
director of education. 

('fa.'i.'iroom Potier 
The use of cell phones and pagers 111 the classroom 1s stnctl~ prohibited Tcxt111g 1s not a.110\\Cd 111 the classroom lfa.n 
cmcrgcnc~ arises. and a student must keep a cell phone or pager on during a classroom session. please notif~ the 
instmctor immediately ·111c use of phones or other electronic de\ ices in class. \\ h1ch a.re not being used for classroom 
1 nstruction. may rcsu 1t 111 a student bc111g asked to lea., c class. If a student 1s asked to lea, c class under these 
circumstances it\\ ill be counted as unexcused missed class time 

Drink111g and ca.ting 111 the classroom 1s discouraged. Bottled \\a.tcr 1s allo\\cd Children arc not allo\\cd 111 the 
classrooms or labs at any time Persona.! digital assistants (PDAs) like iPods or MP3 players arc not a.llm\·cd 111 the 
classroom. Use of the computers to access pornographic or solicitous ,\·cbsitcs 1s strictly proh1b1tcd. 

Code of Conduct 

Students arc expected to respect the rules and regulations or the College. Professional bcha., 1or. attitude. and courtesy 
tlm·a.rds instructors. staff and other students is essential. Students arc expected to main ta.in a neat. professional 
appearance 
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The facult~ expects from its students a high lc,el ofrcsponsibilit~ and academic honest~ Because the ,aluc ofan 
academic degree depends upon the absolute 111tegrit~-of the ,,ork done b~ the student for that degree. it 1s imperati,c that 
a student demonstrate a high standard of mdi, idual honor 111 his or her scholastic \Hlrk. 

Academic dishonest~. any student \\ ho commits an act or academic dishonest~ is subject to discipl111e Academic 
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any,, ork or materials 
that arc attributable 111 \\hole or 111 part to another person. tak111g an cxammation for another person. an~ act designed to 
giYe unfair adYantagc to a student or the attempt to commit such acts. 

Plagiarism. especial!~ from the ,, cb. from portions of papers for other classes. and from any other source 1s unacceptable 
and ,nil be dealt ,nth under the collcge·s policy on plagiarism (sec general catalog for details) 
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Course Outline 

Lecture/Topic Lah Activity Out Classwork 
Work/Assignment 

Week 1 • Safety Voltage and its relationship Read chapters 1. 3. 24. and 
• Electrical Careers to cncrg~ and charge 4 
• l3asic Llcctrical Concepts 
• Llcctncal Components Conductors and resistors 
and \1cters 

\:Veek One Quu 

Week 2 • Ohm. s Lm\· Sencs Circuits Read chapters 4 and 5 
• Scncs Circuits and 
Calculations PO\\er relationship to 

current and\ oltage 
\1id-term C'-am re\ IC\\ 
Mid-tem1 exam 

Week3 • Parallel Circuits Kirchoffs Voltage La\\ Read chapters 6 and 7 
• Scncs-Parallcl Circuits 
(start) Open and short circuit 

characteristics or a sen cs 
\\/eek ·nucc Quiz circuit 

Voltage dl\ ider equation 

Week4 • Series-Parallel Circuits Kirchoffs Current la\\ Read chapter 8 and AHA 
(completion) RLS 

Current diYidcr equation 
Final e"amination re\ IC\\ 
Final examination 
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Course#: 
Course Title: 

Credit Hours: 
Course Length: 

Instructor: 
Phone: 

Course Description: 

Course Syllabus 

HAC150 
Air Conditioning and Refrigeration 
Theory 
4.5 
4 weeks 

Pre-requisites: 
Co-requisites: 

Contact Hours: 
Revision date : 

E-mail: 
Office Hours: 

None 
None 

60 
8/29/16 

This course introduces the refrigeration cycle , basic them10dynamics , heat transfer , temperature/pressure relationship , 
refrigerant safety, refrigerants , refrigerant cylinders, and refrigeration components. Lab included. 

Course Objectives: 

• Demonstrate knov,1ledge of principl es of matter and thennodynamics , heat transfer , pressure temperature 
relationship , and BTU scale. 

• Compute the refrigeratio n ton and compute total heat added or removed from a substance . 
• Demonstrate a familiarity of refrigerants , storage requirements and containment. 
• Demonstrat e knowledge of refrigerant safety precautions and first aid of refrigerant casualties . 
• Demonstrate knowledge of the basic refrigeration cycle. 
• Demonstrate knowledge of refrigeration components and their function in a refrigeration system. 

Required Textbook: 

Whitman , B., Johnson , B ., Tomc zyk, J., & Silberstein , E. (2013). Refrigeration & Air Conditionin g Technology. (7th ed.) 
Independence , KY: Cengage . ISBN 978 1285042954 

Delta T.Solutions . Refrigerant Transition and Recovery Certification Program Manual for HVACR 
Technicians. Independence , KY: Cengage ISBN 9780766845190 

Supplemental Course Material s: 

This course requires the use of a removable data storage device (i.e ., flopp y disk , USB flash driv e, or its equivalent) . 
Audio-visual a ids, handouts , and other resources may be utilized. 

Learning Resources: 

You will be required to use the library for some assignments . Details on these assignments will be distribut ed by your 
instructor at the beginn ing of the course. 
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Instructional Methods: 

A combination of lecture. class participation. and hands-on ,,·ork is used to facilitate learning. Projects may 
be assigned 111di, idually or as a group. Students arc C'-pcctcd to engage 111 a m1111mum of 2 hours ofhomc,\ork 
per \\CCk for C\ cry hour of classroom 111struction. Homc,\ork 111cludcs. but is not limited to course readings. 
lab hours. and course projects. 

Grading Criteria: 

Class\\ ark/Participation 
Assignments/1 lomc\\ ork 
Quizzes 

15'% 
15'¼, 
15'¼, 
20'% 
35%, 

\1id-Tcrm Test 
Final Exam 
Total 100% 

Grade Scale: 

Grade Scale Ran,;,e 
A Excellent 90-100 
R Abo,c 80-89 
C AYcral!e 70-79 
D Passing 60-69 
F Failing RclO\, 60 

Please refer to the current catalog for more 111formation on the grad111g system. 

Course Policies 

Unif(Jrm Poliq 
Students attending STC arc required to ,\·car their designated program u111fom1 and contCmn to the follo\\ ing dress code: 

\1cdical Assisting 

\1cdical Office 
Administration. 

Applied Elcctro111cs 
Tcchnolog,: 

Electrical Trades 

Sdlahu,-11. IC/ 50 

Students must ,\·car their royal blue scmb set clean sneakers or nursing shoes (must be closed 
toe). and their STC student ID badge on the royal blue lanyard. 
Students complct111g their C'-tcmship course. must \\Car their black scrub set. clean sneakers or 
nursing shoes (must be closed toe). and their STC student ID badge on the royal blue lanyard at 
the assigned site 

Students must \\Car their ro~al blue scrub set. clean sneakers or nurs111g shoes (must be closed 
toe). and their STC student ID badge on the ro~al blue lan~ard. Students completing their 
extcmship course. must ,\·car their black scmb set. clean sneakers or nursing shoes (must be 
closed toe). and their STC student ID badge on the royal blue lanyard at the assigned site 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\a1st). long 
jeans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
royal blue lanyard. Jeans must be consenati\cly /professionally styled and ,\·ithout holes. paint 
or sta111s 
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Tcchnolog\: 

All Programs: 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\a1st). long 
_1cans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
royal blue lanyard. Jeans must be conscnati\cly /professionally styled and ,\·ithout holes. paint. 
or stains 

Fingernails must be kept short and clean. and no acrylic nails arc allO\\Cd in the patient care areas for the \1cd1cal 
Assisting students Medical Coding and l3illing students may ,\·car acrylic nails 111 non-patient care/contact areas '.'Jails 
arc not to exceed \<1 inch 111 length from the fingertip and may not contain _1c,\·cls or other sharp material 

Unifom1s must be clean and laundered Students may choose to ,\·car a shirt or T-shirt under their scrub top ·111c 
undershirt docs not need to be tucked in. I lo\\ C\ er. the undershirt must be clean and neat and hang no longer than t,nJ 
inches beneath the scrub top. Croes ma~ not be \\Om. Hats or head CO\Cnngs arc not allo,\Cd. For safct~ purposes and 
professional image. any \ 1siblc p1crc1ngs must be rcmoYcd 

Facial hair must be neatly trimmed. E'-CCSSI\ c JC\\Clry (earrings larger than a quarter. necklaces. or bangles) 1s not 
allo,, ed. Exccss1, c makeup or perfume 1s not acceptable Visible tattoos should be co, crcd. if possible. Long hair must 
be tied back during all lab and clinical procedures. 

Any student\\ ho attends class not dressed in the designated unifom1. as outlined in the policy. ,nil rcccn c a, crbal 
\\arn111g \\lthout penalty for the first infraction An~ additional infractions of the Lniform Policy\\ 111 result in the student 
being sent home.\\ h1ch \\ ill count as an unexcused absence. 

1. Students arc required to \\Car their Collegc-pro\1dcd uniforms C\Cry day. beginning on the first day or class. 
2 Students \\·ho do not meet the uniform requirement arc prohibited from attending class and/or participating 111 

other College-sponsored acti,itics occumng on campus the day and cYc111ng of the date of,iolation 
3. Students arc required to \\Car their uniforms regardless or the class they arc taking Any exceptions. such as 

participation in field trips. must be made 111 \\ nting by the instructor after consultation "·ith the campus Lxccuti, c 
Director/DOE. 

4 Instructors \\ill strictly enforce the uniform policy and \\111 include any student absence that results due to a 
,iolation of this policy in the calculation of the professional performance portion of the studcnt"s course grade 

5 Absences due to a, 10lation of the L111form Policy may impact a studcnt·s course grade 111 accordance "·ith the 
Attendance Policy published 111 the Collegc·s Catalog 

All\ student \\ho attends class not dressed in the designated uniform. as outlined m the pol1c~. \\111 rccc1,c a ,crbal 
\\arn111g \\lthout penalty for the first infraction An~ additional infractions of the Lniform Policy\\ 111 result in the student 
being sent home. \\ hich "·ill count as an unexcused absence. 

6. Students arc required to \\ car their College-pro\ 1dcd uniforms C\Cry day. beginning on the first day or class. 
7. Students \\·ho do not meet the uniform requirement arc prohibited from attending class and/or participating 111 

other College-sponsored act1, itics occurring on campus the day and C\ cning or the date or, 1olation 
8 Students arc required to \\ car their unifonns regardless of the class they arc taking Any exceptions. such as 

participation in field trips. must be made in "·riting by the instmctor after consultation \\ ith the campus Exe cu ti Ye 
Director/DOE. 

9. Instructors ,nll strictly enforce the unifom1 policy and ,nil include any student absence that results due to a 
,iolation of this policy in the calculation of the professional pcrfom1ancc portion of the studcnt"s course grade 

10 Absences due to a ,10lat1on of the Lniform Policy may impact a student"s course grade in accordance \\!th the 
Attendance Policy published in the Collcgc·s Catalog 

Tardine.\-.\-Poliq 
All students arc expected to arriYc to class on time and prepared to !cam. As classes begin promptly. arriYing late to class 
ma\ cause students to 1111 ss , al uable material. In-class q u 1zzcs. C'-Crc1scs. or di scuss1011s 1111 sscd due to tard~ am, al 
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cannot be made up. \Vrittcn assignments submitted late ,,111 ha,c a late penalty or 10'!--'0 from the grade earned. If there 
arc cxtcnuat111g circumstances that ma~ affect you. please contact me or the director of education. 

Make-up Poliq 
Class attendance and partic1pat1011 arc required \fake-up or missed classes cannot replace missed class participation. 
\1akc-up for in-class quizzes. exercises. or discussions due to missed class attendance arc at the sole discretion of the 
director of education. 

('/a.'i.'iroom Polic)' 
The use of cell phones and pagers 111 the classroom 1s stnctl~ prohibited Tcxt111g 1s not allo,\cd 111 the classroom lfan 
emergency arises. and a student must keep a cdl phone or pager on during a classroom session. please notify the 
instmctor immediately ·111c use of phones or other clcctronic de, ices in class. \\ h1ch a.re not being used for classroom 
instruction. may result 111 a student bc111g asked to lea, c class. If a student 1s asked to lea, c class under these 
circumstances it\\ ill be counted as unexcused missed class time 

Dnnk111g and eating 111 the classroom 1s discouraged. Bottled \\atcr 1s allo,,cd Children arc not allo,,cd 111 the 
classrooms or labs at any time Personal digital assistants (PDAs) like iPods or MP3 players arc not a.llm,·cd 111 the 
classroom Use or the computers to access pornographic or solicitous ,,cbs1tcs 1s strictly proh1b1tcd. 

Code of Conduct 

Students arc expected to respect the rules and regulations or the College. Prof"css1011al bcha, 1or. attitude. and courtesy 
tm,·a.rds mstmctors. staff and other students is essential Students arc expected to maintain a neat. profossiona.l 
appearance 

The faculty expects from its students a high lc,cl ofrcspons1bility and academic honesty lkcausc the ya.Jue ofa.n 
academic degree depends upon the absolute 111tcgrit~ or the ,,ork done b~ the student for that degree. 1t 1s 1mpcrati,c that 
a student demonstrate a high standard of mdi, 1dual honor 111 his or her scholastic \Hlrk. 

Academic dishonest~. any student \\ ho commits an act or academic dishonest~ 1s subject to disc1pl111c Academic 
dishonesty includes but is not limited to cheating. plagiarism. collus1on. the submission for credit of any,, ork or ma.tcnals 
that a.re attnbutablc in,, hole or in part to another person. taking an examination for another person. any a.ct designed to 
g1,c unfair ad,antagc to a student or the attempt to commit such acts. 

Plagiarism. cspcc1all~ from the ,, cb. from portions of papers for other classes. and from any other source 1s unacceptable 
and \\111 be dealt \\!th under the collegc·s policy on plagiarism (sec general catalog for details) 
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Sample Course Outline 

Weck 1 

Weck2 

Lecture/Topic 

• Define and gl\e a bnefh1story or 
I IV AC and Refrigeration 
• List\ anous types of I IV ACR Jobs 
and e"pla1n \\hat the~ \\Ork 
• Lxplain the diftCn.:nce bct\\ecn 
potential and kinetic energ~ 
• List common forms or energ~ and 
the u111ts used to measure them 
• Define temperature and explain the 
effect 1t has on a substance 
• Discuss the u111que characteristic of 
the three states or matter 
• l\ame the physical and thermal 
properties of matter 
• List common fom1s of energy and 
the u111ts used to measure them 
• Lxplain the diftCrence bct\\ecn 
\\ eight and mass 

• Explain hO\\ manometers measure 
pressure 
• Describe hO\\ gas responds to 
changes 111 temperature. \Olume and 
pressure 
• E"pla1n the fundamental principles 
behind the refrigeration c~clc 
• l\amc the three main rd'ngeration­
system interconnecting Imes and the 
four maJor components of the 
compression cycle 
• ldentif~ \\here in the refr1gerat1on 
system the refrigerant 1s saturated. 
superheated and subcooled 
• Define refrigerant and identif\ the 
type ofrd'ngcrant by its number 
designation and chemical composition 
• E"pla1n the di!Tcrence bet\\een 
compounds. zcotropcs and azeotropes 
refrigerants 
• List the difTcrent types or refrigerant 
contaminants. safety ratings and match 
refrigerants \\!th the proper 
refrigeration oil 

Mid-tem1 Examination 
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Lab Activity 

PrO\ ide students \\ 1th an opportunity to 
turn on an a/c unit and ha\ e a basic 
\isual opportu111ty to check hm\· the 
S\Stem \\Orks 

PrO\ ide students \\ 1th an opportunity 
identif~ the basics components 

Out of Classroom 
Work/Assignment 

Read from the 
Rd'ngcration & Air 
Conditio111ng 
Technolog~ Book the 
Introduction. u111ts L 
2. 8 and 9: and from 
the Refrigerant 
Transition and 
Reco\elY certification 
Program Manual for 
I IVACR Tcch111cians 
I to 84. 

At the conclusion of the Lab the student Read from the 
,nil 1dcntif\ the refrigeration cycle. 
components and lines. using a real 
S\ stem 

At the conclusion of the Lab the student 
\\111 ha\e the knmdedge on hO\\ to 
connect and disconnect gauges and 
starting to read 
pressures and temperatures of 
refrigerants 

5 

Rd'ngcration & Air 
Cond1tio111ng 
Technolog~ Book the 
Introduction. u111ts 3. 
45 and 46: and from 
the Refrigerant 
Transition and 
Reco\elY certification 
Program Manual for 
I IVACR Tcch111cians 
85 to 92. 



Week 3 • Explain the relationship bct,n:cn At the rnnclus1011 of the Lab the student Read from the 
atmospheric pressure. gauge pressure ,\"lll ha Ye the kno\\ kdgc on hlm· to Rd'ngcration & Air 
and absolute pressure perform a \acuum to a seal refrigeration Cond1tio111ng 
• Comert atmospheric. absolute. SYStcm Technology Book the 
gauge and Yacuum pressure to Introduction. um ts L 
diffCrcnt scales At the conclusion of the Lab the student 4. 8 and 46: and from 
• Define head pressure and tell hlm· it ,\"lll ha Ye the kno,, kdgc hm,· to ,rnrk. the Refngerant 
1s used remo, c and change a shredder, ah e Transition and 
• E"pla111 the operation of gauge ReCO\CIY certification 
mamfold and describe the different Program Manual for 
t~ pcs of refrigeration sen 1cc HVACR Tcch111c1ans 
• E"pla111 ho,\ to proper!~ 111stall and 93 to 128 
rcmo, e a gauge manifold set on 
schradcr, ah cs 
• Describe ho,\ to gain access to 
S\"Stems \\ ithout scrYlCC YaiYCS 
• Demonstrate ho to obtain and read a 
refrigerant \1SDS. and appl~ first aid 
111 case of an accident 
• E"pla111 the refrigerant safCty rat111g 
system 
• List the safety hazards associated 
\\ ith handling refrigerants 

Week4 • Expla111 the diffCrcnt t~ pcs or At the conclusion of the Lab the student Read from the 
methods on ho,\ to detects diffCrcnt ,,111 ha\C the knmdcdgc on hm, to Refrigeration & Air 
types of leaks reco, er rcfngcrant to a pressurize tank Conditiomng 
• Discuss the difforence and charging Tcchnolog~ Book the 
procedure of l1qu1d and , apor charg111g At the conclusion of the Lab the student Introduction. umts 8. 
• Explain the operation of gauge ,\"lll haYc the opportunity to make their 10 and 47. and from 
marnfold and describe the diffCrcnt first troublcshoot111g the Refrigerant 
t~ pcs of refrigeration sen 1cc Transition and 

RecoYCIY certification 
Program Manual for 

Final Examination I IVACR Tcchmcians 
129to 142 

This course ma/me 1s s11h1ec1/0chongea11he d1scre11on o(lhe !11stn,ctor 
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Course#: 
Course Title: 
Credit Hours: 
Course Length: 

Instructor: 
Phone: 

Course Description: 

HAC170 
Air Conditioning 
4.5 
4 weeks 

Course Syllabus 

Pre-requisites : 
Co-requisites: 
Contact Hours: 
Revision date: 

E-mail: 
Office Hours: 

None 
None 
60 
08/29/16 

This course provides instruct ion in components, applications and installat ion of mechanical refrigeration and air 
conditioning systems. ARI standards are introduced and used in the troubleshooting and repair or air condit ioning 
systems. EPA regulations are studied and used in recovery, charg ing and evacuation procedures for Type I, Type II, and 
Type Ill systems . Cours ework includes hands on applications in recovery, evacuation , and charging techniques. Lab 
included. 

Course Objectives: 

• Demonstrate a working knowledge of basic HV AC and refrigerat ion system ; 
• Demonstrate a familiarit y with ARI standards and proper troubleshooting techniques; 
• Demonstrate ability to wire units using advanced wire schematics ; 
• Demonstrate proper procedure for connecting and disconnecting gauge manifold; 
• Demonstrate Recovery of refrigerants from operating systems to prescribed EPA 
• leve ls; 
• Demonst rate Proper Evacuation Procedur es; 
• Demonstrate charging procedures using superheat or sub cooling method of charging; 
• Demonstrate ability to identify various components and whether they are good or bad trough proper testing 

methods; 
• Demonstrate ability to change piston in fixed orifice metering device; 
• Demonstrate proper procedures for installing thermo - bulb and setting superheat on TXV systems. 

Required Textbook: 

Whitman , B., Johnson, B., Tomczyk, J., & Silberst ein, E. (2013) . Refrigeration & Air Conditioning Technology . (7th ed.) 
Independ ence, KY : Cengage. ISBN 978 1285042954 

Delta T.Solut ions. Refrigerant Transition and Recovery Certification Program Manual for HVACR 
Technicians. Independence, KY: Cengage ISBN 9780766845 190 

Smith. (20 14) Electricity/or Refrigeration, Heating & Air Condition ing (9th Ed .) . Independence , KY: 
Cengage ISBN 978 1305133723 

Supplemental Course Materials: 
This course requires the use of a removable data storage device (i.e ., flopp y disk , USB flash drive, or its equivalent). 
Audio- visual aids , handouts , and other resources may be utilized. 
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Learning Resources: 
You ,,ill be required to use the library for some assignments. Details on these assignments ,nil be distnbutcd by your 
instructor at the beginning of the course 

Instructional Methods: 
A combination of lecture. class participation. and hands-on \\Ork 1s used to facilitate lcarn111g. Pro.1ccts ma~ 
be assigned indi, idua.lly or as a group. Students a.re expected to engage in a. minimum of 2 hours of home,, ork 
per \\·eek for c, cry hour of classroom instmction. I lomc,,ork includes. but is not lnnitcd to course readings. 
lab hours. and course pro_1ccts. 

Grading Criteria: 

Class ,, ork/Pa.rtici pa.ti on 
Assignments/Home,\ ork 
Quizzes 

15%, 
15'¼, 
15'¼, 
20%, 
35'¼, 

\1id-Tcrm Test 
F111al Exam 
Total 100% 

Crade Scale: 

Grade Scale Rani!e 
A Excellent 90-100 
u Abo\'c 80-89 
C A \Cra_gc 70-79 
D Passing 60-69 
F Failing l3clm\· 60 

Please refer to the current ca.ta.log for more infom1ation on the grading system. 

Course Policies 

Unif(Jrm Policr 

Students attending STC arc required to \\·car their designated program u111fom1 and contCmn to the follo,, ing dress code: 

\1cdical Assisting: 

\1cdical Office 
Administration 

Applied Elcctro111cs 
Technology: 

Sdlahu,-11. IC/ 10 

Students must \\Car their ro~al blue scrub set. clean sneakers or nurs111g shoes (must be closed 
toe). and their STC student ID badge on the royal blue lanyard. 
Students complct111g their C'-tcmship course. must \\Car their black scrub set. clean sneakers or 
nurs111g shoes (must be closed toe). and their STC student ID badge on the ro~al blue lan~ard at 
the assigned site 

Students must \\·car their royal blue scmb set. clean sneakers or nursing shoes (must be closed 
toe). and their STC student ID badge on the ro~al blue lan~ard. Students completing their 
cxtcrnship course. must \\·car their black scmb set. clean sneakers or nursing shoes (must be 
closed toe). and their STC student ID badge on the royal blue lanyard at the assigned site 

Students must \\·car the black STC polo shirt (appropriately sized and tucked in at the ,mist). long 
_1cans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
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Electrical Trades 
Tcchnolog,: 

All Programs: 

roYal blue lall\ ard. Jeans must be con sen ati, cl~ /profcss1onall~ st~ led and \\ ithout holes. pa111t. 
or sta111s 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\a1st). long 
jeans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
roYal blue lam·ard. Jeans must be con sen ati, cl~ /profcss1onall~ styled and \\ ithout holes. pa111t. 
or stains 

Fingernails must be kept short and clean. and no acrylic nails arc allm\·cd 111 the patient care areas for the \1cdical 
Ass1st111g students \1cd1cal Coding and Billing students ma~ \\ car acr~ lie nails 111 non-patient care/contact areas \!ails 
arc not to exceed \<1 inch 111 length from the fingertip and may not contain jc,, els or other sharp matcnal 

Uniforms must be clean and laundered Students may choose to \\Car a shirt or T-shirt undcrthc1r scrub top 171c 
undershirt docs not need to be tucked in. I lo,, C\ er. the undershirt must be clean and neat and hang no longer than t,nJ 
inches beneath the scrub top. Croes ma~ not be \\Om. Hats or head C0\Cnngs arc not allO\\Cd. For safct~ purposes and 
professional image. any, 1siblc p1crc111gs must be rcmO\Cd 

Facial hair must be neatly trimmed. E'-CCSSI\ c JC\\ cl~ (earrings larger than a quarter. necklaces. or bangles) 1s not 
allo,\Cd. Exccssnc makeup or perfume 1s not acceptable Visible tattoos should be cmcrcd. if possible Long hair must 
be tied back during all lab and cli111cal procedures. 

Any student,, ho attends class not dressed in the designated unifom1. as outlined in the policy. ,nil rcccn c a\ crbal 
,rnming ,nthout penalty for the first infraction Any additional infractions of the L111form Policy ,,ill result 111 the student 
being sent home.\\ h1ch \\Ill count as an unexcused absence. 

Students arc required to ,, car their Collcgc-proY1dcd unifonm eye~· day. bcgin111ng on the first day of class 
2. Students \\ ho do not meet the uniform requirement arc prohibited from attcnd111g class and/or part1c1pat111g 111 

other College-sponsored acti\itics occurring on campus the day and cYc111ng of the date of\iolation 
3 Students arc required to \\·car their unifom1s regardless of the class they arc taking. Any exceptions. such as 

part1c1pat1011 111 field trips. must be made 111 \\rit111g b~ the instructor after consultation \\1th the campus Exccuti\C 
Director/DOE. 

4 Instructors \\ill strictly enforce the um form pol1c~ and\\ 111 mcludc an~ student absence that results due to a 
, 1olation ofth1s po lie~ 111 the calculation of the profCss1onal performance portion of the student" s course grade 

5 Absences due to a\ 1olation of the L111form Policy may impact a studcnt·s course grade 111 accordance ,nth the 
Attendance Policy published 111 the Collcgc·s Catalog 

Tardine!;s Potier 
All students arc expected to armc to class on time and prepared to learn. As classes bcg111 prompt!~. arm mg late to class 
may cause students to miss \ aluable material In-class quizzes. exercises. or discussions missed due to tardy arrn al 
cannot be made up. \Vrittcn assignments submitted late ,,ill haYc a late penalty of 10°,--;, from the grade earned. If there 
arc cxtcnuat111g circumstances that ma~ affCct you. please contact me or the director or education 

Make-up Poliq 
Class attendance and partic1pat1011 arc required. \fake-up of missed classes cannot replace missed class part1c1pation 
\1akc-up for in-class quizzes. exercises. or discussions due to missed class attendance arc at the sole discretion of the 
director of education 

('fa.'i.'iroom Potier 
The use of cell phones and pagers 111 the classroom 1s stnctl~ prohibited Tc"tmg 1s not allo,\Cd 111 the classroom !fan 
cmcrgcnc~ arises. and a student must keep a cell phone or pager on during a classroom session. please notif~ the 
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instructor 1111mcdia.tch· The use or phones or other electronic de\ ices 111 class. \\ h1ch a.re not being used for classroom 
instruction. may result 111 a student bc111g asked to lea.\C class. lfa student 1s asked to lea\C class under these 
circumstances it\\ ill be counted as unexcused missed class time 

Dnnk111g and ca.ting 111 the classroom 1s discouraged. Bottled \\a.tcr 1s allo,,cd Children arc not allo,,cd 111 the 
classrooms or labs at any time Persona.! digital assistants (PDAs) like iPods or MP3 players arc not a.lkm·cd 111 the 
classroom. Use or the computers to access pornographic or sol1c1tous \\Cbsitcs 1s strictly proh161tcd. 

Code of Conduct 

Students arc expected to respect the rules and regulations of the College. Professional bcha.\ior. attitude. and courtesy 
tlm·a.rds instructors. staff and other students is essential Students arc expected to maintain a. neat. professional 
appearance 

The facult~ expects from its students a high le\cl orrcspons1bilit~ and academic honcsh Because the \a.luc ora.n 
academic degree depends upon the absolute 1ntcgrit~ of the ,,ork done b~·thc student for that degree. it 1s 1mpcrat1\c that 
a student demonstrate a high standard of mdi\ 1dual honor 111 his or her scholastic ,nJrk. 

Academic dishonest~ . any student \\ ho com 111 its an a.ct or a.cadcm1 c dishonesty 1s su bJ cct to d1sc1 pl Inc. Academic 
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any ,rnrk or materials 
that a.re attributable 111 ,,hole or 111 part to another person. tak111g an examination for another person. an~ a.ct designed to 
g1\C unfair ad\antagc to a student or the attempt to commit such acts. 

Pla.g1a.n sm. especial 1 ~ from the ,, cb. from portions of papers for other classes. and from any other source Is unacceptable 
and ,nil be dealt ,nth under the collcgc·s policy on plagiarism (sec general ca.ta.log for details) 

4 
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Sample Course Outline 

Lecture/Topic Lab Activity Out of Classroom 
W ork/Assienmcnt 

Week 1 • Demonstrate a ,nJrking Students "ill properly pcrfonn Read from the 
knmdcdgc ofbas1c I IVAC and the gauge manifold installation Rcfngcration & Air 
rcfr1gcrat1011 system startlllg \\ 1th and rcmo,al procedure from Conditioning Tcchnolog~ 
the compressor an operating system l3ook the Introduction. u111 t 
• Demonstrate an understanding of 21. 22. 23 and 24 
the :5 Di!Tcrcnt compressor types b~ Students,, ill proper!~ connect 
design and function a rcfngcrant rccoYGI;,' machine 
• The Function of the Compressor and prepare 1t for refrigerant 
• Demonstrate a \\Orking remo, al 
kno\\ ledge of basic I IV AC and 
refrigerations~ stem focusing on 
Condensers 
• Demonstrate an understanding of 
the di!Tcrcnt Condenser t~ pes b~ Hands-on Quu 
design and function 
• Demonstrate an understanding of 
the di!Tcrcnt E\aporators types b~ 
design and function 
• Demonstrate a ,nJrking 
knm,ledgc ofbas1c HVAC and 
refrigeration system focusing on 
\1ctcring DcYiccs 
• Demonstrate an understanding of 
the different types of \1ctcnng 
De, ices by design and function 

Week 2 • Demonstrate a famd1antY \\ith Students \\ ill properly perform Read from the 
ARI standards and proper the gauge manifold installation Refr1gcrat1011 & Air 
troubleshootlllg techniques and rcmo,al procedure from Conditioning Technolog~ 
• Using An Standard ,rnrk sheets an operating system l3ook the Introduction. u111 t 
properly calculate s~stem 10. 40. 41 
pcrt0nnancc. Students \\ ill properly connect 
• Demonstrate a ,nJrking a rcfngcrant rccoYGI;,' machine 
knm,ledgc ofbas1c HVAC and and prepare it for refrigerant 
refrigeration system rcmoYal 
• Demonstrate a famd1antY \\ith 
ARI standards and proper Students,, ill reco,er 
troubleshooting techniques refrigerant and cYacuatc the 
• Demonstrate an understanding. system. 
comparison. and contrast diff'crent 
charging methods Students\\ ill use a\ acuum 
• Demonstrate charging procedures pump to c,acuate the s~stem. 
uslllg superheat or sub coollllg 
method of charging 

\11d-tem1 Exam 
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Week3 

Week 4 

• Demonstrate a \\Orking 
knO\\lcdgc ofbasic HVAC and 
n.;fngeration system focusing on 
\1odulating \1ctenng Dc\ices 
• Demonstrate proper procedures 
for installing thcnno bulb and 
setting sub-cool mg on a TXV 
SYstcm 
• Demonstrate ability to idcntif\ 
\ anous components and ,\·hcther 
they arc good or bad through proper 
testing \1cthods 
• Identify the electrical system . . 

components and their function 
• Testing procedures to identd~- ira 
component is good or bad 
• Usage ofa Digital Multi-Meter to 
determine the resistance. \Oltage 
and amperage of clcctncal 
components 
• Explain hm\· to read the Lo\\ -Side 
and I ligh-Sidc Gauge Readings 

• Demonstrate ability to ,nrc units 
using adYanccd ,nrc schematics 
• Abilih to accuratch· follm\ and 
trace ,nnng schematics 
• Demonstrate knO\\ ledge on hm\ 
to trace and follO\\ ach anced \\ 1r1ng 
schematic 

Final E"am 

Students\\ ill proper!~ perform 
the gauge manifold installation 
and remoYal procedure from 
an operating s~ stem 

Students\\ ill the system 
pump-dm\n procedure and 
rcmoYe a TXV type metering 
deYicc 

Students\\ ill rccoYcr 
refrigerant and eYacuate the 
SYStcm. 

Students\\ ill charge system by 
superheat or sub-cool mg 
according to manufacturer 
specs 

Students \\ ill trace and follm\· 
adYanccd ,nnng schematic 

The students ,nll highlight the 
terminal connections from 
point to point \\h1lc physically 
\\ inng circuits. 

lh1.1· c011rse out/me ts s11~1ccf to c/wngc uf the dl.l'crcfwn of'lhc instn,ctor. 
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Read from the 
Refrigeration & Air 
Conditioning Technology 
Rook the Introduction. unit 
10. 12. 14. l.'i and41 

Read from the LlectncitY 
for Refrigeration and Air 
Conditioning Tech111c1an 
book Chapter .'i. 6 



Course#: 
Course Title: 
Credit Hour s: 
Course Length: 

Instructor : 
Phone: 

Course Description: 

HAC200 
Applied Heating 
4.5 
4 weeks 

Course Syllabus 

Pre-requisites: 
Co-requisites: 
Contact Hours: 
Revision date: 

E-mail: 
Office Hours: 

HAC150 
None 
60 
08/16 

Heat pumps will be introduced and a study of the procedures and p1inciples used in serving heating systems to include 
gas , electric , and hydronic systems. Lab included. 

Course Objective s: 
• Demonstrate knowledge of various heat pump systems; 
• Service and troubleshoot heat pumps; 
• Demonstrate basic knowledge of hydronic heating systems; 
• Demonstrate basic knowledge of boiler systems; 
• Identify different types of gas furnaces; 
• Identify and discuss component operation of gas furnaces ; 
• Service and troubleshoot gas furnaces; 
• Perform safety inspections on gas and electric heating systems; 
• Identify unsafe operation of gas furnaces; 
• ldentify and discuss component operat ion of e lectric heating systems; and 
• Service and troubleshoot electric heating systems. 

Required Textbook: 

Whitman , B., Johnson, B ., Tomczyk , J ., & Silberstein , E. (2013). Refrigeration & Air Conditioning Technology. (7th ed.) 
Independence, KY: Cengage. ISBN 978 1285042954 

Delta T.Solutions . Refrigerant Transition and Recovery Certification Program Manual for HVACR 
Technicians. Independence, KY: Cengage ISBN 9780766845 190 

Supplemental Course Materials: 
This course requires the use of a remova ble data storage device (i.e., USB flash drive, or its equivalent). Audio -visua l 
aids , handouts, and other resources may be utilized. 

Learning Resour ces: 
You will be required to use the library for some assignments. Detai ls on these assignments will be distributed by your 
instructor at the beginning of the course. 
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Instructional Methods: 
A combination of lecture. class participation. and hands-on ,,·ork is used to facilitate learning. Projects may 
be assigned 111di, idually or as a group. Students arc C'-pcctcd to engage 111 a m1111mum of 2 hours ofhomc,\ork 
per \\CCk for C\cry hour of classroom 111struction. Homc,\ork 111cludcs. but is not limited to course readings. 
lab hours. and course pro_1ccts. 

Grading Criteria: 

Class\\ ark/Participation 
Assignments/Home,\ ork 
Quizzes 

15'% 
15'% 
15°--·C, 
20%, 
35'% 

Final Presentation 
F111al Exam 
Total 

Crade Scale: 

Crade Scale Ran,;,e 
A Excellent 90-100 
R Abo,c 80-89 
C AYcral!e 70-79 
D Passing 60-69 
F Failing RclO\, 60 

Please refer to the current catalog for more 111formation on the grad111g system. 

Course Policies 

Unif(Jrm Poliq 
Students attending STC arc required to ,\·car their designated program u111fom1 and contCmn to the follo\\ ing dress code: 

\1cdical Assisting 

\1cdical Office 
Administration. 

Applied Elcctro111cs 
Tcchnolog,: 

Electrical Trades 

Sdlahu,- II. IC200 

Students must ,\·car their royal blue scmb set clean sneakers or nursing shoes (must be closed 
toe). and their STC student ID badge on the royal blue lanyard 
Students complct111g their C'-tcmship course. must \\Car their black scrub set. clean sneakers or 
nursing shoes (must be closed toe). and their STC student ID badge on the royal blue lanyard at 
the assigned site 

Students must \\Car their ro~al blue scrub set. clean sneakers or nurs111g shoes (must be closed 
toe). and their STC student ID badge on the ro~al blue lan~ard. Students completing their 
extcrnship course. must ,\·car their black scmb set. clean sneakers or nursing shoes (must be 
closed toe). and their STC student ID badge on the royal blue lanyard at the assigned site 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\aist). long 
jeans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
royal blue lanyard. Jeans must be consenati\cly /professionally styled and ,\·ithout holes. paint 
or sta111s 
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Tcchnolog\: 

All Programs: 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\a1st). long 
_1cans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
royal blue lanyard. Jeans must be conscnatiYely /profcss1onally styled and ,nthout holes. paint. 
or stains 

F111gcrnails must be kept short and clean. and no acrylic nails arc allO\\Cd in the patient care areas for the \1cd1cal 
Ass1st111g students \1cdical Coding and Billing students may \\car acrylic nails in non-patient care/contact areas '.'Jails 
arc not to exceed \<1 inch 111 length from the fingertip and may not contain jc\\ els or other sharp matcnal 

Unifom1s must be clean and laundered Students may choose to ,\·car a shirt or T-shirt under their scrub top ·111c 
undershirt docs not need to be tucked in. I lo\\ C\ er. the undershirt must be clean and neat and hang no longer than t,nJ 
inches beneath the scrub top. Croes ma~ not be \\Om. Hats or head CO\Cnngs arc not allo,\Cd. For safct~ purposes and 
professional image. any \ 1siblc p1crc1ngs must be rcmoYcd 

Facial hair must be neatly trimmed. E'-CCSSI\ c JC\\ cl~ (earrings larger than a quarter. necklaces. or bangles) 1s not 
allo,, ed. Exccss1, c makeup or perfume 1s not acceptable Visible tattoos should be co, crcd. if possible Long hair must 
be tied back during all lab and clinical procedures. 

Any student\\ ho attends class not dressed in the designated unifom1. as outlined in the policy. ,nil rcccn c a, crbal 
\\arn111g \\lthout penalty for the first infraction An~ additional infractions of the Lniform Policy\\ 111 result in the student 
being sent home.\\ h1ch \\Ill count as an unexcused absence. 

1. Students arc required to \\Car their Collcgc-pro\1dcd uniforms C\Cry day. beginning on the first da~ or class 
2 Students \\·ho do not meet the uniform requirement arc prohibited from attending class and/or participating 111 

other College-sponsored acti,itics occumng on campus the day and cYc111ng of the date of,iolation 
3. Students arc required to \\Car their uniforms regardless of the class the~ arc taking. Any C'-CCpt1011s. such as 

participation in field trips. must be made in \\·riting by the instructor after consultation ,nth the campus ExccutiYc 
Director/DOE. 

4 Instructors \\ill strictly enforce the uniform pol1c~ and\\ 111 mcludc an~ student absence that results due to a 
,iolation of this policy in the calculation of the professional performance portion of the studcnt"s course grade 

5 Absences due to a, 10lation of the L111form Policy may impact a studcnt·s course grade 111 accordance ,nth the 
Attendance Policy published 111 the Collcgc·s Catalog 

Tardine.\-.\-Poliq 
All students arc expected to armc to class on time and prepared to learn. As classes begin prompt!~. arm mg late to class 
may cause students to miss , aluable material In-class quizzes. exercises. or discussions missed due to tardy arrn al 
cannot be made up. \Vrittcn assignments submitted late \\Ill ha\C a late penalty or 10'!--·0 from the grade earned. If there 
arc extenuating circumstances that ma~ affCct you. please contact me or the director or education 

Make-up Poliq 
Class attendance and participation arc required \1akc-up of missed classes cannot replace missed class participation. 
\1akc-up for in-class quizzes. exercises. or discussions due to missed class attendance arc at the sole discretion of the 
director of education. 

('fa.'i.'iroom Potier 

The use of cell phones and pagers 111 the classroom 1s stnctl~ prohibited Tc"tmg 1s not allo,\Cd in the classroom !fan 
emergency arises. and a student must keep a cell phone or pager on during a classroom session. please notify the 
instmctor immediately The use of phones or other clcctro111c dcY1ccs in class. \\·h1ch arc not being used for classroom 
111struction. may result in a student being asked to lea,c class. lfa student 1s asked to lea,c class under these 
circumstances it\\ ill be counted as unexcused missed class time 
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Drinking and eating 111 the classroom 1s discouraged. Bottled \\atcr 1s allO\\Cd Children arc not allO\\Cd in the 
classrooms or labs at am· time Personal digital assistants (PDAs) like 1Pods or MP3 pla~crs arc not allO\\Cd in the 
classroom. Use of the computers to access pornographic or solicitous \\·cbsitcs 1s strictly proh1b1tcd. 

Code of Conduct 

Students arc expected to respect the rules and regulations or the College. Prof"css1011al bcha\ 1or. attitude. and courtesy 
tm\·ards mstmctors. staff and other students is essential Students arc expected to maintain a neat. professional 
appearance 

The faculty expects from its students a high lcYcl of responsibility and academic honesty Because the Yaluc of an 
academic degree depends upon the absolute intcgnty of the ,rnrk done by the student for that degree. 1t is 1mpcratiYc that 
a student demonstrate a high standard or 111d1\ idual honor 111 his or her scholastic \\Ork. 

Academic dishonest~. any student \\ ho commits an act or academic dishonest~ 1s subject to discipline Academic 
dishonesty includes but 1s not limited to cheating. plag1ansm. collusion. the subm1ss1on for credit or any \\Ork or materials 
that arc attributable in\\ hole or in part to another person. taking an examination for another person. any act designed to 
g1\C unfair ad\antagc to a student or the attempt to commit such acts. 

Plagiarism. cspcc1ally from the \\ cb. from portions of papers for other classes. and from any other source is unacceptable 
and \\111 be dealt \\!th under the collcgc·s policy on plag1ansm (sec general catalog for details) 
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Sample Course Outline 

Tonic/Activitv Lab Out of Classroom Work 
Week 1 Course Introduction Troublcshooting I !cat L111t 43. 44 

I !cat Pumps Pumps 
Geothermal Applications Complete Work Order 

I IV AC LYaporators and problcms 
Quiz Condensers 

Weck2 Centrifugal Pumps Troublcshoot111g Boilers L111t 33. 48 
Hydron1c Heating Systems Running L111ts 
l3oilcr Refrigerant demonstration 
Chillers Disassembh· and 

replacement on demo u111ts 
Mid-tern1 Lxam Re\ ie,,· 
Mid-term E"am 

Week 3 Introduction to Clas Procedures on natural gas. L111t 27.28.31 
Furnaces LP. propane gases. 
Gas Furnace operation & 
Com crsion from Clas fired air ha.ndlcr 
\!atural to LP 
Gas Furnace Controls Complete scrYicc tickets 
Introduction to 
Troublcshootmg Gas Re\ ie" or S, stems 
Furnaces Operations 

Hands-on Quu 
Week 4 Troubleshooting Lab: Split SerYicc ticket using actual L111t 27.28.29.43 

System I !cat scIYicc calls as examples 
Pumps. and Air 
Conditioners: Package Installation of elcctnc heat 
System Heat Pumps: Gas 
furnaces: Electric Stnp 
I !cat and Zone Control I lands-{m quiz: 
SYstems. Troublcshoot111g heat 

SYStems 
ReYie\\ for Final 
F111al Examination 

!l11s c011rse 011/ltne 1s .1·11~1ecf lo c/wnge uf the d1screfwn (!{the lnslmclor 
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Course#: 
Course Title: 
Credit Hours: 
Course Length: 

Instructor: 
Phone: 

Course Description: 

HAC230 
HV AC System Design 
4.5 
4 weeks 

Course Syllabus 

Pre-requisites : 
Co-requisites: 
Contact Hours: 
Revision date: 

E-mail: 
Office Hours: 

HAC170 
None 
60 
8/29/16 

This course provides a study of the properties of air and results of cooling, heating , humidifying , or dehumidifying ; heat 
gain and heat loss calculations including equ ipment selectio n and balancing the air system. Heat Load Calculations wi ll be 
studied and applied in the design of refrigeration systems . The course is concl uded with EPA review and Testing for EPA 
Techn ician Certification . Lab included. 

Course Objectives: 

• Identify HV AC system designs and components ; 
• Ide ntify problems with HY AC system designs and components ; 
• Test for probl ems with HV AC system designs and components ; 
• Recognize important indust ry standards and guidelines concerning HY AC systems ; 
• Demonstrat e Knowledge of Refrigerants and How they Affect the Ozone ; 
• Demonstrat e knowledge of EPA Regulations ; 
• Demonstrat e knowledge of Procedures in Recovery of Refrigerants 

Required Textbook: 

B. Whitman , B. Johnson , J. Tomcz yk, E. Silberste in (2013) Ref rigeration & Air Conditioning 
Technology and lab book 7th Edition Clifton Park NY Cengage 

ISBN 978 1 I 11644475 

Supplemental Course Materials: 

Thi s course requires the use of a removable data storage dev ice (i.e. , floppy d isk, USB flash drive , or its equivalent). 
Audio- visual aids , handouts , and other resourc es ma y be ut ilized. 

Learning Resour ces: 

You will be requi red to use the library for some assignm ents. Details on these assignm ents will be d istribu ted by your 
instructor at the beginn ing of the course. 

Instructional Methods: 

A combination of lecture, class particip ation, and ha nds-on work is used to fac ilitate learning. Projects may be assigned 
individually or as a group. 
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Grading Criteria: 

Class,, ork/Participation 
Assignments/Home,\ ork 
Quizzes 

15%, 
15'¼, 
15'¼, 
20%, 
35'¼, 

\1id-Term Test 
F111al Exam 
Total 

Crade Scale: 

Grade Scale Ram•e 
A Excellent 90-100 
u Abon; 80-89 
C A,cragc 70-79 
D Passnw 60-69 
F Failing l3clm,· 60 

Please refer to the current catalog for more infom1ation on the grading system. 

Course Policies 

Uniform Potier 

Students attending STC arc required to ,,·car their designated program u111fom1 and contCmn to the follo,, ing dress code: 

\1cdical Assisting 

\1cdical Office 
Administration 

Applied Elcctro111cs 
Tcchnolog,: 

Electrical Trades 
Tcchnolog,: 

Sdlahu,- II. IC230 

Students must ,,·car their royal blue scmb set clean sneakers or nursing shoes (must be closed 
toe). and their STC student ID badge on the royal blue lanyard. 
Students complct111g their C'-tcmship course. must \\Car their black scrub set. clean sneakers or 
nursing shoes (must be closed toe). and their STC student ID badge on the royal blue lanyard at 
the assigned site 

Students must ,,·car their royal blue scmb set clean sneakers or nursing shoes (must be closed 
toe). and their STC student ID badge on the ro~al blue lan~ard. Students completing their 
extcrnship course. must ,,·car their black scmb set. clean sneakers or nursing shoes (must be 
closed toe). and their STC student ID badge on the royal blue lanyard at the assigned site 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\aist). long 
_1cans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
royal blue lanyard. Jeans must be consenati,cly /professionally styled and \\·ithout holes. paint 
or sta111s 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\a1st). long 
jeans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
royal blue lanyard. Jeans must be consenatiYcly /professionally styled and ,nthout holes. paint. 
or sta111s 
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All Programs: 

Fingernails must be kept short and clean. and no acrylic nails arc alkm·cd 111 the patient care areas for the \1cdical 
Ass1st111g students \1cd1cal Coding and Billing students ma~ \\Car acrylic nails 111 non-patient care/contact areas \!ails 
arc not to exceed 1

/; 111ch 111 length from the fingertip and may not conta111 JC\\ els or other sharp material 

Uniforms must be clean and laundered Students may choose to \\Car a shirt or T-shirt undcrthc1r scrub top 171c 
undershirt docs not need to be tucked in. I lo\\ G\ er. the undcrslmt must be clean and neat and hang no longer than t,nJ 
inches beneath the scrub top. Croes may not be ,nJm_ I lats or head coYcnngs arc not allo,, ed. For safety purposes and 
professional 1111agc. any, 1sible p1crc111gs must be rcmo,cd 

Facial hair must be neatly tnmmcd. LxccssiYG JC\\ dry (carnngs larger than a quarter. necklaces. or bangles) is not 
allo\\cd. Exccssl\c makeup or perfume 1s not acceptable Visible tattoos should be CO\crcd. if possible Long hair must 
be tied back during all lab and cli111cal procedures. 

An~ student \\ho attends class not dressed 111 the designated uniform. as outlined 111 the policy. \\111 rcccl\c a ,crbal 
,rnming ,nthout penalty for the first infraction Any additional infractions of the L111form Policy \\ill result 111 the student 
being sent home. \\h1ch \\ill count as an unexcused absence. 

Students arc required to \\ car their Collcgc-proY1dcd unifonm GYcry day. bcgin111ng on the first day of class. 
2. Students \\ ho do not meet the uniform requirement arc prohibited from attcnd111g class and/or part1c1pat111g 111 

other College-sponsored act1, itics occurring on campus the day and c, c111ng of the date or, 1olation 
3 Students arc required to \\ car their unifonns regardless of the class they arc taking Any exceptions. such as 

part1c1pation 111 field trips. must be made 111 \\ rit111g by the 111structor after consultation \\1th the campus Exccut1,c 
Director/DOE. 

4. Instructors ,nll strictly enforce the unifom1 policy and ,nil include any student absence that results due to a 
, 1 olat1011 or th Is polic~ 111 the calculation or the professional performance portion of the studcnf s course grade 

5 Absences due to a, 1olation of the L111form Policy may impact a studcnt·s course grade 111 accordance "·ith the 
Attendance Policy published in the Collcgc·s Catalog 

Tardine!;s Potier 
All students arc expected to arriYc to class on time and prepared to !cam. As classes begin promptly. arriYing late to class 
ma~ cause students to 1111 ss , al uable material. In-class q u 1zzcs. C'-Crc1scs. or di scuss1011s 1111 sscd due to tard~ am, al 
cannot be made up. \Vrittcn assignments submitted late \\ill haYG a late penalty of 10°.-·;, from the grade earned. If there 
arc cxtcnuat111g circumstances that ma~ affCct you. please contact me or the director or education 

Make-up Potier 
Class attendance and partic1pat1011 arc required \fake-up of1111sscd classes cannot replace 1111sscd class participation. 
\fake-up for 111-class qu1ucs. exercises. or discussions due to 1111sscd class attendance arc at the sole discretion of the 
director of education. 

('fa.'i.'iroom Potier 
The use of cell phones and pagers 111 the classroom 1s stnctly proh1b1tcd. Tcxt1ng 1s not allo\\·cd 111 the classroom If an 
cmcrgcnc~ arises. and a student must keep a cell phone or pager on during a classroom session. please notif~ the 
instmctor immediately ·111c use of phones or other dcctronic de, ices 111 class. \\ hich arc not being used for classroom 
instmction. may result 111 a student being asked to lea, G class. If a student 1s asked to lea, c class under these 
circumstances it,, ill be counted as unexcused 1111sscd class time 

Drinking and eating in the classroom 1s discouraged. Bottlcd ,rntcr is allo\\ cd Children arc not allo\\ cd 111 the 
classrooms or labs at am· time Personal digital assistants (PDAs) like 1Pods or MP3 pla~crs arc not allO\\Cd 111 the 
classroom Use of the computers to access pornographic or solicitous \\Gbs1tcs is strictly prohibited. 
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Code of Conduct 

Students arc expected to respect the mks and regulations of the College. Professional bcha\ior. attitude. and courtesy 
tO\\ards 111structors. staff and other students 1s essential Students arc expected to ma111ta111 a neat. professional 
appearance 

The facult~ expects from its students a high lc\el ofrcsponsibilit~ and academic honesh Because the \aluc ofan 
academic degree depends upon the absolute integrity of the \\ ork done by the student for that degree. it is impcrati\ c that 
a student demonstrate a high standard of mdi\ idual honor 111 his or her scholastic \\·ork. 

Academic dishonesty. any student \\·ho commits an act of academic dishonesty is subject to discipline Academic 
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any\\ ork or matcnals 
that arc attributable 111 \\hole or 111 part to another person. takmg an examination for another person. an~ act designed to 
giYc unfair adYantagc to a student or the attempt to commit such acts. 

Plagiarism. especial!~ from the \\ cb. from portions of papers for other classes. and from any other source 1s unacceptable 
and \nil be dealt \\·ith under the collcgc·s policy on plagiarism (sec general catalog for details) 
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Week 1 

Weck2 

Sdlahu,- II. IC230 

Course Outline 

Lecture/Topic 

• Explain the relationship 
bet,, ccn dry-bulb. ,, ct-bulb 
and de,\ -pomt temperatures 
• Explain the ditforcnccs 
bet,, ccn static pressure and 
, elocity pressure. 
calculating cfm Ycioc1ty 
and area 
• Describe methods of 
rcco, cring refrigerant 
1nclud111g actl\e and 
pass!\ e methods 
• Discuss EPA regulations 
as the, relate to refrigerants 
• ldentd~- a DOT-apprO\ ed 
rcco, er\· cYlindcr 
• Describe omne depletion 
and global ,rnnning 
• Discuss hm,· CFCs 
deplete the earth's ozone 
la\'cr 
• Differentiate bct,,·ccn 
CFCs. HCFCs. and HCs 
Refrigerants 

• Define the mearnng or 
indoor air quality and our 
role as it relates to this area 
• Identify ,arious 
pollutants. pollutants 
patlH\ays and se,eral tools 
and instruments to help 
measure and c\'aluatc IAQ 
• Explam appropriate 
strategics to pre\ cnL 
control and rcsol\'c IAQ 
problems 
• List the types of air filters 

Lab Activity 

Plot points on the 
psychometric chart. explain 
the relationship discuss the 
factor affecting human 
comfort and ,,·ays the 
bod~ dissipates heat 

I.ab \\1th diffCrent scenarios 
to get dry-bulb and \\et­
bulb temperatures 

Out of Classroom 
Work/Assi2:nmcnt 
Read units 9. 35 and 37 

Begm to \\Ork \\1th pre­
assigned teams on oral 
presentation 

HVAC laborator\ IAQ. Air Read from the Refrigeration 
flo,, and dehumidification & Air Conditioning 

Technolog~ Book the 
I.ab \\1th diffCrent scenarios Introduction. umts 34 and 
,, ith air mo\'cmcnt 
,elocities and hm\ 
temperature and humidity 
change ,, ith different air 
1110, ements 

35 

\:Vork \\1th pre-assigned 
teams on oral presentation 

and air contaminants I lands-{m \1id-Tcnn exam 
• Explam the comfort 
conditions including 
,eloc1t~ and termmology 
• Discuss the importance of 
dcsig111ng the a1r-flo,, 
distribution. and controllmg 
casing noise 
• Distinguish bct,\·ccn 
infiltration. e"filtration. 
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, entilation. e"haust and the 
factors that affCct build111g 
pressure 
• Discuss the important of 
outdoor makeup air. 
ncgatiYc air prcssunzation. 
and appropriate air pressure 
• Explain the physical 
characteristics. connections 
and design consideration 

Week 3 • Explain the difference Duct Design & Zo111ng Read from the Rcfngeration 
bet\\ een residential & Air Cond1tio111ng 
duch\ork 111stallation and Tcchnolog~ Book the 
commercial Introduction. u111ts 37 and 
• Expla111 hO\\ to .10111. seal 38 
and construct a ducts, stem 
• Dcscnbc ho,, smoke 
detector and fire stat arc \:Vork \\!th pre-assigned 
used as safety dcYices 111 a teams on oral presentation 
duct s,·stem 
• List the most common 
duct design methods and 
gu1dcl111es used 111 the field 
• Expla111 the difforcncc 
bet\, een design friction loss 
rate and the actual static 
pressure loss through a duct 
• List the critena for 
selcct111g grilles or registers. 
duct calculators to look up 
the duct size. air Yclocity 
and friction rate 
• List the methods and 
explain the purpose of zone 
control s, stems and e"cess 
a11tlm\· control 
• Explain the purpose of 
,anablc air ,olume control 
s,·stcms and dcscnbc the 
operation of a basic zone 
control s, stem 
• Explain the difference 
bet,, een a basic zone 
control s, stem. a 
communicating zone 
control SYStcm and 
components 
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Week4 • Explain the di/Terence HVAC laboraton IAQ. Air Read from the Refrigeration 
bet\\ een heat loss. sensible flo,\ and dehumidification & Air Conditioning 
heat gain. latent heat gain Technology Book the 
and the importance of heat Introduction. u111ts 39 
load calculation \Vork ,nth pre-assigned 
• Explain hm,· the building teams on oral presentation 
materials. mnes. orientation 
and type of system ha, c an 
impact on the total load 
• Discuss the effCct of the 
conditioned spaces and 
unconditioned spaces 

Final Exam 

Oral Report 

!l11s c011rse 011/ltne 1s .1·11~1ecf lo c/wnge uf the d1screfwn (!{the lnstrucfor 
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Course Syllabus 

Course#: HAC240 

Course Title: Commercial Refrigeration 

Credit Hours: 4.5 
Course Length: 4 weeks 

Instructor: 
Phone: 

Course Description: 

Pre-requisites: 

Co-requisites: 

Contact Hours: 
Revision date: 

E-mail: 
Office Hours: 

HAC150 and 
EIT250 
None 

60 
08/29/16 

This course introduces practical application in the maint enance of commercial refrigeration : high, medium , and low 
temperature applications and ice machines . Lab included . 

Course Objectives: 

• Discuss the various types of commerc ial refrigeration systems and their applications 
Define the high, medium , and low temperature applications 

• Differentiate between the commercial refrigeration and industrial applications 
• Identify mechanical refrigeration systems: R/I cooler , W/I cooler, Freezer , Display case 

Understand Vapor compression cycle 
• Discuss TXV system 
• Discuss the Capillary Tube systems 
• Understand herme tic and semi hennetic compressor 
• Understand the Mollier Diagrams 
• Analyze refrigeration cycle to enhance troubleshooting skills 

Identify methods of temperature controls 
• Read schemat ics for high, medium , and low temperature applicat ion 
• Understand Defrost and temperature control in low temp unit 

Initiate the sequence of operation of freezer: refrigeration cycle, defrost cycle , Re-cooling cycle 
• Practice service procedures for troubleshooti ng low temp applications 
• Identify different types of ice makers 
• Understand the operation of ice cubes and flaked ice 
• Trace the water flow in ice machines and refrigeration cycle 

Practic e preventive maintenance and service procedur es 

Required Textbook: 

Whitman , B., Johnson , B., Tomczyk , J., & Silberstein, E. (2013). Refrigeration & Air Conditioning Technology. (7th ed.) 
Independence , KY: Cengage. ISBN 9781285042954 

Delta T.Solutions. Refrigerant Transition and Recovery Certification Program Man ual for HVACR 
.Technicians. Independenc e, KY: Cengage ISBN 9780766845190 
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Supplemental Course Materials: 

This course requires the use ofa rcmoYablc data storage dcYicc (i c. floppy disk. LSl3 flash driYc. or its cqui\alcnt). 
Audio-\ 1sual aids. handouts. and other resources ma\ be utilized 

Learning Resources: 

You \\ill be required to use the library for some assignments. Details on these assignments ,nil be distnbutcd by your 
instmctor at the bcg111ning of the course 

Instructional Methods: 

A combination of lecture. class participation. and hands-on \\Ork 1s used to facilitate lcarn111g. Pro.1ccts ma~ 
be assigned indi\ idually or as a group. Students arc expected to engage in a minimum of 2 hours ofhomc\\ork 
per \\CCk for C\ cry hour of classroom 111struction. HomC\\Ork mcludcs. but is not limited to course readings. 
lab hours. and course pro_1ccts. 

Grading Criteria: 

Class\\ ork/Participation 
Assignments/Home\\ ork 
Quizzes 
\1id-Tcrm Test 
F111al Exam 
Total 

Crade Scale: 

Grade Scale 
A Excellent 
u AboYc 
C A,cragc 
D Passnw 
F Failing 

15%, 
15'¼, 
15'¼, 
20%, 
35'¼, 

Ram•e 
90-100 
80-89 
70-79 
60-69 
l3clm\· 60 

Please refer to the current catalog for more infom1ation on the grading system. 

Course Policies 

Tardine.\-.\· Poliq 
All students arc expected to armc to class on time and prepared to learn. As classes bcg111 prompt!~. arm mg late to class 
may cause students to miss \ aluablc material In-class quizzes. exercises. or discussions missed due to tardy arrn al 
cannot be made up. \Vrittcn assignments submitted late \\Ill ha,c a late penalty or 10'!--·0 from the grade earned. If there 
arc extenuating circumstances that may affect you. plcasc contact me or the director of education 

Make-up Poliq 
Class attendance and participation arc required. \1akc-up of missed classes cannot replace missed class participation 
\1akc-up for in-class quizzes. exercises. or discussions due to missed class attendance arc at the solc discretion of the 
director of education 
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Cla.\·.\Toom Policv 
The use of cell phones and pagers 111 the classroom 1s stnctl~ prohibited Te"tmg 1s not allo,,ed 111 the classroom !fan 
emergency arises. and a student must keep a cell phone or pager on during a classroom session. please notify the 
instructor immediate!, 1l1e use of phones or other electronic de, ices 111 class. ,,h1ch a.re not be111g used for classroom 
1 nstruction. may resu 1t 111 a student be111g asked to lea., e class. If a student 1s asked to lea, e class under these 
circumstances 1t ,nil be counted as unexcused missed class time 

Drinking and ca.ting in the classroom 1s discouraged. Bottled ,rntcr is allo\\ cd Children arc not allo\\ cd 111 the 
classrooms or labs at any time Persona.! digital assistants (PDAs) like iPods or MP3 players arc not a.llo\\·cd 111 the 
classroom. Use of the computers to access pornographic or sol1c1tous ,,ebsites 1s strictly proh1b1ted. 

Code of Conduct 

Students arc expected to respect the mks and regulations of the College. Professional bcha.,ior. attitude. and courtesy 
to,,a.rds 111structors. staff and other students 1s essential Students a.re e"pected to 111a111ta111 a. neat. profCss1011a.l 
appearance 

The facult~ expects from its students a high lc,el ofrespons1bilit~ and academic honesh Because the ,a.Jue ofan 
academic degree depends upon the absolute 111tegnty of the \\Ork done b~ the student for that degree. 1t 1s 1mpera.ti,e that 
a student demonstrate a high standard of mdi, 1dual honor 111 his or her scholastic \\·ork. 

Academic dishonest~. any student \\ ho commits an a.ct or academic dishonest~ 1s sub.1ect to d1sc1pl111e. Academic 
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any ,rnrk or materials 
that a.re attributable 111 ,,hole or 111 part to another person. tak111g an exa.m111a.tion for another person. any act designed to 
giYc unfair adYantagc to a student or the attempt to commit such acts. 

Plag1a.n sm. especial 1 ~ from the ,, eb. from portions of papers for other classes. and from any other source Is unacceptable 
and ,nil be dealt ,nth under the collegc·s policy on plagiarism (sec general ca.ta.log for details) 
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Sample Course Outline 

Lecture/Topic Lab Activity Out of Classroom 
Work/Assignment 

Week 1 Class orientation Practice basic refrigeration L111t2L27 

ldcnt1f~ d1fTcrcnt mechanical refrigeration system start-up. lcak test. 

SYStcms C\acuation. and recharge 

Re, lC\\ Vapor Compression Cycle 

Describe the operation of different t~ pcs Compressor mn111ng test 111 

ofmdenng de\"lCCS the system applying the 
diagnostic chart for 
commercial rdrigeration 

Week 2 E"pla111 the \1oll1cr Diagram Practice basic refrigeration L111t 29 

Lndcrstand the operation or R/1 cooler. system start-up. lcak test. 

freezer. and Walk 111 cooler/frcc.,cr e, a.cua.tion. and recharge 

E"pla111 electrical systems 

ldcntif~ di!Tcrcnt methods of temperature 
control 111 lo,\ temperature applications 

Mid-term exam 
Weck3 Lnderstand dift'crent methods of defrost Practice basic refrigeration Lnit 29 

SYStcm s~stcm start-up. leak test. 
eYa.cua.tion. and recharge 

Practice the electrical 
sequence of Rea.ch in coolcr 
and freezer 

Practice the clcctncal 
sequence of\:Valk 111 cooler 
and frCC.-'Cr 

Week 4 Describe Ice Makers Demonstrate sen 1cc and L111t 27 

E"pla111 electrical sequence and \\atcr troubleshooting 1cc \fakers 

flo,\ or 1cc maker 

Re, lC\\ sen 1cc diagnostic chart and Use actual sen 1cc calls to 
dc\clop troubleshooting skills troubleshoot commercial 1cc 

Final examination makers. 

This course ma/me 1s s11h1ec1 lo chonge a11he d1scre11on 0(1he !11stn,ctor 

4 
Sdlahu,- II. IC2-IO 



Course Syllabus 

Course#: HAC250 

Course Title: Commercial Air Conditioning 

Credit Hours: 4.5 
Course Length: 4 weeks 

Instructor: 
Phone: 

Course Description: 

Pre-requisites: 

Co-requisites: 

Contact Hours: 
Revision date: 

E-mail: 
Office Hours: 

HAC150 and 
EIT250 
None 

60 
08/29/16 

This course encompasses the study of components, applications , and installation of air conditioning systems with 
capacities of 25 ton s or less. Lab included . 

Course Objectives: 

• Identify components found on systems, including air to air , air to water, and water to water systems. 
• Li st ASHRAE descriptions ofHV AC systems . 
• Explain the operation of an all-weather syste m. 
• Arrange mec hanical refrigeration cycle components and accessories in proper order. 
• Determine performance capacity. 
• Evaluate the operating performance of an air filt er, list the type of filter , their media , and uses. 
• Recognize the differences between new and older facility management systems. 

Define terms commonly used in the controls industry. 

Required Textbook: 

Whitman, B., Johnson, B ., Tomczyk, J., & Silberstein, E. (2013). Refrigeration & Air Conditioning Technology. (T' ed.) 
Independence , KY: Cengage. ISBN 9781285042954 

Delta T.Solutions. Refrigerant Transition and Recovery Certification Program Manual for HVACR 
Technicians. Independence, KY: Cengage ISBN 9780766845190 

Supplemental Course Materials: 

This course requires the use of a removable data storage device (i.e., floppy disk, USB flash drive, or its equivalent). 
Audio-visual aids, handouts, and other resources may be utilized. 

Learning Resources: 

You will be required to use the library for some assignments. Details on these assignments will be distributed by your 
instructor at the beginning of the course. 
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Instructional Methods: 

A combination ofkcturc. class participation. and hands-on ,,·ork is used to facilitate kam1ng. Projects may 
be assigned 111d1, 1dually or as a group. Students arc expected to engage 111 a m1111111u111 of 2 hours ofhomc,\ork 
per \\CCk for C\ cry hour of classroom 111struct1011. HomC\\Ork mcludcs. but 1s not limited to course readings. 
lab hours. and course projects. 

Grading Criteria: 

Class\\ ark/Participation 
Ass1gnmcnts/l lomc\\ ork 
Quizzes 
\11d-Tcrm Test 
Final Exam 
Total 

Grade Scale: 

Grade Scale 
A Excellent 
R Abo,c 
C AYcral!c 
D Passing 
F Failing 

15'% 
15'¼, 
15'¼, 
20'% 
35%, 

100% 

Ran,;,e 
90-100 
80-89 
70-79 
60-69 
RclO\, 60 

Please refer to the current catalog for more 111format1011 on the grad111g system. 

Course Policies 

Tardine!;s Potier 
All students arc expected to arriYc to class on time and prepared to !cam. As classes begin promptly. arriYing late to class 
ma~ cause students to 1111 ss \ al uablc material. In-class q u 1zzcs. C'-Crc1scs. or di scuss1011s 1111 sscd due to tard~ arn \ al 
cannot be made up. \Vrittcn assignments submitted late \\ill haYc a late penalty of 10°.-·;, from the grade earned. If there 
arc extenuating circumstances that may affect you. pkasc contact me or the director of education. 

Make-up Potier 
Class attendance and partic1pat1011 arc required. \fake-up of missed classes cannot replace missed class part1c1pation 
\fake-up for 111-class quizzes. C'-Crc1scs. or discussions due to missed class attendance arc at the sole discretion of the 
director of education 

Cla.\-.\Toom Poliq 
The use of cell phones and pagers 111 the classroom 1s strictly prohibited Tex ting is not allo\\ cd 111 the classroom If an 
cmcrgcnc~ arises. and a student must keep a cell phone or pager on during a classroom session. please notif~ the 
instmctor immediately ·111c use of phones or other ckctronic de\ ices in class. \\ h1ch a.re not being used for classroom 
instmction. may result 111 a student being asked to lea\ c class. If a student 1s asked to lea\ c class under these 
circumstances it\\ ill be counted as unc"cuscd missed class time. 

Drinking and ca.ting in the classroom 1s discouraged. Bottkd ,rntcr is allo\\ cd Children arc not allo\\ cd 111 the 
classrooms or labs at am· time Personal digital assistants (PDAs) like 1Pods or MP3 pla~crs arc not allO\,cd 111 the 
classroom. Use of the computers to access pornographic or solicitous \\cbsitcs is strictly proh1b1tcd. 
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Code of Conduct 

Students arc expected to respect the mks and regulations of the College. Professional bcha\ior. attitude. and courtesy 
tO\\ards 111structors. staff and other students 1s essential Students arc expected to ma111ta111 a neat. professional 
appearance 

The facult~ expects from its students a high lc\el ofrcsponsibilit~ and academic honesh Because the \aluc ofan 
academic degree depends upon the absolute integrity of the \rnrk done by the student for that degree. it is impcratiYc that 
a student demonstrate a high standard of mdi\ idual honor 111 his or her scholastic \\·ork. 

Academic dishonesty. any student \\·ho commits an act of academic dishonesty is subject to discipline. Academic 
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any \rnrk or materials 
that arc attributable 111 \\hole or 111 part to another person. tak111g an examination for another person. an~ act designed to 
giYc unfair adYantagc to a student or the attempt to commit such acts. 

Plagiarism. especial!~ from the \\ cb. from portions of papers for other classes. and from any other source 1s unacceptable 
and \nil be dealt \nth under the collcgc·s policy on plagiarism (sec general catalog for details) 

3 
Sdlahu,- II. IC250 



Sample Course Outline 

Lecture/Topic Lab Activity Out of Classroo m 
Work/Assignment 

Weekl Commercial A/C Equipment Unit 21, 47 
Refrigeration Theory Operation & Diagnostic Pre-test 

a. Air Conditioning 
Components Temperature and Pressure Basics 

b. Fundamentals of Worksheets 
Refrigera tion 

Facilities Management: Heat, 
Temperatur e & Pressure Basics 

a. The Role of HV AC Systems 
in facility Management 

Human Comfort 
HV AC System Types 

a . Commercial NC Equipment 
Operation & Diagnostic 
Heating & Components 

Week2 Heat Exchange Cooling Systems & Worksheets Unit 47, 48 
Heat Recovery Equipment 

Midterm examination 

Week3 Refrigeration Equipment Cycle Commercial Air Conditioning Unit 22, 47, 48 
Equipment Equipment Operation & 

a. Basic Refrigeration Cycles Diagnostic Cooling Components 
& Introdu ction to NC Films 
Test 

Air Cleaning Equipment 
Air Moving Equipment 

a. Commercial Air 
Conditioning Equipment 
Operation & Diagnost ic 
Economizer 

Humidifiers 

Week4 Control Systems Troubleshooting and typical Unit 49, 50 
Control Strategies operating conditions for 

a. Commercial Air commercial refrigeration using 
Conditioning Equipment actual service calls. 
Operation & Diagnostic 

Effective Facility Control 
a. Commercia l Rooftop 

Equipment 

Final examination 
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Course#: SLSUO 
Course Title: Career Preparation 
Credit Hours: 6 
Course Length: 4 weeks 

Course Description: 

Course Syllabus 

Pre-requisites: None 
Co-requisites: None 
Contact Hours: 60 
Revision date: 8/26/15 

E-mail: 
Office Hours: M- F, 9am -llam 

This course provides students with the foundation for job preparation and jo b searching. Students will identify their 
qualifications for their chosen career ; identify ,,.,hat employers look for in strong candidates ; build resumes and cover 
letters ; gain tips on completing applications ;job and informat ional interview ing; as well as job searching, profess ional 
networking , and tips for setting up a successful career. This course will also introduce students to the application of basic 
interpersonal comm unication skills, ,,vith a focus on achieving success in the workplace. 

Course Objectives: 
Upon completion of thi s course the motivated learner will be able to : 

• List reasons why self-assessme nt helps for planning for the future 
• Describe reasons and methods of networking 
• Explain how to build a strong resume 
• Explain how to build cover letters and complete applications 
• Describe how to prepare for the job interview 
• List key strategies for successful jo b interviews 
• Explain how to create a systematic approach to ensuring follow up 
• List important jo b success strategies 
• Describe the work of the trades professional 
• Identify certification and/or licensing requirements 
• Discuss basic elements of non-verbal comm unication 
• Identify basic interpersonal communications skills 

Required Textbook: 

Ferrett , S. (2002). Getting and Keeping the Job You Want. 2nd Ed. New York, NY: McGraw Hill Publishing. 
ISBN 978 1259392214 

Supplemental Course Materials: 

Lucas, R (20 l l ). Please Every Customer: Delivering Stellar Customer Service Across Cultures. New York , NY: 
McGraw Hill Publishing. ISBN: 978-0-07-174836-0 

This course requires the use of a removable data storage device (i.e., floppy disk, USB flash drive, or its equivalent). 
Audio-visual aids, handouts , and other resources may be utilized. 

1 
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Learning Resources: 
You ,,ill be required to use the library for some assignments. Details on these assignments ,nil be distnbutcd by your 
instructor at the beginning of the course 

Instructional Methods: 
A combination of methods ,nil be used including lccturc. hands-on applications. instructor generated exercises. pcnodic 
tests. final C'-am111ations. pro_1ccts and homc,\ork. Students \\ill complete assigned lab pro_1ccts 111 asupen1scd laborator~ 
setting Students arc encouraged to seek 1nstmctor assistance. as needed. Students arc expected to engage 111 a m1111mum 
of 2 hours of home,, ork per \\·eek for C\ cry hour of classroom instruction I lomc,nJrk includes. but 1s not limited to 
course readings. lab hours. and course pro.1ects. 

Grading Criteria: 

Class,, ork/Partic1pation 
Assignments/Home\\ ork 
Quizzes 

15%, 
15'¼, 
15'¼, 
20%, 
35'¼, 

Final Presentation 
F111al Exam 
Total 

Crade Scale: 

Grade Scale 

100% 

Rani!e 
A Excellent 93-100 
u Abo\'c 80-89 

C A,cra_ge 70-79 
D Passing 60-69 
F Failing l3clm\· 60 

Please refer to the current catalog for more 1nfom1ation on the grading system. 

Course Policies 

Unif(Jrm Policr 
Students attending STC arc required to \\Car their designated program uni form and conform to the fol lo,, 1ng dress code: 

\1cd1cal Assisting: 

\1cd1cal Office 
Adm1111stration: 

Applied Electronics 
Technology: 

Sdlahu,-SISIIO 

Students must \\Car their royal blue scrub set. clean sneakers or nurs111g shoes (must be closed 
toe). and their STC student ID badge on the ro~al blue lan~ard. 
Students completing their cxtcmship course. must,, car their black scrub set. clean sneakers or 
nurs111g shoes (must be closed toe). and their STC student ID badge on the ro~al blue lanyard at 
the assigned site 

Students must \\·car their royal blue scmb set clean sneakers or nursing shoes (must be closed 
toe). and their STC student ID badge on the royal blue lanyard. Students completing their 
e"tcrnsh1p course. must \\Car their black scrub set. clean sneakers or nurs111g shoes (must be 
closed toe). and their STC student ID badge on the royal blue lanyard at the assigned site 

Students must \\·car the black STC polo shirt (appropriately sized and tucked in at the \\·aist). long 
jeans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
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Electrical Trades 
Technology: 

\Vclding 
Technology: 

All Programs: 

roYal blue lam·ard. Jeans must be con sen ati\cly /professionally st~ led and \\ 1thout holes. paint. 
or sta111s 

Students must ,\·car the black STC polo shirt (appropriatcly sized and tucked in at the ,\·aist). long 
_1cans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
royal blue lanyard. Jeans must be conscnati\cly /professionally styled and ,\·ithout holes. paint. 
or stains 

Students must ,\·carthc na\y blue STC polo shirt (appropnatcly sized and tucked 111 at the \\,Ust). 
long_1cai1s. closed toe shoes ,nth leather top. and their STC student ID badge on the royal blue 
lanyard. Jeans must be conscn ati\cly /professionally st~ led and \\ 1thout holes. paint. or 
stains I lea\ y dc111m jeans arc highly recommended 

Students \\Ork111g 111 the lab must \\Car their Wcld111g_1ackct. closed toe shoes\\ ith leather top. 
safety classes. and hclmct. Their STC student ID badge on the royal blue lai1yard must be ,rnm 
under the Jacket. 

F111gcrnails must be kept short and clean. and no acrylic nails arc allO\\Cd 111 the patient care areas for the \1cd1cal 
Assisting students Medical Cod111g and Rilling students ma~ \\Car acrylic nails 111 non-patient care/contact areas \!ails 
arc not to exceed \<1 inch 111 length from the fingertip and may not contain jc\\ els or other sharp matcnal 

Unifom1s must be clean and laundered Students may choose to ,\·car a shirt or T-shirt under their scrub top ·111c 
undershirt docs not need to be tucked in. I lo\\ eyer_ the undershirt must be clean and neat and hang no longer thai1 t\\ o 
inches beneath the scrub top. Croes ma~ not be \\Om. Hats or head CO\Cnngs arc not allo,\Cd. For safct~ purposes and 
professional image. any \ 1siblc p1crc1ngs must be rcmo\'cd. 

Facial hair must be neatly trimmed. E'-CCSSI\ c JC\\ cl~ (earrings larger than a quarter. necklaces. or bangles) 1s not 
allo\\ ed. Excess!\ c makeup or perfume 1s not acceptable Visible tattoos should be co\ crcd. if possible. Long hair must 
be tied back during all lab ai1d cli111cal procedures. 

Any student\\ ho attends class not dressed in the designated unifom1. as outlined in the policy. ,nil rcccn c a\ crbal 
\\arn111g \\lthout penalty for the first 111fract1on An~ additional 111fract1ons of the Um form Pol1c~ \\111 result 111 the student 
being sent home.\\ h1ch \\Ill count as an unexcused absence. 

1. Students arc required to \\Car their Collegc-pro\1dcd uniforms C\Cry day. bcg111111ng on the first day or class. 
2. Students \\ ho do not meet the uniform requirement arc prohibited from attcnd111g class and/or participating 111 

other College-sponsored acti\itics occumng on campus the day and c\'c111ng of the date of\iolation 
3. Students arc required to \\Car their urn forms regardless or the class they arc taking. Any C'-CCpt1011s. such as 

participation in field trips. must be made in ,\·riting by the instructor after consultation ,nth the campus Exccuti\ c 
Director/DOE. 

4 Instructors \\ill strictly enforce the uniform policy and \\111111cludc any student absence that results due to a 
\iolation of this policy in the calculation of the professional performance portion of the studcnt"s course grade 

5 Absences due to a\ 10lation of the L111form Policy may impact a studcnt·s course grade 111 accordance ,\·ith the 
Attendance Polic, published 111 the Collcgc·s Catalog. 

Tardine!;s Potier 
All students arc expected to armc to class on time and prepared to learn. As classes bcg111 prompt!~. arm 111g late to class 
may cause students to miss \aluable material In-class quizzes. exercises. or discussions missed due to tardy arriYal 
cannot be made up. \Vrittcn assignments submitted late \\Ill ha\C a late penalty or 10'!--·0 from the grade earned. If there 
arc cxtcnuat111g circumstances that ma~ affCct you. please contact me. ~ our team leader. or the director of education 

3 
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Make-up Poliq 
Class attendance and participation arc required. \1akc-up of missed classes cannot replace missed class participation 
\fake-up for 111-class quizzes. C'-Crc1scs. or discussions due to missed class attendance arc at the sole discretion of the 
director of education 

C/a.\-.\Toom Policv 
The use of cell phones and pagers 111 the classroom 1s stnctly prohibited Tex ting is not allo,, cd 111 the classroom If an 
emergency arises. and a student must keep a cell phone or pager on during a classroom session. please notify the 
instructor 1mmcdiatcl, 171c use of phones or other electronic de, ices 111 class. \\ h1ch arc not bc111g used for classroom 
instmction. may result 111 a student being asked to lea, c class. If a student 1s asked to lea, c class under these 
circumstances it,, ill be counted as unexcused missed class time 

Drinking and ca.ting in the classroom 1s discouraged. Bottled ,rntcr is allo,, cd Children arc not allo,, cd 111 the 
classrooms or labs at am· time Personal digital assistants (PDAs) like 1Pods or MP3 pla~crs arc not allO\,cd 111 the 
classroom. Use of the computers to access pornographic or sol1c1tous \\Cbsitcs 1s strictly proh1b1tcd. 

Code of Conduct 
Students arc expected to respect the rules and regulations of the College. Profcss1011al bcha, 1or. attitude. and courtesy 
tm\·a.rds mstmctors. staff and other students is essential Students arc expected to maintain a neat. profcss1ona.l 
appearance 

The faculty expects from its students a high kYcl of responsibility and academic honesty Because the Yaluc of an 
academic degree depends upon the absolute 111tcgnty of the \\Ork done b~ the student for that degree. 1t 1s 1mpcrati,c that 
a student demonstrate a high standard ofindi\idua.l honor in his or her scholastic ,rnrk. 

Academic dishonest~. any student \\ ho commits an act or academic dishonest~ 1s subject to disc1pl111c Academic 
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any,, ork or ma.tcnals 
that arc attributable in,, hole or in part to another person. taking an examination for another person. any act designed to 
g1,c unfair ad,antagc to a student or the attempt to commit such acts. 

Plagiarism. especially from the ,, cb. from portions of papers for other classes. and from any other source is unacceptable 
and \\111 be dealt \\1th under the collcgc·s policy on plagiarism (sec general catalog for details) 

4 
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Suggested Course Outline: 

Class Activitv Activitv llomcwork 
Week 1 Discussion and Lecture Chapter 1.2 

• Dcli,-cr auto-biograph)-

• Self-Assessment and Your Future • Complete Connect on line Complete Chapter 

• Exploring and T\ch, ork111g "ithin actn il!es Questions 
,our field 

Bcgm to de, clop draft resume Research specialized 
certifications or Jobs ,,-ithin 
Your field of studY 

Week 2 Discussion and Lecture Chapter 3.4 

• lndi, idual1zed appointments 
• Your Resume ,nth Career Sen ices Complete Critical Th111k111g 

• Coyer Letters and Applications • Complete Connect actiYities Questions 

for Job search 
ii/id-term Exam Review • Social Media T\ch,ork111g Complete End-of-Chapter 

Mid-term En1m Questions 

Complete resume and co, er 
letter 

Week 3 Discussion and Lecture Chapter .'i.6 

• \1oc1.. mien ie\\s 

• Prcpanng for the Intcrnc\\" • Dress for Success Complete Cntical Thmking 

• The lntcn·ic\\" • Guest Speaker Questions 

\Vork on Group 
Assignment 

Week 4 Discussion and Lecture • Follo\\·ing Up Read Chapters 7 .8 

• Job Seeking Skills • Job Success Strategics 

• Certification Requirements . 
Final Presentations 
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Catalog Addendum 

II eating, Air Conditioning and Refrigeration Technology 
Diploma 
48 Quarter Credits/40 weeks 

Fort Myers, Tampa 

The 40 \Veek diploma program in HVAC is designed to prepare students for entry-level 
employment as HVAC technicians by providing students with a foundation of knowledge and 
technically oriented experiences in the application of relevant technology systems The HVAC 
program curriculum includes learning experience intended to prepare a successful graduate to 
install and service residential and light commercial air conditioning, heating and refrigeration 
systems. 

Course ~umber Reauired Courses Quarter Credits 
cor-c IOI Introduction to Budding Constmction 6 

E!Tl 15 Basic Elcctncih and Electronics 4 5 
EIT250 \1otors and Controls 4 5 
IIACl50 Air Conditioning and Refrigeration ·111corY 4 5 
HACl70 Air Conditioninp 4 5 
IIAC200 Annlicd I lcati1w 4 5 
HAC230 HY AC SYstem Design 4 5 
IIAC240 Commercial Refrigeration 4 5 
I IAC250 Commercial Air Conditioning 4 5 
SLSI 10 Career Preparation 6 

Total Credits 48 

NOJL· !he College makes no represenfufwn. pron11se. or gmrmnlee thal complelwn ol1h1.1· progmm 
e11her as.rnre.1· e/Jg1hi/11y for or pas.1·age o(any cer11/ica1um exammalwn. accepwnce hy any s/a/e hoard. 
or thul 1h1s program 1s mlended 10 prepare gmc/11a1es,fiir emp/oymenl m uny sfufe olher than l•Jonda. 
l'rospec11ve and currenl s111denls. as ,rel/ as grmlua/es ure respons1hle.fi1r researching and 
underslandmg all examinmwn. reg1s1ra1wn. or licensure req111remen1.1· many .1·1a1e in which !hey seek lo 
hecome reg1sferecl. licensed. or employed. 

Course Descriptions 

COI\101 Introduction to Building Construction 6 credit hours 
This course prO\ ides a study of Energ~ Efficient Building Construction and OSHA regulations. This 
course also includes an introduction to blueprint reading and the proper use of architectural and 
eng1necnng s~mbols. relationship of,ie11s. and construction measurements. 1l1e student ,1111 lcarn basic 
construction mathematics and principles. Pre-requisite: \lone 

EITI 15 Basic Electricity and Electronics 4.5 credit hours 
Electrical principles and applications arc introduced. Topics include clcctncal parameters and units. 
direct and alternating current. series and parallel circuits. resistance. capacitance. inductance. magnetism. 
and equ11alcnt circuits. Lab 111cluded Pre-requisites T\one 

EIT250 \1otors and Controls 4.5 credit hours 
This course is 111tended to assist the student to learn ho11 AC motors operate and ho11 to install them The 
course "·ill gn c the student an understanding of hm1· motor controls arc designed and installed to proYidc 



contro l schemes . Efforts will be made to keep the course practical, yet to prov ide the theory about why a 
motor and an associated control system works . Lab included. Pre-requisites: EIT l 15 or EIT125 

HAC150 Air Conditioning and Refrigeration 4.5 credit hours 
This course introduces the refrigeration cycle, basic them10dynamics, heat transfer, temperature/pressure 
relationship, refrigerant safety, refrigeran ts, refrigerant cylinders , and refrigeration components. Lab 
included. Pre-requisites: None 

HA Cl 70 Air Conditioning 4.5 credit hours 
This course provides instruction in components , applications and installation of mechanical refrigeration 
and air conditioning systems. ARI standards are introduced and used in the troubleshooting and repair or 
air conditioning systems. EPA regulations are studied and used in recovery , charging and evacuation 
procedures for Type I, Type II, and Type III systems. Coursework includes hands on applications in 
recovery, evacuation , and charging techniques. Lab included. Pre-requisit es: No ne 

HAC200 Applied Heating 4.5 credit hours 
Heat pumps will be introduced and a study of the procedures and principles used in serving heating 
systems to include gas, electric, and hydronic systems. Lab included. Pre-requisites : HAC15 0 

HAC230 HVAC System Design 4.5 credit hours 
This course provides a study of the properties of air and results of cooling , heating , humidifying , or 
dehumidifying ; heat gain and heat loss calculations including equipment selection and balancing the air 
system. Heat Load Calculations will be studied and applied in the design of refrigeration systems . The 
course is concluded with EPA review and Testing for EPA Technician Certification. Lab included. 
Pre-requisites: HA Cl 70 

HAC240 Commercial Refrigeration 4.5 credit hours 
This course introduces practical appl ication in the maintenance of commercia l refrigeration: high , 
medium, and low temperature applications and ice machines . Lab included. Pre-requisit e: HAC150 

HAC250 Commercial Air Conditioning 4.5 credit hours 
This course encompasses the stud y of co mponen ts, ap plicati ons, and insta llatio n of air con diti onin g 
sys tem s wit h capacities of 25 tons or less. Lab included. Pre-requisit e: HAC150 

SLSll0 Career Preparation 6 credit hours 
This course provides students with the foundation for jo b preparation and jo b searching. Students will 
identify their qualificat ions for their chosen career; identify what employers look for in strong candidates ; 
build resumes and cover letters; gain tips on completing applications; jo b and informatio nal interviewing; 
as well as j ob searching, professional networking, and tips for sett ing up a successfu l career. Th is course 
will also introduce students to the applicat ion of basic interpe rsonal communicat ion skills, with a focus on 
achieving success in the workplace. Pre-requ isites : None 



Diploma in RV AC- 10 month 
Course sequencing 

EITl l S HAClS0 

HAClS0 

HAC170 CON101 

EITll S HAC170 

EITll S HACl S0 

HACl S0 EITll S 

EITl l S 

Pre-req 

EITllS 

HAClS0 

HAC170 HAClS0 

CON101 

HAC200 HAClS0 

HAC230 HAC170 

EIT250 EITllS 

EITllS and HAC150 

EITllS and HAClS0 

HACl S0 

HAClS0 EITl lS 

EITll S 

HAC170 

HAClS0 

HAClS0 EITl lS 

EITll S 



HAClSO EITllS 

EITllS 

HAC170 

HAClSO 

HACl SO EITllS 

EITllS 

HAClSO EITllS 

EITll S 

HAC170 

HAClSO 





Faculty will be hired upon program approval. 



September 20, 2016 

Mr. Alex Rodriguez 
Executive Director 
Southern Technical College 
1685 Medical Lane 
Suite 200 
Fort Myers , FL 33907 
arodri guez@southemtech .edu 
acicsfortmyers@so uthemtech .edu 
acicstampa@southemtech .edu 

Dear Mr. Rodriguez: 

Subject: Approval to Expand the Institution 's Scope of Accreditation 

Sent Via Email Only 

To Offer Programs Significantly Different From Current Program Offerings 
Southern Techn ical College, ACICS ID 00010657-Main 
Southern Technical College, ACICS ID 00018863-Branch 

At its September 15, 2016 meeting, the Executive Committee of the Council acted to approve the 
expansion of the institution ' s scope of accreditation to include offering programs that are 
significantly different from its current offerings by allowing the addition of a diploma program in 
Heating, Ventilation and Air Cond itioning (HV AC). It is noted for the record that the current 
grant of accreditation for the main campus extends through December 31, 2020 

Please contact Dr. Terron King at tking@acics.org if you have any questions for which we might 
assist. 

Sincerely, 

b)(6) 

Mr. Roger J. Williams 

Interim President 

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 



September 23, 2016 

Dr. Ilia Matos 
Southern Technical College 
1685 Medical Lane , Suite 200 
Fort Myers, FL 33907-1.157 
acicsfortmye rs@southemtech .edu 
i matos@so utherntech .edu 

SUBJECT: New Program Approval 
Application ID: 69735 

Dear Dr. Matos: 

Sent Via Email Only 

The new program application and supporting materia ls submitted on June 23, 2016 by Southern 
Technical College, Fort Myers , FL, ACICS ID00010657 was reviewed and determined to be 
within the institution ' s stated mission and scope of accreditat ion. Therefore , effective the date of 
this letter, the Council has approved the program activity listed below. The institution or campus 
may begin advertising , recruiting , and enrolling students in the new program effective this date. 

Diploma 

This program is approved to be delivered via Residential. 

Clock/ Pn1gram 
Contact I..engtb Total Unit of 

CIP Code Pro1rram Name Hours (wks.) Credits Measurement 

51.0501 HVAC 600 40 48 Quarter 

The proposed start date is: April 4, 2017 

The institution must initiate new programs of study within one year of the proposed start date, 
and graduate at least one class per calendar year or within a period not to exceed one and one­
half times the standard program length. The institution is required to notify ACICS if the 
program start date is revised. Any extensions over 12 months from the initial start date will 
require Council action . 

In addition to remaining compliant with ACICS program of study standards , the institution must 
comply with any applicable Federal student financial aid statutory and regulatory requirements. 

MC = Main Campus; AL = Additional Location (fom1erly Branch); CA = Campus Addition (fom1erly Learning Site) 

750 First Street, NE, Suite 980 e washington, DC 20002- 4223 • t - 202 .336.6780 • f - 202.8 42.2593 eww w.acics.org 
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Dr. Ilia Matos 
September 23, 2016 
New Program Approval 
Page 2 of2 

Thank you for keeping the Council infonned of the activities at your institution . 

Sincerely , 

Corri sa Barker 
Program Analyst I 
cbarker@aci cs. org 
202-336-6843 

MC = Main Campus; AL = Additional Location (fom1erly Branch); CA = Campus Addition (fom1erly Learning Site) 

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 



September 23, 2016 

Dr. Ilia Matos 
Southern Technical College 
1685 Medical Lane , Suite 200 
Fort Myers, FL 33907-1.157 
acicsfortmye rs@southemtech .edu 
i matos@southerntech .edu 

SUBJECT: Quality Assurance Monitoring Visit 
Expanding the scope of programs offered at this campus 
Scheduled Visit: May 2018- June 2018 

Dear Dr . Matos: 

Sent Via Email Only 

On September 20, 2016 the Council approved a new program of study Southern Technical 
College, Fort Myers, FL, ACJCS ID 00010657. The new program of study activity was 
determined to be within the institution's current scope of accreditation, and therefore was 
approved without conditions. An institution is defined as the main and all additional locations. 

However , this activity is new to this campus and will require a quality assurance monitoring 
visit. The scope of the visit is to monitor adherence to ACICS standards with respect to programs 
of study. The quality assurance monitoring visit is scheduled to take place during the months 
referenced in the subject field above. The school will be contacted by a staff coordinator 
approximate ly 30-60 days prior to the timeframe established for the visit. 

If you have any questions regarding the decision for this visit, please contact me at 
cbarker@ac i cs. org . 

Sincerely, 

Corrisa Barker 
Program Analyst I 
cbarker@ac i cs. org 

MC = Main Campus; AL = Additional Location (fonnerly Branch); CA = Campus Addition (fonnerly Leaming Site) 

750 First Street, NE, Suite 980 • Washington, DC 20002-4223 • t - 202.336.6780 • f - 202.842.2593 • www.acics.org 
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Ver. September 2013 

EXPANSION OF AN INSTITUTION'S SCOPE OF ACCREDITATION 

Effective September 2013, ACICS's review of new programs of study will include determining 
if the activity is within the institution ' s current scope of accreditation. An "institution " is defined 
as a main campus and all additional locations . Therefore, new programs of study determined to 
be at a higher credential level than any program currently approved within the institutional 
grouping would be considered a substantive change. In addition, programs of study determined 
to be significantly different from other program offerings (out-of-scope) or being delivered 
through a different delivery method (DE) would be considered substantive changes to the 
institution ' s current scope of accreditation . 

Impa ct to New Program App roval Turn-Around Timeline 

Prior to approva l of the new program of study, the institution ' s scope of accreditation must be 
expanded to include the substantive change. The action to expand an institution's scope of 
accreditation requires ACICS Council approval. Therefore , the standard tum-around timeline for 
new programs of study which require expandi ng an institution's scope of accreditation as the 
result of a substantive change is 60 - 75 days. Please plan your program start dates 
accordingly . 

Impa ct to Ne w Program Appli cation and Required Documentation 

The New Program Application and key required documents have been revised to include 
documents required when it is determined to be a substant ive change to the institution's current 
scope of accreditation . In addition , the academic credit analysis (ACA) has been revised to 
include a worksheet for determining if the new program is out-of-scope within the institution ' s 
grouping. This worksheet is required of all new programs submitted after Decembe r 1, 2013. 
Staff may require a campus to complete this worksheet if an ACA is submitted prior to 
December 1, 2013 using a previous version . 

Impa ct to On-Site Visits Required as a Result of Substantive Change 

The new program visit procedures have also been revised . Visits will no longer be required 
before "final inclusion" is granted by the Council. All new program approvals will recognize that 
the action is compliant with ACICS standards and is within the institution' s scope of 
accreditation. If the new program was determined to be a substantive change to the institution' s 
scope of accreditation , an expansio n to the institut ion' s scope of accreditation , approved by 
Council, is required before the new program is approved. Consequently , ACICS will no longer 
require visits prior to final inclusion . However, ACICS will continue to monitor campuses that 
initiate new programs of study. These monitoring visits will be referred to as Quality Assurance 
Monitoring (QAM) visits. The previous New Program visit required when a program is out-of-

MC = Main Campus; AL = Additional Location (fonnerly Branch); CA = Campus Addition (fonnerly Leaming Site) 
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Substantive Change - Programs of Study 
Review and Approval Procedures 

Ver.October,2013 
Page 3 of 3 

scope will become a Quality Assurance Monitoring visit - for Out-of-Scope (QAM-OS); the 
previous Readiness Visit and Credential Inclusion Visits when a program is at a higher credential 
level will become a Quality Assurance Monitoring visit - for Higher Credential level (QAM-RV 
and QAM-HC); and finally, the previous Distance Education Inclusion visit when an institution 
is approved to offer distance education for the first time will become a Quality Assurance 
Monitoring visit - for Distance Education (QAM-DE). The scope of the QAM visits will be 
similar to the previous NP, RV and CI visits . 

ln addition to quality assurance monitoring visits required following a substantive change to an 
institution 's scope of accreditat ion, the same QAM visit may be required if the new program of 
study is at a higher credential level at that campus , or significantly different from other 
program offerings at that campus, or being delivered through a different delive ry method 
than currently offered at that campus . 

Imp act to Appr oVfll Letters 

When a new program of study is determined to be within the institution and the campus ' 
scope of accreditation , the campus will receive a new program approval letter. No further action 
will be required. The new program will be included in the campus' program listing and reviewed 
during future renewal of accreditation vis its. 

When a new program of study is determined to be wi thin the institution's scope of 
accreditation but not within the campus ' scope of accreditation, the campus will receive a 
new program approval letter. In addition , the campus initiating the new program of study will 
receive a letter informing the campus of the requirement to host a quality assuran ce monitoring 
(QAM) visit and will include visit schedule details. 

When a new program of study is determined to be a substantive change to the institution 's 
current scope of accreditation , the campus will receive a Council approva l letter expanding the 
institution' s scope of accreditation to include the substantive change. This approval letter will be 
sent to the campus initiating the new program of study with a copy to the main campus and will 
include the requirement for a quality assurance monitoring (QAM) visit with visit schedule 
details. In addition, the campus will receive a new program approva l letter. 

Please contact Dr. Terron King at tking@ac ics .org if you have any questions regarding the 
revisions to new programs of study procedures. 

:MC - Main Campus; AL = Additional Location (fonnerly Branch); CA = Campus Addition (fonnerly Leaming Site) 
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This application is to be comple ted for all new programs. All infonnation inc luding additional docume ntation is 
required unless otJierwise indicated. All new program applications must be in English and submitted elec tronicall y. 
Please note that ACICS expects profess ionali sm in all publicatfons. Writing should be clear and gramma tica lly 
correc t. Any documents needed for an applicatio n tlmt are in a language other tl1an Eng lish must be accompanied by 
an Englis h tmnslatio n. Al)proval letters will be sent via e-mail to the attention of the apl)lication 1>reparer using 
the cam1>Us' email address. 

NOTE: lfthe application preparer's email address has the same domain as the campus (the information following the "@ "}, the 
approval leuer will also be senl to this email accounl. However. if this account domain is @gmail.com or @yahoo.com or any 
domain other than the campus, the approval will only be sent to the campus email account. 

Campus/Institution Information 

Campus Name, City , State 

Campus ACICS ID: 

lfBC , Main Campus ACICS ID: 

outhern Technical Colleoe, Tam 

poo1886J I 
poo106s] I 

Classification: 

Application Preparer Information 

!ILIA Y. MATO S, EDD I 

Branch Camp us (BC) 

~ R VP,INSTITU TIONAL 
QUALITY AND 

Title ACCREDITATION j Applicatio n Prepare r' s Name 

Telephone K407) 757-13 84 I *Email: ti;MATOS@SOUTHERNTECH.EDU I 
* If the preparer ·s email domain is 1101 the same as the campus, staff will correspo nd to the application preparer during the 
review process using their email address above; however the final approval letter will be senl to the institution's email account 
ONLY. 

Substantive Change to the Institution 's Scope of Accreditation Information 
A "YES" ,-esponse to either 2.b., 3.b., 4.b., or 5. will conslilll te a substantive change to the institution's scope of accreditation 
and require additional review by the Council prior to approval of the new program . Prel imina,y review of this application will 
include validating the responses ro the institution's current scope of accreditation. If staff review conflicts with infom1ation stated 
on this application, a revised application may be requested. 

In addition, if an instillltion or campus is seeking to offer courses or a program via on line, a Distance Education Application or 
cm Expansion to Dista nce Education Application must be submitted. Approval of this activity will not be accepted through the 
New Program App lication process. 

1. Is this application being submitted in response to a tea m visit? 

ffl GHER CREDENTIAL LEVEL 
2. Is tllis new program of study tl1e first at this credentia l leve l; 

a . at this campus? 
b. within tllis institution ? 

(An institution is defined as the Mai n anti all B ranch locations) 

OUT OF SCOPE (see out-of scope worksheet attached to the ACA) 

Yes DI] 

Yes 
Yes HE 

No DK] 

No 
No 
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3. 

4. 

5. 

6. 

Is this new program of study significantly different from exist ing offerings 
of educational programs (referred to as out-of-scope); 

a. at this campus? 
b. within tllis institution? 

(An insti tution is defined as the Mai n anti all Bran ch locations) 

DIFFERENT DELIVERY METHOD 
Is tllis new program of study t11e first to offe r 100% of the coursewor k in a 
language other t11an English; 

a. at tllis campus? 
b. within tllis institution? 

If YES, list tl1e language: 
(An institution is tlejine<l as t/ze Main and all Bran ch l.ocations) 

Is tllis new program of study the first to offer coursewor k via distance 
education; This program will not be offered via distance education. 

a. at tllis campus? 
i. If NO, please identify the ACICS DE approval : 

ii. If NO, provide the date of the DE visit: 
b . within this institution? 

(An institution is defin ed as the Main and all Bran ch locations) 

OTHER SUBSTANTIVE CHANGES 

Yes 
Yes 

Yes 
Yes HE 

Is tllis new program of study increasing the total cred its to an existi ng l7 
program by 25% or greate r? Yes UlJ 

Program Detail 

No 
No 

No 
No 

No 

Enter the program name as if is approved by 1he state, excluding the credential level (Exceptions, i\lfasters of Business 
Adminislralion or Doctor of Business Administra lion., etc.) 

7. Program Name: AC CIPC ODE: 15.050 1 

8. Crede ntial Level: Certificate 11 Diploma tx j Occupational Associate ' s 11 Academic Associate 's 

Bachelor 's Degree 11 Master 's Degree 11 Doctoral Degree 

9. Propose d Start Date: IAQril 4, 2017 I 
if the state identifies 1he credemial level diff eremly than AC /CS, please provide the s1a1e credential level below. 

10. State Credential Level : NIA 

11 

I 

--------------------------------
New programs must be initiated within one year of the planned start date. Programs which are not initiated within one year of their planned start 
date must submit a formal request to "extend the proposed start date". This request requires the Council approval before implementation. If the 
program start date is not extended beyond one year and is not started within the initial year, it will no longer be considered an approved 
program at the campus in question and will be considered surrendered. If a program is being taught out the campus is required to notify 
AC/CS and provide confirmation of the date the program is no longer active. 

11. Is t11is a clock-ho ur progra m? 
12. Unit of credits awarded? 
13. Tota l c redit hours awa rded: 00** 
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15. Program Length (in weeks): Minimwn: I @o I Maximum: ..... I @_o___._[ _ __, 
Minimum and maximum weeks should reflect difference in scheduling (day/evening not part-time /full-time) 

16. Prognun Length (in academic years) Minimum I ~ I 
17. Weeks per academic yea r I p6 I I ~~-~ Maximum ..... I ~~I __ ~ 

** The total number of contact hours is one standard deviation beww the average contact !tours for programs 
within this scope. Of the ten courses designed for this program, eight inclutle a lab component Each course 
addresses the needs of current employment needs, including t.he desired contact !tours to qualify for workforce 
development funding . 

Narrative 

CAMPUS MISSION 

18. What is the miss.ion of the .institution? (Restrict text box to 1,500 characters with spaces) 

he mission of Southern Technical College is to provide education and training in a variety of medical and 
technical areas that enables duates to obtain en 1-level em lo ment. I 

19. What are the objectives of the new proI:,'T'dm? 

rrhe HV AC diploma program is designed to prepare students for entry- level employment as HV AC 
technicians by providing students with a foundation of knowledge and technically oriented experiences in 
the application of relevant technology systems. I 

Describe how these objectives confonn to the mission of tJ1e institution. (Restrict text box to 1,500 characters 
with s1>aces). 

The program objectives conform to the mission of the institution as the program provides training in 
technical area that is designed to enable graduates to obtain entry-level employment. 

COMMUNITY/PROFESSIONAL RESOURCES UTILIZED IN PROGRAM DEV ELOPMENT 

20. What types of community or professional input were utilized to develop the program? 

tf he program was developed in 2008 by who holds an AA degree in Electronics from 
the Cleveland Institute of Tec hnology and a Bachelor of Arts in Manage ment lnfonnation Systems from 
Kennedy Western Uni versity. Subsequent modifications were made in consultation with current STC 
faculty. I 

Please upload as one docume nt copies of all minutes of advisory board meetings pertine nt to this application 
and include the names and qualifications of members. (See step 3 in the New Program Application Process) 

21. State the qualifications for persons who : (Restrict text box for each of t11e responses below to 1,000 characters 
with spaces) 

a) designed the curriculum 

he program was developed in 2008 by who holds ~m AA degree in Electronics 
from the Cleveland Institute of Teclmolo , and a Bac helor of Arts in Mana ement Information 
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Systems from Kennedy Western University. Subsequen t modifications were made in consultation with 
current STC faculty. I 

b) will supervise the new program 

The program will be supervised by the campus Director of Education, Ms. Amanda Ross. Ms. Ross has 
over ten years of experience in the field of higher education ranging from teaching to administering 
academic departments. She holds a BA in ArchaeolO!,'Y and a Master of Arts in Educa tion and Human 
Development. Upon inception of the program, a lead .instmctor, with specialized HY AC professional 
experie nce and credentials will be hired. 

CAMPUS READINESS 

22. What resources are needed and available to offer the proposed program at full operation at the campus 
submitti ng th.is new pro!,>ram application? 

!All courses in the proposed program are new to this campus. There are some existing physical resources 
available, such as class rooms, computer lab, telephones, desks , chairs, and MS Office Software. Additional 
physical resources, such as various electronic devices; HY AC, refrigeration , and duct system trainer units; 
refrigeration charging equipment; Freon recovery station; and leaseho ld improvements are needed to offer 
the proposed program at full operation at this campus . I 

a) List the existing and new courses needed to implement the program: 

Existin!J Courses <at this camuus) New Courses <at this camnus) 
CON101 Introduction to Building Construction I 
EIT115 Basic Electricity & Electronics I 
EIT250 Motors and Controls I 
HAC150 Air Conditioning and Refrigeration Theory I 
HAC170 Air Conditioning I 
HAC200 Applied Heating I 
HAC230 HVAC System Design I 
HAC240 Commercial Refriqeration I 
HAC250 Commercial Air Conditioninq I 
SLS110 Career Preparation I 

b) List the ex isting and new physical resources needed (e.g., classrooms , librdries, institutional resources and 
equipment , and clinical sites): 

Existin!J Phvsical Resources (at this camous) New Phvsical Resources <at this camous) 
!Classrooms Various electronic devices 
Compu ter Lab HY AC, refrigera tion, and duct system trainer units 
Telephones Refrigeration charging equipment 
Desks and Chairs Freon recovery station 
Microsof t Office Software Leasehold improvements 
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23. What are the entrance requirements or methods used to detennine whet11er prospective students will be able to 
fulfill program requirements? 

rro be admitted to Southern Technical College (STC), a prospective student must complete an interview with a 
Southern Technical College Admissions Representative and submit a completed enrollment agreement. All 
applicants must have proof of standard high school graduation or completion of a General Equivalency 
Diploma (GED). Only students who possess a standard high school diploma or have completed equivalent 
coursework as certified by the applicable state department of education shall be eligible for admission to 
Southern Technical College. Proof of high school graduation must be provided p1ior to enrollment but no later 
than the last day of the drop/add period. ·1 

a) How do these requirements compare with requirements for existing programs at this campus? (This tex1 
box is limited to 1,000 characters) 

rrhe requirements stated above are the general admissions requirements applicants must meet. A sel.ect 
few existi ng programs also have program specific entry requirements. However, tJ1e proposed HY AC 
program will not have additional program specific entry requirements. I 

24. Is there an ex1ernship component? Yes DI:] No l~[x-~ 
NOTE: If YES, the ex1ernship agreement or a SAMPLE ex1ernship agreement MUST be uploaded to 
compl.ete this application 

a) IfYES , please identify potential ex1emship sites: 

I Companv Name I LIJ<atfo• 

11 

b) If YES, Describe student responsib ilities and method of supervision as outlined in tJ1e extemslrip 
agreement. (Limited to 1,000 characters) 

25. Is licensure or certification required for persons employed in 
this field in your state? 

Yes~ NoEJ 

a) If yes , describe how the curriculum will develop the competencies to enable students to meet the licensing 
or certification reqtrirements of the state. 

26. Does tJ1e state licensing agency require new programs to be approved? Yes [EI] No~III~ 
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a) If yes, describe previous or concurrent evaluation procedures that the state approva l agency requires and 
sub mit evidence of state approva l received (or proof of exemption from state approval). AJI institutions 
must submit copies of official documentation issued by their state. 

rrhe state of Florida Commission for Independent Education requires new program approval from the 
institutional accreditatio n agency first, in order to approval a new program application. Depending on the 
scope of tl1e program , the application may require Commission approval Generally , new program 
app lications are processed by the Commission office. [ 

27. Does tl1e program include training conduc ted by a third party? Yes ITI:] No l~P<-~ 

a) If yes , explain , including percentage offered. (Limited to 1,500 characte rs) 

If this program is identical to progmms submitted for multiple locations at tl1e same time, list tl1e primary campus 
and the ACICS unique ID (000x.xxxx) for all otl1er locations. 

00010657 
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ACICS NEW PRO GRAM - OUT-OF-SCOPE EVALUAT ION FORM 
(Use to determine if the new program is out-of-scope of all other programs offere d within the institution (main and all 

branch camp u.\·es). May be requiretl by staff. 

The following questions will assist campuses in determining if the new program of study would be considered within the 

institution's current scope of accreditation . If addition of this program of study results in the expansion of the institution's 

scope of accreditation, additional time is required for review and approval. Please recognize the need for additional time 

when establishing the program start date. 

I 

Campus Name 

ACICSID 

Program Name 

Credential 

CIP Code 

Southern Technical College I 
00010657,000l t 

HVAC I 
Diplom a I 
15 .0501 I 

~~- ., ,s b - ~ maicates me program 1s out -or-scope. Approva1 w111 require aaamona1 r ev1ew 

ze the and will result in an expansion of the institution's scope of accreditation. Please recogn i 

Out-of-Scope Score 7 additional time for review when establishing start dates . 

Answer the following questions to determine whether or not the program is out-of -scope 
NEW COURSE WORK EVALUATION 

--
10 

--0 

100% 

5 

1. Enter the total number of courses in the area of concentrat ion for the new program of study (DO NOT include 

general education and non-core coursework) 

2. Enter the total number of the courses within the area of concentration currently offered within the institution. 

3. 
This is an auto -populat ed ratio of new courses to existing courses within the area of concentration . 

4. NEW COURSE WORK SCORE: The following weights are given for course work ratios of new to existing 

when determining out-of-scope : 

Less than 50% O 

50%to 75% 

75%to 90% 

90%to 100% 

1 

3 

5 

CIP CODE EVALUATION 

11 5. Is this exact CIP Code used for an existing, active program within the institution? 

--) ,,,., NO l (Enter YES or NO) 

If YES, a weight of-2 will auto-populate. If NO, a weight of+ 1 will auto-populate. 

ANSW ER Q. #5. A. ONLY IF Q. #5. is NO . 

□ 
5.A Is there an existing, active program within the institution that matches the first two digits of the new 

program being submitted? 

~ (Enter YES or NO) Example: ~ 311 

If YES, a weight of -1 will auto-populate. If NO, a weight of +l will auto -populate. 

LICENSURE OR CERTIFICATION 

□ 
6. 

Enter a response only if the new program requi res licensure or cert ification to work in the field of study. Is there 

another program within the institution with the same or similar licensure or certification requirements? 

~ (Enter YES or NO) 

If NO a weight of 1 will auto-populate. 

EXTERNSHIP EVALUATION 

□ 
7. Enter a response only if the new program includes an externsh ip or internship . Is there another program within 

the institution w ith an externship or internship requirement? 

~ (Enter YES or NO) 

If NO a weight of 1 will auto -populate. 



COMMISSION FOR INDEPENDENT EDUCATION 

ANNUAL LICENSE 
This is to certify that 

Southern Technical College 
3910 Riga Boulevard 
Tampa, Florida 33619 

Is hereby licensed to oiler J)Ostsecondary 1>rogram(s) of instrnction 

Under the provisions of Chapter 1005, Florida Statutes and Chapter 6E, Florida Administrative Code for the period beginning: 

12/29/2015 

orrimi ssion · Chairperson 

~ 
§ 

This license is non-transferable , non-assumab le, and shall be rendered null and void upon any change in ownersh ip of the licensee. 

ID#22 74 



PLAN TO EXPAND AN INSTITUTIO N'S 
I 

,~ SCOPE OF ACCREDITATION 

: •\;, Page J of2 
-- ------------------------------ R•e•v•is~.

0

d•:•Se•p•tet• 1•1b•~• 2•0-14 

I 

This document is required when preliminary review of a new program of study is determined to be complia nt with 
ACICS Accreditation Criteria for programs of study, but is detennined lo be outs ide the institution' s current scope 
of accreditation . 

Campus/Institution Information 

Campus Name, City, State Southern Technical Colle e, Tam >a, FL 

Campus ACICS ID: 00018863 

IfBC , Main Campus ACICS ID: 00010657 

Program Detail 

Classification: Ma in Branch Campus (BC) 

Enter the program name as it is approved by the state and as il will be reflected on the certificate of graduation. 

Program Name : 

Credential Level : 

HVAC CIPC ODE : 15.0501 ----~-~---~-~---------~~ 

Certificate Diploma 

Bachelor 's Degree 

X Occupational Associate ' s 

Master's Degree 

Academic Associates 

Doctoral Degree 

Substantive Change to the Institution 's Scope of Accreditation Information 
lhe new program of study referenced above was submitted to ACICS for review and approval. 1l1e proposed new program of 
study is detennined to be a substantive chru1ge to the institution 's current scope of accreditation. AIJ question s must be 
completed. Upon completion , this infom1ation will be presented to the Substantive Change Review Committee (SCRC) for 
action . Inclu sion of the substantive change activity into the institution 's scope of accreditation is required prior to approval of the 
new program of study. 

A t11orough review of the infom1ation provided in this document wilJ be conducted by the SCRC. Following the review , the 
SCRC will recommend approval of a substantive change to the institution 's scope of accreditation or request additional 
infonnation irom tl1e campu s initiating the new program of study. Ift11e SCRC requests additional information , the campus will 
be notified and cru1 revise and re-submit the new program of study and/or proposed plan for expan sion, or withdraw the new 
program application. 

Reco,mnendation s for approva l from the SCRC will be presented to t11e Council for final approval to expand the institution ' s 
scope of accreditation , the campus initiating the substantive change will be required to host a quality assurance monitoring 
(QAM) visit. 1l1e scheduling of the QAM visit will be communicated in the Council' s approval Jetter to expand the institution 's 
scope of accreditation . The QAM visit does not condition U1e new program of sl11dy approval. 

A new program of sl11dy must be approved by the Council before an instit11tion or campus adverti ses, recmit s, or enrolls sl11dents 
in U1e proposed program. 

lf stafT review conflict s with infonnation stated on Uus application , a revised application may be requested. 
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1. Is this applicatio n being submitted in response to a team vis it? Yes D No ~ 
2. 111e institution's current scope of accreditation requires expansion to include: 

a. HIGHER CREDENTIAL LEVEL Yes § No 

~ b. OUT-OF-SCOPE Yes No 
c. DIFFERENT DELIVERY 1ffi1HOD Yes No 

Explain the institution's Plan to Expand The Scope of A ccreditation in the following areas (Limit each response to 
500 words or less) 
FlNANCIAL - Explain the impact the expansion in scope will have financially on this campus . Include in the 
plan the impact on the current budget (if the expansion in scope is to be implemented during the campus' current 
fiscal year) and/or.future budget s. ff applicable , include projections associated withfacili(y requirements , libra,y , 
instructional resources and technolo y re uirements. 
Expanding 01e Tampa ca mpus's scope to include the HVAC progrnm will add approximately 60 enrollm ents 
annually (once tl1e program is fully populat ed), resulting in approximat e revenues of $750 ,000. Corresponding 
operati ng expenses for the progrnm are estimated to be $500 ,000 , excluding bui ld out costs of $100 ,000 and 
equipment purchases of anoth e r $ I 00,000 . Included in annu al operating ex'J)enses are appropriate staffing , 
resource and technolo resources to accommod ate ro ,ram re uirem ents and student needs. 
RESOURCES - fa:plain the impact on resources expected with the expansion of scope. If applicable, include a 
timeline for ordering instructional resources or additional technology equipment . If applicable, include relevant 
time lines for initiating additional classroom space , campus additions or possible expansion of current .facilities. if 
applicable, include plans/or additional community resource requirements and the possible impact on current 
staff work loads, including the faculty to student ratio. ff applicable , include the implementation or expansion of 
advisory board activity. 
Correspondi ng opera ting expenses for the program are estima ted to be $500 ,000 , exclud ing build out costs of 
$100 ,000 and eq uipment purchases of another $100,000. Leasehold improve ments will begi n between January 
and Februal}' 2017. There are no plan s to add an additional location or expand the fac ility. The campus 
adm.inistrntion has identified the space with in its presen tly occupied building to bui ld the HY AC lab. The campus 
had identifie d a program advisory conun uni tv. The first meeti ng was held on July 20, 2016. 
ACADEMIC- Explain the impact the expansion in scope will have academically. If applicable , include a 
timelinefor hiring additional.faculty , staff, admission representalil'e s, and externship or internship coordinator s. 
ff a Ii cable, include any rORrammatic ors ecialized accreditation re uirements and a roval timelines. 
The campus plans to welcome its first class in June 2017 , with a projected initiaJ cohort of 5 students. Th.is 
progrnm is intended to be offe red during the day only. One to two specia lized HY AC instructors wilJ be hired 
betwee n April and May 2017. Th is progrnm does not have an exte rnsh.ip compo nent. No additional staff will be 
hired u on ince tion of this ro ram. 

750 hrst Street NI:, Suite 980 - Waslm,gton DC - 20002-4223 ph 202-336-6789 I fax 202-8-12-2593 www.acics .org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOO L S 



Diploma in RV AC- 10 month 
Course sequencing 

EITl l S HAClS0 

HAClS0 

HAC170 CON101 

EITll S HAC170 

EITll S HACl S0 

HACl S0 EITll S 

EITl l S 

Pre-req 

EITllS 

HAClS0 

HAC170 HAClS0 

CON101 

HAC200 HAClS0 

HAC230 HAC170 

EIT250 EITllS 

EITllS and HAC150 

EITllS and HAClS0 

HACl S0 

HAClS0 EITl lS 

EITll S 

HAC170 

HAClS0 

HAClS0 EITl lS 

EITll S 



HAClSO EITllS 

EITllS 

HAC170 

HAClSO 

HACl SO EITllS 

EITllS 

HAClSO EITllS 

EITll S 

HAC170 

HAClSO 





Course #: 
Course Title: 
Credit Hours: 
Course Length: 

Instructor: 
Phone: 

Course Description: 

Course Syllabus 

EIT115 
Basic Electricity and Electronics 
4.5 
4 weeks 

Pre-requisites: 
Co-requisites: 
Contact Hours: 
Revision date: 

E-mail: 
Office Hours: 

No ne 
None 
60 
8/29/16 

Electr ical principles and appl ications are introduced. Topics include e lectr ical parameters and units, direct and alte rnat ing 
current, ser ies and para llel circuits, resistance, capac itance , inductance , magnetism, and equivalent circuits. Lab included. 

Course Objectives: 

• Demons trate a working knowledge of electr ical safety. 
• Demons trate a familiari ty of basic electricity 
• The student will be able to explain series and parallel circuits . 
• Demonstrate a working knowledge of electricit y laws by solving fo r current, voltage , watts and resistance 
• The student will be able to descr ibe how magnetism works, and properties of magnetic mater ials. 
• Demonstrate a wo rking know ledge of electrica l meters and tools. 

Required Textbook: 

Publishing (2014) Contemporary Electronic s 

Freznel, Jr, L.E . (20 14). Contemporary Electronics. New York,NY: MGraw Hill Publishing. 
ISBN 9780073373805 

Supplemental Course Materials : 

This course requires the use of a removable data storage device (i.e. , USB flash drive, or its equivalent). Audio-visua l 
aids , handouts, and other resources may be utilized. 

Learning Resources : 

You will be required to use the library fo r some ass ignments. Details on these ass ignme nts will be distributed by your 
instructor at the beginnin g of the course . 

Instructional Methods: 

A combin ation of lecture, class part icipat ion, and hands-on work is used to facilitate learn ing. Proj ects may be assigned 
individually or as a group. 

1 
Syllabus- EITJ 15 



Grading Criteria: 

Class,, ork/Partic1pation 
Assignments/Home,\ ork 
Quizzes 

15%, 
15'¼, 
15'¼, 
20%, 
35'¼, 

Final Presentation 
F111al Exam 
Total 

Grade Scale: 

Crade Scale Rani!e 
A Excclknt 90-100 
R Abo,c 80-89 
C AYcragc 70-79 
D Pass1n_g 60-69 
F Failing RclO\\ 60 

Please refer to the current catalog for more 111format1011 on the grad111g system. 

Course Policies 
Students attending STC arc required to \\Car their designated program urn form and conform to the follO\\ 111g dress code: 

\1cdical Assisting 

\1cdical B1ll1ng and 
Coding: 

Applied Electronics 
Tcchnolog,: 

Electrical Trades 
Technology: 

All Programs: 

Students must \\·car their royal blue scmb set. clean sneakers or nursing shoes (must be closed 
toe). and their STC student ID badge on the ro~al blue lan~ard. 
Students completing their cxtcmship course. must,, car their black scmb set. clean sneakers or 
nursing shoes (must be closed toe). and their STC student ID badge on the royal blue lanyard at 
the assigned site 

Students must \\Car their ro~al blue scrub set. clean sneakers or nurs111g shoes (must be closed 
toe). and their STC student ID badge on the royal blue lanyard. Students completing their 
cxtcmship course. must \\·car their black scmb set. clean sneakers or nursing shoes (must be 
closed toe). and their STC student ID badge on the royal blue lanyard at the assigned site 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\a1st). long 
jeans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
roYal blue lam·ard. Jeans must be conscnati,cly /professionally styled and \\lthout holes. paint. 
or sta111s 

Students must \\·car the black STC polo shirt (appropriately sized and tucked in at the \\·aist). long 
jeans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
roYal blue lamard. Jeans must be conscnati,cl~ /profcss1onall~ st~led and \\ithout holes. pa111t. 
or stains 

Fingernails must be kept short and clean. and no acrylic nails arc allo,, cd 111 the patient care areas for the \1cdical 
Assisting students Medical Coding and Billing students may \\·car acrylic nails 111 non-patient care/contact areas '.'Jails 
arc not to exceed 1

/; 111ch 111 length from the ti ngcrt1 p and may not conta111 JC\\ els or other sharp material. 
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Uniforms must be clean and laundered Students may choose to \\Car a. shirt or T-shirt undcrthc1r scrub top 171c 
undershirt docs not need to be tucked in. I lo\\ C\ er. the undcrslmt must be clean and neat and hang no longer than t,nJ 
inches beneath the scrub top Croes may not be ,, orn. Ha.ts or head CO\ cnngs arc not allo\\ cd For safety purposes and 
professional image. any, 1siblc p1crc111gs must be rcmo,cd 

Facial hair must be neatly trimmed. E"ccss1, c JC\\ cl~ (earrings larger than a quarter. necklaces. or bangles) 1s not 
allo\\ ed. Exccss1\ c makeup or perfume 1s not acceptable Visible tattoos should be co\ crcd. if possible. Long hair must 
be tied back during all lab and cli111cal procedures. 

Any student\\ ho attends class not dressed in the designated unifom1. as outlined in the policy. ,nil rcccn c a\ crbal 
,rnming ,nthout penalty for the first infraction Any additional infractions of the L111form Policy \\ill result 111 the student 
being sent home. \\h1ch \\ill count as an unexcused absence. 

1. Students arc required to \\Car their Collcgc-pro,1dcd uniforms c,cry day. bcg111111ng on the first day or class. 
2. Students \\ ho do not meet the uniform requirement a.re prohibited from a.ttcnd111g class and/or pa.rt1c1pat111g 111 

other College-sponsored acti\itics occurring on campus the day and cYc111ng of the date of\iolation 
3. Students arc required to \\Car their urn forms regardless or the class they a.re ta.king Any exceptions. such as 

pa.rt1c1pa.tion 111 field trips. must be made 111 \\ rit111g by the mstructor after consultation \\1th the campus Exccut1,c 
Director/DOE. 

4 Instructors \\ill strictly enforce the uniform policy and \\111111cludc any student absence that results due to a 
, 1 olat1011 or th Is polic~ 111 the calculation or the profCss1ona.l performance portion of the studcnf s course grade 

5 Absences due to a\ 1olation of the L111form Policy may impact a studcnt·s course grade 111 accordance ,\·ith the 
Attendance Policy published 111 the Collcgc·s Catalog 

Tardine!;s Potier 
All students arc expected to a.rmc to class on time and prepared to learn. As classes bcg111 prompt!~. a.rm 111g late to class 
may cause students to miss \ aluable material In-class quizzes. exercises. or discussions missed due to tardy arrn al 
cannot be made up. \Vrittcn assignments submitted late \\ill haYc a late penalty of 10°.-·;, from the grade earned. If there 
arc cxtcnuat111g circumstances that ma~ affCct you. please contact me or the director or education 

Make-up Poliq 
Class attendance and pa.rtic1pat1011 a.re required \fake-up of missed classes cannot replace missed class pa.rt1c1pa.tion 
\1akc-up for in-class quizzes. exercises. or discussions due to missed class attendance a.re at the sole discretion of the 
director of education. 

('fa.'i.'iroom Potier 
The use of cell phones and pagers 111 the classroom 1s stnctl~ prohibited Tcxt111g 1s not a.110\\Cd 111 the classroom lfa.n 
cmcrgcnc~ arises. and a student must keep a cell phone or pager on during a classroom session. please notif~ the 
instmctor immediately ·111c use of phones or other electronic de\ ices in class. \\ h1ch a.re not being used for classroom 
1 nstruction. may rcsu 1t 111 a student bc111g asked to lea., c class. If a student 1s asked to lea, c class under these 
circumstances it\\ ill be counted as unexcused missed class time 

Drink111g and ca.ting 111 the classroom 1s discouraged. Bottled \\a.tcr 1s allo\\cd Children arc not allo\\cd 111 the 
classrooms or labs at any time Persona.! digital assistants (PDAs) like iPods or MP3 players arc not a.llm\·cd 111 the 
classroom. Use of the computers to access pornographic or solicitous ,\·cbsitcs 1s strictly proh1b1tcd. 

Code of Conduct 

Students arc expected to respect the rules and regulations or the College. Professional bcha., 1or. attitude. and courtesy 
tlm·a.rds instructors. staff and other students is essential. Students arc expected to main ta.in a neat. professional 
appearance 
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The facult~ expects from its students a high lc,el ofrcsponsibilit~ and academic honest~ Because the ,aluc ofan 
academic degree depends upon the absolute 111tegrit~-of the ,,ork done b~ the student for that degree. it 1s imperati,c that 
a student demonstrate a high standard of mdi, idual honor 111 his or her scholastic \Hlrk. 

Academic dishonest~. any student \\ ho commits an act or academic dishonest~ is subject to discipl111e Academic 
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any,, ork or materials 
that arc attributable 111 \\hole or 111 part to another person. tak111g an cxammation for another person. an~ act designed to 
giYe unfair adYantagc to a student or the attempt to commit such acts. 

Plagiarism. especial!~ from the ,, cb. from portions of papers for other classes. and from any other source 1s unacceptable 
and ,nil be dealt ,nth under the collcge·s policy on plagiarism (sec general catalog for details) 
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Course Outline 

Lecture/Topic Lah Activity Out Classwork 
Work/Assignment 

Week 1 • Safety Voltage and its relationship Read chapters 1. 3. 24. and 
• Electrical Careers to cncrg~ and charge 4 
• l3asic Llcctrical Concepts 
• Llcctncal Components Conductors and resistors 
and \1cters 

\:Veek One Quu 

Week 2 • Ohm. s Lm\· Sencs Circuits Read chapters 4 and 5 
• Scncs Circuits and 
Calculations PO\\er relationship to 

current and\ oltage 
\1id-term C'-am re\ IC\\ 
Mid-tem1 exam 

Week3 • Parallel Circuits Kirchoffs Voltage La\\ Read chapters 6 and 7 
• Scncs-Parallcl Circuits 
(start) Open and short circuit 

characteristics or a sen cs 
\\/eek ·nucc Quiz circuit 

Voltage dl\ ider equation 

Week4 • Series-Parallel Circuits Kirchoffs Current la\\ Read chapter 8 and AHA 
(completion) RLS 

Current diYidcr equation 
Final e"amination re\ IC\\ 
Final examination 
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Course#: 
Course Title: 

Credit Hours: 
Course Length: 

Instructor: 
Phone: 

Course Description: 

Course Syllabus 

HAC150 
Air Conditioning and Refrigeration 
Theory 
4.5 
4 weeks 

Pre-requisites: 
Co-requisites: 

Contact Hours: 
Revision date : 

E-mail: 
Office Hours: 

None 
None 

60 
8/29/16 

This course introduces the refrigeration cycle , basic them10dynamics , heat transfer , temperature/pressure relationship , 
refrigerant safety, refrigerants , refrigerant cylinders, and refrigeration components. Lab included. 

Course Objectives: 

• Demonstrate knov,1ledge of principl es of matter and thennodynamics , heat transfer , pressure temperature 
relationship , and BTU scale. 

• Compute the refrigeratio n ton and compute total heat added or removed from a substance . 
• Demonstrate a familiarity of refrigerants , storage requirements and containment. 
• Demonstrat e knowledge of refrigerant safety precautions and first aid of refrigerant casualties . 
• Demonstrate knowledge of the basic refrigeration cycle. 
• Demonstrate knowledge of refrigeration components and their function in a refrigeration system. 

Required Textbook: 

Whitman , B., Johnson , B ., Tomc zyk, J., & Silberstein , E. (2013). Refrigeration & Air Conditionin g Technology. (7th ed.) 
Independence , KY: Cengage . ISBN 978 1285042954 

Delta T.Solutions . Refrigerant Transition and Recovery Certification Program Manual for HVACR 
Technicians. Independence , KY: Cengage ISBN 9780766845190 

Supplemental Course Material s: 

This course requires the use of a removable data storage device (i.e ., flopp y disk , USB flash driv e, or its equivalent) . 
Audio-visual a ids, handouts , and other resources may be utilized. 

Learning Resources: 

You will be required to use the library for some assignments . Details on these assignments will be distribut ed by your 
instructor at the beginn ing of the course. 
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Instructional Methods: 

A combination of lecture. class participation. and hands-on ,,·ork is used to facilitate learning. Projects may 
be assigned 111di, idually or as a group. Students arc C'-pcctcd to engage 111 a m1111mum of 2 hours ofhomc,\ork 
per \\CCk for C\ cry hour of classroom 111struction. Homc,\ork 111cludcs. but is not limited to course readings. 
lab hours. and course projects. 

Grading Criteria: 

Class\\ ark/Participation 
Assignments/1 lomc\\ ork 
Quizzes 

15'% 
15'¼, 
15'¼, 
20'% 
35%, 

\1id-Tcrm Test 
Final Exam 
Total 100% 

Grade Scale: 

Grade Scale Ran,;,e 
A Excellent 90-100 
R Abo,c 80-89 
C AYcral!e 70-79 
D Passing 60-69 
F Failing RclO\, 60 

Please refer to the current catalog for more 111formation on the grad111g system. 

Course Policies 

Unif(Jrm Poliq 
Students attending STC arc required to ,\·car their designated program u111fom1 and contCmn to the follo\\ ing dress code: 

\1cdical Assisting 

\1cdical Office 
Administration. 

Applied Elcctro111cs 
Tcchnolog,: 

Electrical Trades 

Sdlahu,-11. IC/ 50 

Students must ,\·car their royal blue scmb set clean sneakers or nursing shoes (must be closed 
toe). and their STC student ID badge on the royal blue lanyard. 
Students complct111g their C'-tcmship course. must \\Car their black scrub set. clean sneakers or 
nursing shoes (must be closed toe). and their STC student ID badge on the royal blue lanyard at 
the assigned site 

Students must \\Car their ro~al blue scrub set. clean sneakers or nurs111g shoes (must be closed 
toe). and their STC student ID badge on the ro~al blue lan~ard. Students completing their 
extcmship course. must ,\·car their black scmb set. clean sneakers or nursing shoes (must be 
closed toe). and their STC student ID badge on the royal blue lanyard at the assigned site 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\a1st). long 
jeans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
royal blue lanyard. Jeans must be consenati\cly /professionally styled and ,\·ithout holes. paint 
or sta111s 
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Tcchnolog\: 

All Programs: 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\a1st). long 
_1cans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
royal blue lanyard. Jeans must be conscnati\cly /professionally styled and ,\·ithout holes. paint. 
or stains 

Fingernails must be kept short and clean. and no acrylic nails arc allO\\Cd in the patient care areas for the \1cd1cal 
Assisting students Medical Coding and l3illing students may ,\·car acrylic nails 111 non-patient care/contact areas '.'Jails 
arc not to exceed \<1 inch 111 length from the fingertip and may not contain _1c,\·cls or other sharp material 

Unifom1s must be clean and laundered Students may choose to ,\·car a shirt or T-shirt under their scrub top ·111c 
undershirt docs not need to be tucked in. I lo\\ C\ er. the undershirt must be clean and neat and hang no longer than t,nJ 
inches beneath the scrub top. Croes ma~ not be \\Om. Hats or head CO\Cnngs arc not allo,\Cd. For safct~ purposes and 
professional image. any \ 1siblc p1crc1ngs must be rcmoYcd 

Facial hair must be neatly trimmed. E'-CCSSI\ c JC\\Clry (earrings larger than a quarter. necklaces. or bangles) 1s not 
allo,, ed. Exccss1, c makeup or perfume 1s not acceptable Visible tattoos should be co, crcd. if possible. Long hair must 
be tied back during all lab and clinical procedures. 

Any student\\ ho attends class not dressed in the designated unifom1. as outlined in the policy. ,nil rcccn c a, crbal 
\\arn111g \\lthout penalty for the first infraction An~ additional infractions of the Lniform Policy\\ 111 result in the student 
being sent home.\\ h1ch \\ ill count as an unexcused absence. 

1. Students arc required to \\Car their Collegc-pro\1dcd uniforms C\Cry day. beginning on the first day or class. 
2 Students \\·ho do not meet the uniform requirement arc prohibited from attending class and/or participating 111 

other College-sponsored acti,itics occumng on campus the day and cYc111ng of the date of,iolation 
3. Students arc required to \\Car their uniforms regardless or the class they arc taking Any exceptions. such as 

participation in field trips. must be made 111 \\ nting by the instructor after consultation "·ith the campus Lxccuti, c 
Director/DOE. 

4 Instructors \\ill strictly enforce the uniform policy and \\111 include any student absence that results due to a 
,iolation of this policy in the calculation of the professional performance portion of the studcnt"s course grade 

5 Absences due to a, 10lation of the L111form Policy may impact a studcnt·s course grade 111 accordance "·ith the 
Attendance Policy published 111 the Collegc·s Catalog 

All\ student \\ho attends class not dressed in the designated uniform. as outlined m the pol1c~. \\111 rccc1,c a ,crbal 
\\arn111g \\lthout penalty for the first infraction An~ additional infractions of the Lniform Policy\\ 111 result in the student 
being sent home. \\ hich "·ill count as an unexcused absence. 

6. Students arc required to \\ car their College-pro\ 1dcd uniforms C\Cry day. beginning on the first day or class. 
7. Students \\·ho do not meet the uniform requirement arc prohibited from attending class and/or participating 111 

other College-sponsored act1, itics occurring on campus the day and C\ cning or the date or, 1olation 
8 Students arc required to \\ car their unifonns regardless of the class they arc taking Any exceptions. such as 

participation in field trips. must be made in "·riting by the instmctor after consultation \\ ith the campus Exe cu ti Ye 
Director/DOE. 

9. Instructors ,nll strictly enforce the unifom1 policy and ,nil include any student absence that results due to a 
,iolation of this policy in the calculation of the professional pcrfom1ancc portion of the studcnt"s course grade 

10 Absences due to a ,10lat1on of the Lniform Policy may impact a student"s course grade in accordance \\!th the 
Attendance Policy published in the Collcgc·s Catalog 

Tardine.\-.\-Poliq 
All students arc expected to arriYc to class on time and prepared to !cam. As classes begin promptly. arriYing late to class 
ma\ cause students to 1111 ss , al uable material. In-class q u 1zzcs. C'-Crc1scs. or di scuss1011s 1111 sscd due to tard~ am, al 
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cannot be made up. \Vrittcn assignments submitted late ,,111 ha,c a late penalty or 10'!--'0 from the grade earned. If there 
arc cxtcnuat111g circumstances that ma~ affect you. please contact me or the director of education. 

Make-up Poliq 
Class attendance and partic1pat1011 arc required \fake-up or missed classes cannot replace missed class participation. 
\1akc-up for in-class quizzes. exercises. or discussions due to missed class attendance arc at the sole discretion of the 
director of education. 

('/a.'i.'iroom Polic)' 
The use of cell phones and pagers 111 the classroom 1s stnctl~ prohibited Tcxt111g 1s not allo,\cd 111 the classroom lfan 
emergency arises. and a student must keep a cdl phone or pager on during a classroom session. please notify the 
instmctor immediately ·111c use of phones or other clcctronic de, ices in class. \\ h1ch a.re not being used for classroom 
instruction. may result 111 a student bc111g asked to lea, c class. If a student 1s asked to lea, c class under these 
circumstances it\\ ill be counted as unexcused missed class time 

Dnnk111g and eating 111 the classroom 1s discouraged. Bottled \\atcr 1s allo,,cd Children arc not allo,,cd 111 the 
classrooms or labs at any time Personal digital assistants (PDAs) like iPods or MP3 players arc not a.llm,·cd 111 the 
classroom Use or the computers to access pornographic or solicitous ,,cbs1tcs 1s strictly proh1b1tcd. 

Code of Conduct 

Students arc expected to respect the rules and regulations or the College. Prof"css1011al bcha, 1or. attitude. and courtesy 
tm,·a.rds mstmctors. staff and other students is essential Students arc expected to maintain a neat. profossiona.l 
appearance 

The faculty expects from its students a high lc,cl ofrcspons1bility and academic honesty lkcausc the ya.Jue ofa.n 
academic degree depends upon the absolute 111tcgrit~ or the ,,ork done b~ the student for that degree. 1t 1s 1mpcrati,c that 
a student demonstrate a high standard of mdi, 1dual honor 111 his or her scholastic \Hlrk. 

Academic dishonest~. any student \\ ho commits an act or academic dishonest~ 1s subject to disc1pl111c Academic 
dishonesty includes but is not limited to cheating. plagiarism. collus1on. the submission for credit of any,, ork or ma.tcnals 
that a.re attnbutablc in,, hole or in part to another person. taking an examination for another person. any a.ct designed to 
g1,c unfair ad,antagc to a student or the attempt to commit such acts. 

Plagiarism. cspcc1all~ from the ,, cb. from portions of papers for other classes. and from any other source 1s unacceptable 
and \\111 be dealt \\!th under the collegc·s policy on plagiarism (sec general catalog for details) 
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Sample Course Outline 

Weck 1 

Weck2 

Lecture/Topic 

• Define and gl\e a bnefh1story or 
I IV AC and Refrigeration 
• List\ anous types of I IV ACR Jobs 
and e"pla1n \\hat the~ \\Ork 
• Lxplain the diftCn.:nce bct\\ecn 
potential and kinetic energ~ 
• List common forms or energ~ and 
the u111ts used to measure them 
• Define temperature and explain the 
effect 1t has on a substance 
• Discuss the u111que characteristic of 
the three states or matter 
• l\ame the physical and thermal 
properties of matter 
• List common fom1s of energy and 
the u111ts used to measure them 
• Lxplain the diftCrence bct\\ecn 
\\ eight and mass 

• Explain hO\\ manometers measure 
pressure 
• Describe hO\\ gas responds to 
changes 111 temperature. \Olume and 
pressure 
• E"pla1n the fundamental principles 
behind the refrigeration c~clc 
• l\amc the three main rd'ngeration­
system interconnecting Imes and the 
four maJor components of the 
compression cycle 
• ldentif~ \\here in the refr1gerat1on 
system the refrigerant 1s saturated. 
superheated and subcooled 
• Define refrigerant and identif\ the 
type ofrd'ngcrant by its number 
designation and chemical composition 
• E"pla1n the di!Tcrence bet\\een 
compounds. zcotropcs and azeotropes 
refrigerants 
• List the difTcrent types or refrigerant 
contaminants. safety ratings and match 
refrigerants \\!th the proper 
refrigeration oil 

Mid-tem1 Examination 
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Lab Activity 

PrO\ ide students \\ 1th an opportunity to 
turn on an a/c unit and ha\ e a basic 
\isual opportu111ty to check hm\· the 
S\Stem \\Orks 

PrO\ ide students \\ 1th an opportunity 
identif~ the basics components 

Out of Classroom 
Work/Assignment 

Read from the 
Rd'ngcration & Air 
Conditio111ng 
Technolog~ Book the 
Introduction. u111ts L 
2. 8 and 9: and from 
the Refrigerant 
Transition and 
Reco\elY certification 
Program Manual for 
I IVACR Tcch111cians 
I to 84. 

At the conclusion of the Lab the student Read from the 
,nil 1dcntif\ the refrigeration cycle. 
components and lines. using a real 
S\ stem 

At the conclusion of the Lab the student 
\\111 ha\e the knmdedge on hO\\ to 
connect and disconnect gauges and 
starting to read 
pressures and temperatures of 
refrigerants 
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Rd'ngcration & Air 
Cond1tio111ng 
Technolog~ Book the 
Introduction. u111ts 3. 
45 and 46: and from 
the Refrigerant 
Transition and 
Reco\elY certification 
Program Manual for 
I IVACR Tcch111cians 
85 to 92. 



Week 3 • Explain the relationship bct,n:cn At the rnnclus1011 of the Lab the student Read from the 
atmospheric pressure. gauge pressure ,\"lll ha Ye the kno\\ kdgc on hlm· to Rd'ngcration & Air 
and absolute pressure perform a \acuum to a seal refrigeration Cond1tio111ng 
• Comert atmospheric. absolute. SYStcm Technology Book the 
gauge and Yacuum pressure to Introduction. um ts L 
diffCrcnt scales At the conclusion of the Lab the student 4. 8 and 46: and from 
• Define head pressure and tell hlm· it ,\"lll ha Ye the kno,, kdgc hm,· to ,rnrk. the Refngerant 
1s used remo, c and change a shredder, ah e Transition and 
• E"pla111 the operation of gauge ReCO\CIY certification 
mamfold and describe the different Program Manual for 
t~ pcs of refrigeration sen 1cc HVACR Tcch111c1ans 
• E"pla111 ho,\ to proper!~ 111stall and 93 to 128 
rcmo, e a gauge manifold set on 
schradcr, ah cs 
• Describe ho,\ to gain access to 
S\"Stems \\ ithout scrYlCC YaiYCS 
• Demonstrate ho to obtain and read a 
refrigerant \1SDS. and appl~ first aid 
111 case of an accident 
• E"pla111 the refrigerant safCty rat111g 
system 
• List the safety hazards associated 
\\ ith handling refrigerants 

Week4 • Expla111 the diffCrcnt t~ pcs or At the conclusion of the Lab the student Read from the 
methods on ho,\ to detects diffCrcnt ,,111 ha\C the knmdcdgc on hm, to Refrigeration & Air 
types of leaks reco, er rcfngcrant to a pressurize tank Conditiomng 
• Discuss the difforence and charging Tcchnolog~ Book the 
procedure of l1qu1d and , apor charg111g At the conclusion of the Lab the student Introduction. umts 8. 
• Explain the operation of gauge ,\"lll haYc the opportunity to make their 10 and 47. and from 
marnfold and describe the diffCrcnt first troublcshoot111g the Refrigerant 
t~ pcs of refrigeration sen 1cc Transition and 

RecoYCIY certification 
Program Manual for 

Final Examination I IVACR Tcchmcians 
129to 142 

This course ma/me 1s s11h1ec1/0chongea11he d1scre11on o(lhe !11stn,ctor 
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Course#: 
Course Title: 
Credit Hours: 
Course Length: 

Instructor: 
Phone: 

Course Description: 

HAC170 
Air Conditioning 
4.5 
4 weeks 

Course Syllabus 

Pre-requisites : 
Co-requisites: 
Contact Hours: 
Revision date: 

E-mail: 
Office Hours: 

None 
None 
60 
08/29/16 

This course provides instruct ion in components, applications and installat ion of mechanical refrigeration and air 
conditioning systems. ARI standards are introduced and used in the troubleshooting and repair or air condit ioning 
systems. EPA regulations are studied and used in recovery, charg ing and evacuation procedures for Type I, Type II, and 
Type Ill systems . Cours ework includes hands on applications in recovery, evacuation , and charging techniques. Lab 
included. 

Course Objectives: 

• Demonstrate a working knowledge of basic HV AC and refrigerat ion system ; 
• Demonstrate a familiarit y with ARI standards and proper troubleshooting techniques; 
• Demonstrate ability to wire units using advanced wire schematics ; 
• Demonstrate proper procedure for connecting and disconnecting gauge manifold; 
• Demonstrate Recovery of refrigerants from operating systems to prescribed EPA 
• leve ls; 
• Demonst rate Proper Evacuation Procedur es; 
• Demonstrate charging procedures using superheat or sub cooling method of charging; 
• Demonstrate ability to identify various components and whether they are good or bad trough proper testing 

methods; 
• Demonstrate ability to change piston in fixed orifice metering device; 
• Demonstrate proper procedures for installing thermo - bulb and setting superheat on TXV systems. 

Required Textbook: 

Whitman , B., Johnson, B., Tomczyk, J., & Silberst ein, E. (2013) . Refrigeration & Air Conditioning Technology . (7th ed.) 
Independ ence, KY : Cengage. ISBN 978 1285042954 

Delta T.Solut ions. Refrigerant Transition and Recovery Certification Program Manual for HVACR 
Technicians. Independence, KY: Cengage ISBN 9780766845 190 

Smith. (20 14) Electricity/or Refrigeration, Heating & Air Condition ing (9th Ed .) . Independence , KY: 
Cengage ISBN 978 1305133723 

Supplemental Course Materials: 
This course requires the use of a removable data storage device (i.e ., flopp y disk , USB flash drive, or its equivalent). 
Audio- visual aids , handouts , and other resources may be utilized. 
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Learning Resources: 
You ,,ill be required to use the library for some assignments. Details on these assignments ,nil be distnbutcd by your 
instructor at the beginning of the course 

Instructional Methods: 
A combination of lecture. class participation. and hands-on \\Ork 1s used to facilitate lcarn111g. Pro.1ccts ma~ 
be assigned indi, idua.lly or as a group. Students a.re expected to engage in a. minimum of 2 hours of home,, ork 
per \\·eek for c, cry hour of classroom instmction. I lomc,,ork includes. but is not lnnitcd to course readings. 
lab hours. and course pro_1ccts. 

Grading Criteria: 

Class ,, ork/Pa.rtici pa.ti on 
Assignments/Home,\ ork 
Quizzes 

15%, 
15'¼, 
15'¼, 
20%, 
35'¼, 

\1id-Tcrm Test 
F111al Exam 
Total 100% 

Crade Scale: 

Grade Scale Rani!e 
A Excellent 90-100 
u Abo\'c 80-89 
C A \Cra_gc 70-79 
D Passing 60-69 
F Failing l3clm\· 60 

Please refer to the current ca.ta.log for more infom1ation on the grading system. 

Course Policies 

Unif(Jrm Policr 

Students attending STC arc required to \\·car their designated program u111fom1 and contCmn to the follo,, ing dress code: 

\1cdical Assisting: 

\1cdical Office 
Administration 

Applied Elcctro111cs 
Technology: 

Sdlahu,-11. IC/ 10 

Students must \\Car their ro~al blue scrub set. clean sneakers or nurs111g shoes (must be closed 
toe). and their STC student ID badge on the royal blue lanyard. 
Students complct111g their C'-tcmship course. must \\Car their black scrub set. clean sneakers or 
nurs111g shoes (must be closed toe). and their STC student ID badge on the ro~al blue lan~ard at 
the assigned site 

Students must \\·car their royal blue scmb set. clean sneakers or nursing shoes (must be closed 
toe). and their STC student ID badge on the ro~al blue lan~ard. Students completing their 
cxtcrnship course. must \\·car their black scmb set. clean sneakers or nursing shoes (must be 
closed toe). and their STC student ID badge on the royal blue lanyard at the assigned site 

Students must \\·car the black STC polo shirt (appropriately sized and tucked in at the ,mist). long 
_1cans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
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Electrical Trades 
Tcchnolog,: 

All Programs: 

roYal blue lall\ ard. Jeans must be con sen ati, cl~ /profcss1onall~ st~ led and \\ ithout holes. pa111t. 
or sta111s 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\a1st). long 
jeans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
roYal blue lam·ard. Jeans must be con sen ati, cl~ /profcss1onall~ styled and \\ ithout holes. pa111t. 
or stains 

Fingernails must be kept short and clean. and no acrylic nails arc allm\·cd 111 the patient care areas for the \1cdical 
Ass1st111g students \1cd1cal Coding and Billing students ma~ \\ car acr~ lie nails 111 non-patient care/contact areas \!ails 
arc not to exceed \<1 inch 111 length from the fingertip and may not contain jc,, els or other sharp matcnal 

Uniforms must be clean and laundered Students may choose to \\Car a shirt or T-shirt undcrthc1r scrub top 171c 
undershirt docs not need to be tucked in. I lo,, C\ er. the undershirt must be clean and neat and hang no longer than t,nJ 
inches beneath the scrub top. Croes ma~ not be \\Om. Hats or head C0\Cnngs arc not allO\\Cd. For safct~ purposes and 
professional image. any, 1siblc p1crc111gs must be rcmO\Cd 

Facial hair must be neatly trimmed. E'-CCSSI\ c JC\\ cl~ (earrings larger than a quarter. necklaces. or bangles) 1s not 
allo,\Cd. Exccssnc makeup or perfume 1s not acceptable Visible tattoos should be cmcrcd. if possible Long hair must 
be tied back during all lab and cli111cal procedures. 

Any student,, ho attends class not dressed in the designated unifom1. as outlined in the policy. ,nil rcccn c a\ crbal 
,rnming ,nthout penalty for the first infraction Any additional infractions of the L111form Policy ,,ill result 111 the student 
being sent home.\\ h1ch \\Ill count as an unexcused absence. 

Students arc required to ,, car their Collcgc-proY1dcd unifonm eye~· day. bcgin111ng on the first day of class 
2. Students \\ ho do not meet the uniform requirement arc prohibited from attcnd111g class and/or part1c1pat111g 111 

other College-sponsored acti\itics occurring on campus the day and cYc111ng of the date of\iolation 
3 Students arc required to \\·car their unifom1s regardless of the class they arc taking. Any exceptions. such as 

part1c1pat1011 111 field trips. must be made 111 \\rit111g b~ the instructor after consultation \\1th the campus Exccuti\C 
Director/DOE. 

4 Instructors \\ill strictly enforce the um form pol1c~ and\\ 111 mcludc an~ student absence that results due to a 
, 1olation ofth1s po lie~ 111 the calculation of the profCss1onal performance portion of the student" s course grade 

5 Absences due to a\ 1olation of the L111form Policy may impact a studcnt·s course grade 111 accordance ,nth the 
Attendance Policy published 111 the Collcgc·s Catalog 

Tardine!;s Potier 
All students arc expected to armc to class on time and prepared to learn. As classes bcg111 prompt!~. arm mg late to class 
may cause students to miss \ aluable material In-class quizzes. exercises. or discussions missed due to tardy arrn al 
cannot be made up. \Vrittcn assignments submitted late ,,ill haYc a late penalty of 10°,--;, from the grade earned. If there 
arc cxtcnuat111g circumstances that ma~ affCct you. please contact me or the director or education 

Make-up Poliq 
Class attendance and partic1pat1011 arc required. \fake-up of missed classes cannot replace missed class part1c1pation 
\1akc-up for in-class quizzes. exercises. or discussions due to missed class attendance arc at the sole discretion of the 
director of education 

('fa.'i.'iroom Potier 
The use of cell phones and pagers 111 the classroom 1s stnctl~ prohibited Tc"tmg 1s not allo,\Cd 111 the classroom !fan 
cmcrgcnc~ arises. and a student must keep a cell phone or pager on during a classroom session. please notif~ the 
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instructor 1111mcdia.tch· The use or phones or other electronic de\ ices 111 class. \\ h1ch a.re not being used for classroom 
instruction. may result 111 a student bc111g asked to lea.\C class. lfa student 1s asked to lea\C class under these 
circumstances it\\ ill be counted as unexcused missed class time 

Dnnk111g and ca.ting 111 the classroom 1s discouraged. Bottled \\a.tcr 1s allo,,cd Children arc not allo,,cd 111 the 
classrooms or labs at any time Persona.! digital assistants (PDAs) like iPods or MP3 players arc not a.lkm·cd 111 the 
classroom. Use or the computers to access pornographic or sol1c1tous \\Cbsitcs 1s strictly proh161tcd. 

Code of Conduct 

Students arc expected to respect the rules and regulations of the College. Professional bcha.\ior. attitude. and courtesy 
tlm·a.rds instructors. staff and other students is essential Students arc expected to maintain a. neat. professional 
appearance 

The facult~ expects from its students a high le\cl orrcspons1bilit~ and academic honcsh Because the \a.luc ora.n 
academic degree depends upon the absolute 1ntcgrit~ of the ,,ork done b~·thc student for that degree. it 1s 1mpcrat1\c that 
a student demonstrate a high standard of mdi\ 1dual honor 111 his or her scholastic ,nJrk. 

Academic dishonest~ . any student \\ ho com 111 its an a.ct or a.cadcm1 c dishonesty 1s su bJ cct to d1sc1 pl Inc. Academic 
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any ,rnrk or materials 
that a.re attributable 111 ,,hole or 111 part to another person. tak111g an examination for another person. an~ a.ct designed to 
g1\C unfair ad\antagc to a student or the attempt to commit such acts. 

Pla.g1a.n sm. especial 1 ~ from the ,, cb. from portions of papers for other classes. and from any other source Is unacceptable 
and ,nil be dealt ,nth under the collcgc·s policy on plagiarism (sec general ca.ta.log for details) 
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Sample Course Outline 

Lecture/Topic Lab Activity Out of Classroom 
W ork/Assienmcnt 

Week 1 • Demonstrate a ,nJrking Students "ill properly pcrfonn Read from the 
knmdcdgc ofbas1c I IVAC and the gauge manifold installation Rcfngcration & Air 
rcfr1gcrat1011 system startlllg \\ 1th and rcmo,al procedure from Conditioning Tcchnolog~ 
the compressor an operating system l3ook the Introduction. u111 t 
• Demonstrate an understanding of 21. 22. 23 and 24 
the :5 Di!Tcrcnt compressor types b~ Students,, ill proper!~ connect 
design and function a rcfngcrant rccoYGI;,' machine 
• The Function of the Compressor and prepare 1t for refrigerant 
• Demonstrate a \\Orking remo, al 
kno\\ ledge of basic I IV AC and 
refrigerations~ stem focusing on 
Condensers 
• Demonstrate an understanding of 
the di!Tcrcnt Condenser t~ pes b~ Hands-on Quu 
design and function 
• Demonstrate an understanding of 
the di!Tcrcnt E\aporators types b~ 
design and function 
• Demonstrate a ,nJrking 
knm,ledgc ofbas1c HVAC and 
refrigeration system focusing on 
\1ctcring DcYiccs 
• Demonstrate an understanding of 
the different types of \1ctcnng 
De, ices by design and function 

Week 2 • Demonstrate a famd1antY \\ith Students \\ ill properly perform Read from the 
ARI standards and proper the gauge manifold installation Refr1gcrat1011 & Air 
troubleshootlllg techniques and rcmo,al procedure from Conditioning Technolog~ 
• Using An Standard ,rnrk sheets an operating system l3ook the Introduction. u111 t 
properly calculate s~stem 10. 40. 41 
pcrt0nnancc. Students \\ ill properly connect 
• Demonstrate a ,nJrking a rcfngcrant rccoYGI;,' machine 
knm,ledgc ofbas1c HVAC and and prepare it for refrigerant 
refrigeration system rcmoYal 
• Demonstrate a famd1antY \\ith 
ARI standards and proper Students,, ill reco,er 
troubleshooting techniques refrigerant and cYacuatc the 
• Demonstrate an understanding. system. 
comparison. and contrast diff'crent 
charging methods Students\\ ill use a\ acuum 
• Demonstrate charging procedures pump to c,acuate the s~stem. 
uslllg superheat or sub coollllg 
method of charging 

\11d-tem1 Exam 
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Week3 

Week 4 

• Demonstrate a \\Orking 
knO\\lcdgc ofbasic HVAC and 
n.;fngeration system focusing on 
\1odulating \1ctenng Dc\ices 
• Demonstrate proper procedures 
for installing thcnno bulb and 
setting sub-cool mg on a TXV 
SYstcm 
• Demonstrate ability to idcntif\ 
\ anous components and ,\·hcther 
they arc good or bad through proper 
testing \1cthods 
• Identify the electrical system . . 

components and their function 
• Testing procedures to identd~- ira 
component is good or bad 
• Usage ofa Digital Multi-Meter to 
determine the resistance. \Oltage 
and amperage of clcctncal 
components 
• Explain hm\· to read the Lo\\ -Side 
and I ligh-Sidc Gauge Readings 

• Demonstrate ability to ,nrc units 
using adYanccd ,nrc schematics 
• Abilih to accuratch· follm\ and 
trace ,nnng schematics 
• Demonstrate knO\\ ledge on hm\ 
to trace and follO\\ ach anced \\ 1r1ng 
schematic 

Final E"am 

Students\\ ill proper!~ perform 
the gauge manifold installation 
and remoYal procedure from 
an operating s~ stem 

Students\\ ill the system 
pump-dm\n procedure and 
rcmoYe a TXV type metering 
deYicc 

Students\\ ill rccoYcr 
refrigerant and eYacuate the 
SYStcm. 

Students\\ ill charge system by 
superheat or sub-cool mg 
according to manufacturer 
specs 

Students \\ ill trace and follm\· 
adYanccd ,nnng schematic 

The students ,nll highlight the 
terminal connections from 
point to point \\h1lc physically 
\\ inng circuits. 

lh1.1· c011rse out/me ts s11~1ccf to c/wngc uf the dl.l'crcfwn of'lhc instn,ctor. 
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Read from the 
Refrigeration & Air 
Conditioning Technology 
Rook the Introduction. unit 
10. 12. 14. l.'i and41 

Read from the LlectncitY 
for Refrigeration and Air 
Conditioning Tech111c1an 
book Chapter .'i. 6 



Course#: 
Course Title: 
Credit Hour s: 
Course Length: 

Instructor : 
Phone: 

Course Description: 

HAC200 
Applied Heating 
4.5 
4 weeks 

Course Syllabus 

Pre-requisites: 
Co-requisites: 
Contact Hours: 
Revision date: 

E-mail: 
Office Hours: 

HAC150 
None 
60 
08/16 

Heat pumps will be introduced and a study of the procedures and p1inciples used in serving heating systems to include 
gas , electric , and hydronic systems. Lab included. 

Course Objective s: 
• Demonstrate knowledge of various heat pump systems; 
• Service and troubleshoot heat pumps; 
• Demonstrate basic knowledge of hydronic heating systems; 
• Demonstrate basic knowledge of boiler systems; 
• Identify different types of gas furnaces; 
• Identify and discuss component operation of gas furnaces ; 
• Service and troubleshoot gas furnaces; 
• Perform safety inspections on gas and electric heating systems; 
• Identify unsafe operation of gas furnaces; 
• ldentify and discuss component operat ion of e lectric heating systems; and 
• Service and troubleshoot electric heating systems. 

Required Textbook: 

Whitman , B., Johnson, B ., Tomczyk , J ., & Silberstein , E. (2013). Refrigeration & Air Conditioning Technology. (7th ed.) 
Independence, KY: Cengage. ISBN 978 1285042954 

Delta T.Solutions . Refrigerant Transition and Recovery Certification Program Manual for HVACR 
Technicians. Independence, KY: Cengage ISBN 9780766845 190 

Supplemental Course Materials: 
This course requires the use of a remova ble data storage device (i.e., USB flash drive, or its equivalent). Audio -visua l 
aids , handouts, and other resources may be utilized. 

Learning Resour ces: 
You will be required to use the library for some assignments. Detai ls on these assignments will be distributed by your 
instructor at the beginning of the course. 
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Instructional Methods: 
A combination of lecture. class participation. and hands-on ,,·ork is used to facilitate learning. Projects may 
be assigned 111di, idually or as a group. Students arc C'-pcctcd to engage 111 a m1111mum of 2 hours ofhomc,\ork 
per \\CCk for C\cry hour of classroom 111struction. Homc,\ork 111cludcs. but is not limited to course readings. 
lab hours. and course pro_1ccts. 

Grading Criteria: 

Class\\ ark/Participation 
Assignments/Home,\ ork 
Quizzes 

15'% 
15'% 
15°--·C, 
20%, 
35'% 

Final Presentation 
F111al Exam 
Total 

Crade Scale: 

Crade Scale Ran,;,e 
A Excellent 90-100 
R Abo,c 80-89 
C AYcral!e 70-79 
D Passing 60-69 
F Failing RclO\, 60 

Please refer to the current catalog for more 111formation on the grad111g system. 

Course Policies 

Unif(Jrm Poliq 
Students attending STC arc required to ,\·car their designated program u111fom1 and contCmn to the follo\\ ing dress code: 

\1cdical Assisting 

\1cdical Office 
Administration. 

Applied Elcctro111cs 
Tcchnolog,: 

Electrical Trades 

Sdlahu,- II. IC200 

Students must ,\·car their royal blue scmb set clean sneakers or nursing shoes (must be closed 
toe). and their STC student ID badge on the royal blue lanyard 
Students complct111g their C'-tcmship course. must \\Car their black scrub set. clean sneakers or 
nursing shoes (must be closed toe). and their STC student ID badge on the royal blue lanyard at 
the assigned site 

Students must \\Car their ro~al blue scrub set. clean sneakers or nurs111g shoes (must be closed 
toe). and their STC student ID badge on the ro~al blue lan~ard. Students completing their 
extcrnship course. must ,\·car their black scmb set. clean sneakers or nursing shoes (must be 
closed toe). and their STC student ID badge on the royal blue lanyard at the assigned site 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\aist). long 
jeans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
royal blue lanyard. Jeans must be consenati\cly /professionally styled and ,\·ithout holes. paint 
or sta111s 
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Tcchnolog\: 

All Programs: 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\a1st). long 
_1cans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
royal blue lanyard. Jeans must be conscnatiYely /profcss1onally styled and ,nthout holes. paint. 
or stains 

F111gcrnails must be kept short and clean. and no acrylic nails arc allO\\Cd in the patient care areas for the \1cd1cal 
Ass1st111g students \1cdical Coding and Billing students may \\car acrylic nails in non-patient care/contact areas '.'Jails 
arc not to exceed \<1 inch 111 length from the fingertip and may not contain jc\\ els or other sharp matcnal 

Unifom1s must be clean and laundered Students may choose to ,\·car a shirt or T-shirt under their scrub top ·111c 
undershirt docs not need to be tucked in. I lo\\ C\ er. the undershirt must be clean and neat and hang no longer than t,nJ 
inches beneath the scrub top. Croes ma~ not be \\Om. Hats or head CO\Cnngs arc not allo,\Cd. For safct~ purposes and 
professional image. any \ 1siblc p1crc1ngs must be rcmoYcd 

Facial hair must be neatly trimmed. E'-CCSSI\ c JC\\ cl~ (earrings larger than a quarter. necklaces. or bangles) 1s not 
allo,, ed. Exccss1, c makeup or perfume 1s not acceptable Visible tattoos should be co, crcd. if possible Long hair must 
be tied back during all lab and clinical procedures. 

Any student\\ ho attends class not dressed in the designated unifom1. as outlined in the policy. ,nil rcccn c a, crbal 
\\arn111g \\lthout penalty for the first infraction An~ additional infractions of the Lniform Policy\\ 111 result in the student 
being sent home.\\ h1ch \\Ill count as an unexcused absence. 

1. Students arc required to \\Car their Collcgc-pro\1dcd uniforms C\Cry day. beginning on the first da~ or class 
2 Students \\·ho do not meet the uniform requirement arc prohibited from attending class and/or participating 111 

other College-sponsored acti,itics occumng on campus the day and cYc111ng of the date of,iolation 
3. Students arc required to \\Car their uniforms regardless of the class the~ arc taking. Any C'-CCpt1011s. such as 

participation in field trips. must be made in \\·riting by the instructor after consultation ,nth the campus ExccutiYc 
Director/DOE. 

4 Instructors \\ill strictly enforce the uniform pol1c~ and\\ 111 mcludc an~ student absence that results due to a 
,iolation of this policy in the calculation of the professional performance portion of the studcnt"s course grade 

5 Absences due to a, 10lation of the L111form Policy may impact a studcnt·s course grade 111 accordance ,nth the 
Attendance Policy published 111 the Collcgc·s Catalog 

Tardine.\-.\-Poliq 
All students arc expected to armc to class on time and prepared to learn. As classes begin prompt!~. arm mg late to class 
may cause students to miss , aluable material In-class quizzes. exercises. or discussions missed due to tardy arrn al 
cannot be made up. \Vrittcn assignments submitted late \\Ill ha\C a late penalty or 10'!--·0 from the grade earned. If there 
arc extenuating circumstances that ma~ affCct you. please contact me or the director or education 

Make-up Poliq 
Class attendance and participation arc required \1akc-up of missed classes cannot replace missed class participation. 
\1akc-up for in-class quizzes. exercises. or discussions due to missed class attendance arc at the sole discretion of the 
director of education. 

('fa.'i.'iroom Potier 

The use of cell phones and pagers 111 the classroom 1s stnctl~ prohibited Tc"tmg 1s not allo,\Cd in the classroom !fan 
emergency arises. and a student must keep a cell phone or pager on during a classroom session. please notify the 
instmctor immediately The use of phones or other clcctro111c dcY1ccs in class. \\·h1ch arc not being used for classroom 
111struction. may result in a student being asked to lea,c class. lfa student 1s asked to lea,c class under these 
circumstances it\\ ill be counted as unexcused missed class time 
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Drinking and eating 111 the classroom 1s discouraged. Bottled \\atcr 1s allO\\Cd Children arc not allO\\Cd in the 
classrooms or labs at am· time Personal digital assistants (PDAs) like 1Pods or MP3 pla~crs arc not allO\\Cd in the 
classroom. Use of the computers to access pornographic or solicitous \\·cbsitcs 1s strictly proh1b1tcd. 

Code of Conduct 

Students arc expected to respect the rules and regulations or the College. Prof"css1011al bcha\ 1or. attitude. and courtesy 
tm\·ards mstmctors. staff and other students is essential Students arc expected to maintain a neat. professional 
appearance 

The faculty expects from its students a high lcYcl of responsibility and academic honesty Because the Yaluc of an 
academic degree depends upon the absolute intcgnty of the ,rnrk done by the student for that degree. 1t is 1mpcratiYc that 
a student demonstrate a high standard or 111d1\ idual honor 111 his or her scholastic \\Ork. 

Academic dishonest~. any student \\ ho commits an act or academic dishonest~ 1s subject to discipline Academic 
dishonesty includes but 1s not limited to cheating. plag1ansm. collusion. the subm1ss1on for credit or any \\Ork or materials 
that arc attributable in\\ hole or in part to another person. taking an examination for another person. any act designed to 
g1\C unfair ad\antagc to a student or the attempt to commit such acts. 

Plagiarism. cspcc1ally from the \\ cb. from portions of papers for other classes. and from any other source is unacceptable 
and \\111 be dealt \\!th under the collcgc·s policy on plag1ansm (sec general catalog for details) 
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Sample Course Outline 

Tonic/Activitv Lab Out of Classroom Work 
Week 1 Course Introduction Troublcshooting I !cat L111t 43. 44 

I !cat Pumps Pumps 
Geothermal Applications Complete Work Order 

I IV AC LYaporators and problcms 
Quiz Condensers 

Weck2 Centrifugal Pumps Troublcshoot111g Boilers L111t 33. 48 
Hydron1c Heating Systems Running L111ts 
l3oilcr Refrigerant demonstration 
Chillers Disassembh· and 

replacement on demo u111ts 
Mid-tern1 Lxam Re\ ie,,· 
Mid-term E"am 

Week 3 Introduction to Clas Procedures on natural gas. L111t 27.28.31 
Furnaces LP. propane gases. 
Gas Furnace operation & 
Com crsion from Clas fired air ha.ndlcr 
\!atural to LP 
Gas Furnace Controls Complete scrYicc tickets 
Introduction to 
Troublcshootmg Gas Re\ ie" or S, stems 
Furnaces Operations 

Hands-on Quu 
Week 4 Troubleshooting Lab: Split SerYicc ticket using actual L111t 27.28.29.43 

System I !cat scIYicc calls as examples 
Pumps. and Air 
Conditioners: Package Installation of elcctnc heat 
System Heat Pumps: Gas 
furnaces: Electric Stnp 
I !cat and Zone Control I lands-{m quiz: 
SYstems. Troublcshoot111g heat 

SYStems 
ReYie\\ for Final 
F111al Examination 

!l11s c011rse 011/ltne 1s .1·11~1ecf lo c/wnge uf the d1screfwn (!{the lnslmclor 
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Course#: 
Course Title: 
Credit Hours: 
Course Length: 

Instructor: 
Phone: 

Course Description: 

HAC230 
HV AC System Design 
4.5 
4 weeks 

Course Syllabus 

Pre-requisites : 
Co-requisites: 
Contact Hours: 
Revision date: 

E-mail: 
Office Hours: 

HAC170 
None 
60 
8/29/16 

This course provides a study of the properties of air and results of cooling, heating , humidifying , or dehumidifying ; heat 
gain and heat loss calculations including equ ipment selectio n and balancing the air system. Heat Load Calculations wi ll be 
studied and applied in the design of refrigeration systems . The course is concl uded with EPA review and Testing for EPA 
Techn ician Certification . Lab included. 

Course Objectives: 

• Identify HV AC system designs and components ; 
• Ide ntify problems with HY AC system designs and components ; 
• Test for probl ems with HV AC system designs and components ; 
• Recognize important indust ry standards and guidelines concerning HY AC systems ; 
• Demonstrat e Knowledge of Refrigerants and How they Affect the Ozone ; 
• Demonstrat e knowledge of EPA Regulations ; 
• Demonstrat e knowledge of Procedures in Recovery of Refrigerants 

Required Textbook: 

B. Whitman , B. Johnson , J. Tomcz yk, E. Silberste in (2013) Ref rigeration & Air Conditioning 
Technology and lab book 7th Edition Clifton Park NY Cengage 

ISBN 978 1 I 11644475 

Supplemental Course Materials: 

Thi s course requires the use of a removable data storage dev ice (i.e. , floppy d isk, USB flash drive , or its equivalent). 
Audio- visual aids , handouts , and other resourc es ma y be ut ilized. 

Learning Resour ces: 

You will be requi red to use the library for some assignm ents. Details on these assignm ents will be d istribu ted by your 
instructor at the beginn ing of the course. 

Instructional Methods: 

A combination of lecture, class particip ation, and ha nds-on work is used to fac ilitate learning. Projects may be assigned 
individually or as a group. 
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Grading Criteria: 

Class,, ork/Participation 
Assignments/Home,\ ork 
Quizzes 

15%, 
15'¼, 
15'¼, 
20%, 
35'¼, 

\1id-Term Test 
F111al Exam 
Total 

Crade Scale: 

Grade Scale Ram•e 
A Excellent 90-100 
u Abon; 80-89 
C A,cragc 70-79 
D Passnw 60-69 
F Failing l3clm,· 60 

Please refer to the current catalog for more infom1ation on the grading system. 

Course Policies 

Uniform Potier 

Students attending STC arc required to ,,·car their designated program u111fom1 and contCmn to the follo,, ing dress code: 

\1cdical Assisting 

\1cdical Office 
Administration 

Applied Elcctro111cs 
Tcchnolog,: 

Electrical Trades 
Tcchnolog,: 

Sdlahu,- II. IC230 

Students must ,,·car their royal blue scmb set clean sneakers or nursing shoes (must be closed 
toe). and their STC student ID badge on the royal blue lanyard. 
Students complct111g their C'-tcmship course. must \\Car their black scrub set. clean sneakers or 
nursing shoes (must be closed toe). and their STC student ID badge on the royal blue lanyard at 
the assigned site 

Students must ,,·car their royal blue scmb set clean sneakers or nursing shoes (must be closed 
toe). and their STC student ID badge on the ro~al blue lan~ard. Students completing their 
extcrnship course. must ,,·car their black scmb set. clean sneakers or nursing shoes (must be 
closed toe). and their STC student ID badge on the royal blue lanyard at the assigned site 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\aist). long 
_1cans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
royal blue lanyard. Jeans must be consenati,cly /professionally styled and \\·ithout holes. paint 
or sta111s 

Students must \\Car the black STC polo shirt (appropriately sued and tucked 111 at the \\a1st). long 
jeans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
royal blue lanyard. Jeans must be consenatiYcly /professionally styled and ,nthout holes. paint. 
or sta111s 
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All Programs: 

Fingernails must be kept short and clean. and no acrylic nails arc alkm·cd 111 the patient care areas for the \1cdical 
Ass1st111g students \1cd1cal Coding and Billing students ma~ \\Car acrylic nails 111 non-patient care/contact areas \!ails 
arc not to exceed 1

/; 111ch 111 length from the fingertip and may not conta111 JC\\ els or other sharp material 

Uniforms must be clean and laundered Students may choose to \\Car a shirt or T-shirt undcrthc1r scrub top 171c 
undershirt docs not need to be tucked in. I lo\\ G\ er. the undcrslmt must be clean and neat and hang no longer than t,nJ 
inches beneath the scrub top. Croes may not be ,nJm_ I lats or head coYcnngs arc not allo,, ed. For safety purposes and 
professional 1111agc. any, 1sible p1crc111gs must be rcmo,cd 

Facial hair must be neatly tnmmcd. LxccssiYG JC\\ dry (carnngs larger than a quarter. necklaces. or bangles) is not 
allo\\cd. Exccssl\c makeup or perfume 1s not acceptable Visible tattoos should be CO\crcd. if possible Long hair must 
be tied back during all lab and cli111cal procedures. 

An~ student \\ho attends class not dressed 111 the designated uniform. as outlined 111 the policy. \\111 rcccl\c a ,crbal 
,rnming ,nthout penalty for the first infraction Any additional infractions of the L111form Policy \\ill result 111 the student 
being sent home. \\h1ch \\ill count as an unexcused absence. 

Students arc required to \\ car their Collcgc-proY1dcd unifonm GYcry day. bcgin111ng on the first day of class. 
2. Students \\ ho do not meet the uniform requirement arc prohibited from attcnd111g class and/or part1c1pat111g 111 

other College-sponsored act1, itics occurring on campus the day and c, c111ng of the date or, 1olation 
3 Students arc required to \\ car their unifonns regardless of the class they arc taking Any exceptions. such as 

part1c1pation 111 field trips. must be made 111 \\ rit111g by the 111structor after consultation \\1th the campus Exccut1,c 
Director/DOE. 

4. Instructors ,nll strictly enforce the unifom1 policy and ,nil include any student absence that results due to a 
, 1 olat1011 or th Is polic~ 111 the calculation or the professional performance portion of the studcnf s course grade 

5 Absences due to a, 1olation of the L111form Policy may impact a studcnt·s course grade 111 accordance "·ith the 
Attendance Policy published in the Collcgc·s Catalog 

Tardine!;s Potier 
All students arc expected to arriYc to class on time and prepared to !cam. As classes begin promptly. arriYing late to class 
ma~ cause students to 1111 ss , al uable material. In-class q u 1zzcs. C'-Crc1scs. or di scuss1011s 1111 sscd due to tard~ am, al 
cannot be made up. \Vrittcn assignments submitted late \\ill haYG a late penalty of 10°.-·;, from the grade earned. If there 
arc cxtcnuat111g circumstances that ma~ affCct you. please contact me or the director or education 

Make-up Potier 
Class attendance and partic1pat1011 arc required \fake-up of1111sscd classes cannot replace 1111sscd class participation. 
\fake-up for 111-class qu1ucs. exercises. or discussions due to 1111sscd class attendance arc at the sole discretion of the 
director of education. 

('fa.'i.'iroom Potier 
The use of cell phones and pagers 111 the classroom 1s stnctly proh1b1tcd. Tcxt1ng 1s not allo\\·cd 111 the classroom If an 
cmcrgcnc~ arises. and a student must keep a cell phone or pager on during a classroom session. please notif~ the 
instmctor immediately ·111c use of phones or other dcctronic de, ices 111 class. \\ hich arc not being used for classroom 
instmction. may result 111 a student being asked to lea, G class. If a student 1s asked to lea, c class under these 
circumstances it,, ill be counted as unexcused 1111sscd class time 

Drinking and eating in the classroom 1s discouraged. Bottlcd ,rntcr is allo\\ cd Children arc not allo\\ cd 111 the 
classrooms or labs at am· time Personal digital assistants (PDAs) like 1Pods or MP3 pla~crs arc not allO\\Cd 111 the 
classroom Use of the computers to access pornographic or solicitous \\Gbs1tcs is strictly prohibited. 
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Code of Conduct 

Students arc expected to respect the mks and regulations of the College. Professional bcha\ior. attitude. and courtesy 
tO\\ards 111structors. staff and other students 1s essential Students arc expected to ma111ta111 a neat. professional 
appearance 

The facult~ expects from its students a high lc\el ofrcsponsibilit~ and academic honesh Because the \aluc ofan 
academic degree depends upon the absolute integrity of the \\ ork done by the student for that degree. it is impcrati\ c that 
a student demonstrate a high standard of mdi\ idual honor 111 his or her scholastic \\·ork. 

Academic dishonesty. any student \\·ho commits an act of academic dishonesty is subject to discipline Academic 
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any\\ ork or matcnals 
that arc attributable 111 \\hole or 111 part to another person. takmg an examination for another person. an~ act designed to 
giYc unfair adYantagc to a student or the attempt to commit such acts. 

Plagiarism. especial!~ from the \\ cb. from portions of papers for other classes. and from any other source 1s unacceptable 
and \nil be dealt \\·ith under the collcgc·s policy on plagiarism (sec general catalog for details) 
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Week 1 

Weck2 

Sdlahu,- II. IC230 

Course Outline 

Lecture/Topic 

• Explain the relationship 
bet,, ccn dry-bulb. ,, ct-bulb 
and de,\ -pomt temperatures 
• Explain the ditforcnccs 
bet,, ccn static pressure and 
, elocity pressure. 
calculating cfm Ycioc1ty 
and area 
• Describe methods of 
rcco, cring refrigerant 
1nclud111g actl\e and 
pass!\ e methods 
• Discuss EPA regulations 
as the, relate to refrigerants 
• ldentd~- a DOT-apprO\ ed 
rcco, er\· cYlindcr 
• Describe omne depletion 
and global ,rnnning 
• Discuss hm,· CFCs 
deplete the earth's ozone 
la\'cr 
• Differentiate bct,,·ccn 
CFCs. HCFCs. and HCs 
Refrigerants 

• Define the mearnng or 
indoor air quality and our 
role as it relates to this area 
• Identify ,arious 
pollutants. pollutants 
patlH\ays and se,eral tools 
and instruments to help 
measure and c\'aluatc IAQ 
• Explam appropriate 
strategics to pre\ cnL 
control and rcsol\'c IAQ 
problems 
• List the types of air filters 

Lab Activity 

Plot points on the 
psychometric chart. explain 
the relationship discuss the 
factor affecting human 
comfort and ,,·ays the 
bod~ dissipates heat 

I.ab \\1th diffCrent scenarios 
to get dry-bulb and \\et­
bulb temperatures 

Out of Classroom 
Work/Assi2:nmcnt 
Read units 9. 35 and 37 

Begm to \\Ork \\1th pre­
assigned teams on oral 
presentation 

HVAC laborator\ IAQ. Air Read from the Refrigeration 
flo,, and dehumidification & Air Conditioning 

Technolog~ Book the 
I.ab \\1th diffCrent scenarios Introduction. umts 34 and 
,, ith air mo\'cmcnt 
,elocities and hm\ 
temperature and humidity 
change ,, ith different air 
1110, ements 

35 

\:Vork \\1th pre-assigned 
teams on oral presentation 

and air contaminants I lands-{m \1id-Tcnn exam 
• Explam the comfort 
conditions including 
,eloc1t~ and termmology 
• Discuss the importance of 
dcsig111ng the a1r-flo,, 
distribution. and controllmg 
casing noise 
• Distinguish bct,\·ccn 
infiltration. e"filtration. 
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, entilation. e"haust and the 
factors that affCct build111g 
pressure 
• Discuss the important of 
outdoor makeup air. 
ncgatiYc air prcssunzation. 
and appropriate air pressure 
• Explain the physical 
characteristics. connections 
and design consideration 

Week 3 • Explain the difference Duct Design & Zo111ng Read from the Rcfngeration 
bet\\ een residential & Air Cond1tio111ng 
duch\ork 111stallation and Tcchnolog~ Book the 
commercial Introduction. u111ts 37 and 
• Expla111 hO\\ to .10111. seal 38 
and construct a ducts, stem 
• Dcscnbc ho,, smoke 
detector and fire stat arc \:Vork \\!th pre-assigned 
used as safety dcYices 111 a teams on oral presentation 
duct s,·stem 
• List the most common 
duct design methods and 
gu1dcl111es used 111 the field 
• Expla111 the difforcncc 
bet\, een design friction loss 
rate and the actual static 
pressure loss through a duct 
• List the critena for 
selcct111g grilles or registers. 
duct calculators to look up 
the duct size. air Yclocity 
and friction rate 
• List the methods and 
explain the purpose of zone 
control s, stems and e"cess 
a11tlm\· control 
• Explain the purpose of 
,anablc air ,olume control 
s,·stcms and dcscnbc the 
operation of a basic zone 
control s, stem 
• Explain the difference 
bet,, een a basic zone 
control s, stem. a 
communicating zone 
control SYStcm and 
components 
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Week4 • Explain the di/Terence HVAC laboraton IAQ. Air Read from the Refrigeration 
bet\\ een heat loss. sensible flo,\ and dehumidification & Air Conditioning 
heat gain. latent heat gain Technology Book the 
and the importance of heat Introduction. u111ts 39 
load calculation \Vork ,nth pre-assigned 
• Explain hm,· the building teams on oral presentation 
materials. mnes. orientation 
and type of system ha, c an 
impact on the total load 
• Discuss the effCct of the 
conditioned spaces and 
unconditioned spaces 

Final Exam 

Oral Report 

!l11s c011rse 011/ltne 1s .1·11~1ecf lo c/wnge uf the d1screfwn (!{the lnstrucfor 
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Course Syllabus 

Course#: HAC240 

Course Title: Commercial Refrigeration 

Credit Hours: 4.5 
Course Length: 4 weeks 

Instructor: 
Phone: 

Course Description: 

Pre-requisites: 

Co-requisites: 

Contact Hours: 
Revision date: 

E-mail: 
Office Hours: 

HAC150 and 
EIT250 
None 

60 
08/29/16 

This course introduces practical application in the maint enance of commercial refrigeration : high, medium , and low 
temperature applications and ice machines . Lab included . 

Course Objectives: 

• Discuss the various types of commerc ial refrigeration systems and their applications 
Define the high, medium , and low temperature applications 

• Differentiate between the commercial refrigeration and industrial applications 
• Identify mechanical refrigeration systems: R/I cooler , W/I cooler, Freezer , Display case 

Understand Vapor compression cycle 
• Discuss TXV system 
• Discuss the Capillary Tube systems 
• Understand herme tic and semi hennetic compressor 
• Understand the Mollier Diagrams 
• Analyze refrigeration cycle to enhance troubleshooting skills 

Identify methods of temperature controls 
• Read schemat ics for high, medium , and low temperature applicat ion 
• Understand Defrost and temperature control in low temp unit 

Initiate the sequence of operation of freezer: refrigeration cycle, defrost cycle , Re-cooling cycle 
• Practice service procedures for troubleshooti ng low temp applications 
• Identify different types of ice makers 
• Understand the operation of ice cubes and flaked ice 
• Trace the water flow in ice machines and refrigeration cycle 

Practic e preventive maintenance and service procedur es 

Required Textbook: 

Whitman , B., Johnson , B., Tomczyk , J., & Silberstein, E. (2013). Refrigeration & Air Conditioning Technology. (7th ed.) 
Independence , KY: Cengage. ISBN 9781285042954 

Delta T.Solutions. Refrigerant Transition and Recovery Certification Program Man ual for HVACR 
.Technicians. Independenc e, KY: Cengage ISBN 9780766845190 
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Supplemental Course Materials: 

This course requires the use ofa rcmoYablc data storage dcYicc (i c. floppy disk. LSl3 flash driYc. or its cqui\alcnt). 
Audio-\ 1sual aids. handouts. and other resources ma\ be utilized 

Learning Resources: 

You \\ill be required to use the library for some assignments. Details on these assignments ,nil be distnbutcd by your 
instmctor at the bcg111ning of the course 

Instructional Methods: 

A combination of lecture. class participation. and hands-on \\Ork 1s used to facilitate lcarn111g. Pro.1ccts ma~ 
be assigned indi\ idually or as a group. Students arc expected to engage in a minimum of 2 hours ofhomc\\ork 
per \\CCk for C\ cry hour of classroom 111struction. HomC\\Ork mcludcs. but is not limited to course readings. 
lab hours. and course pro_1ccts. 

Grading Criteria: 

Class\\ ork/Participation 
Assignments/Home\\ ork 
Quizzes 
\1id-Tcrm Test 
F111al Exam 
Total 

Crade Scale: 

Grade Scale 
A Excellent 
u AboYc 
C A,cragc 
D Passnw 
F Failing 

15%, 
15'¼, 
15'¼, 
20%, 
35'¼, 

Ram•e 
90-100 
80-89 
70-79 
60-69 
l3clm\· 60 

Please refer to the current catalog for more infom1ation on the grading system. 

Course Policies 

Tardine.\-.\· Poliq 
All students arc expected to armc to class on time and prepared to learn. As classes bcg111 prompt!~. arm mg late to class 
may cause students to miss \ aluablc material In-class quizzes. exercises. or discussions missed due to tardy arrn al 
cannot be made up. \Vrittcn assignments submitted late \\Ill ha,c a late penalty or 10'!--·0 from the grade earned. If there 
arc extenuating circumstances that may affect you. plcasc contact me or the director of education 

Make-up Poliq 
Class attendance and participation arc required. \1akc-up of missed classes cannot replace missed class participation 
\1akc-up for in-class quizzes. exercises. or discussions due to missed class attendance arc at the solc discretion of the 
director of education 
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Cla.\·.\Toom Policv 
The use of cell phones and pagers 111 the classroom 1s stnctl~ prohibited Te"tmg 1s not allo,,ed 111 the classroom !fan 
emergency arises. and a student must keep a cell phone or pager on during a classroom session. please notify the 
instructor immediate!, 1l1e use of phones or other electronic de, ices 111 class. ,,h1ch a.re not be111g used for classroom 
1 nstruction. may resu 1t 111 a student be111g asked to lea., e class. If a student 1s asked to lea, e class under these 
circumstances 1t ,nil be counted as unexcused missed class time 

Drinking and ca.ting in the classroom 1s discouraged. Bottled ,rntcr is allo\\ cd Children arc not allo\\ cd 111 the 
classrooms or labs at any time Persona.! digital assistants (PDAs) like iPods or MP3 players arc not a.llo\\·cd 111 the 
classroom. Use of the computers to access pornographic or sol1c1tous ,,ebsites 1s strictly proh1b1ted. 

Code of Conduct 

Students arc expected to respect the mks and regulations of the College. Professional bcha.,ior. attitude. and courtesy 
to,,a.rds 111structors. staff and other students 1s essential Students a.re e"pected to 111a111ta111 a. neat. profCss1011a.l 
appearance 

The facult~ expects from its students a high lc,el ofrespons1bilit~ and academic honesh Because the ,a.Jue ofan 
academic degree depends upon the absolute 111tegnty of the \\Ork done b~ the student for that degree. 1t 1s 1mpera.ti,e that 
a student demonstrate a high standard of mdi, 1dual honor 111 his or her scholastic \\·ork. 

Academic dishonest~. any student \\ ho commits an a.ct or academic dishonest~ 1s sub.1ect to d1sc1pl111e. Academic 
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any ,rnrk or materials 
that a.re attributable 111 ,,hole or 111 part to another person. tak111g an exa.m111a.tion for another person. any act designed to 
giYc unfair adYantagc to a student or the attempt to commit such acts. 

Plag1a.n sm. especial 1 ~ from the ,, eb. from portions of papers for other classes. and from any other source Is unacceptable 
and ,nil be dealt ,nth under the collegc·s policy on plagiarism (sec general ca.ta.log for details) 
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Sample Course Outline 

Lecture/Topic Lab Activity Out of Classroom 
Work/Assignment 

Week 1 Class orientation Practice basic refrigeration L111t2L27 

ldcnt1f~ d1fTcrcnt mechanical refrigeration system start-up. lcak test. 

SYStcms C\acuation. and recharge 

Re, lC\\ Vapor Compression Cycle 

Describe the operation of different t~ pcs Compressor mn111ng test 111 

ofmdenng de\"lCCS the system applying the 
diagnostic chart for 
commercial rdrigeration 

Week 2 E"pla111 the \1oll1cr Diagram Practice basic refrigeration L111t 29 

Lndcrstand the operation or R/1 cooler. system start-up. lcak test. 

freezer. and Walk 111 cooler/frcc.,cr e, a.cua.tion. and recharge 

E"pla111 electrical systems 

ldcntif~ di!Tcrcnt methods of temperature 
control 111 lo,\ temperature applications 

Mid-term exam 
Weck3 Lnderstand dift'crent methods of defrost Practice basic refrigeration Lnit 29 

SYStcm s~stcm start-up. leak test. 
eYa.cua.tion. and recharge 

Practice the electrical 
sequence of Rea.ch in coolcr 
and freezer 

Practice the clcctncal 
sequence of\:Valk 111 cooler 
and frCC.-'Cr 

Week 4 Describe Ice Makers Demonstrate sen 1cc and L111t 27 

E"pla111 electrical sequence and \\atcr troubleshooting 1cc \fakers 

flo,\ or 1cc maker 

Re, lC\\ sen 1cc diagnostic chart and Use actual sen 1cc calls to 
dc\clop troubleshooting skills troubleshoot commercial 1cc 

Final examination makers. 

This course ma/me 1s s11h1ec1 lo chonge a11he d1scre11on 0(1he !11stn,ctor 
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Course Syllabus 

Course#: HAC250 

Course Title: Commercial Air Conditioning 

Credit Hours: 4.5 
Course Length: 4 weeks 

Instructor: 
Phone: 

Course Description: 

Pre-requisites: 

Co-requisites: 

Contact Hours: 
Revision date: 

E-mail: 
Office Hours: 

HAC150 and 
EIT250 
None 

60 
08/29/16 

This course encompasses the study of components, applications , and installation of air conditioning systems with 
capacities of 25 ton s or less. Lab included . 

Course Objectives: 

• Identify components found on systems, including air to air , air to water, and water to water systems. 
• Li st ASHRAE descriptions ofHV AC systems . 
• Explain the operation of an all-weather syste m. 
• Arrange mec hanical refrigeration cycle components and accessories in proper order. 
• Determine performance capacity. 
• Evaluate the operating performance of an air filt er, list the type of filter , their media , and uses. 
• Recognize the differences between new and older facility management systems. 

Define terms commonly used in the controls industry. 

Required Textbook: 

Whitman, B., Johnson, B ., Tomczyk, J., & Silberstein, E. (2013). Refrigeration & Air Conditioning Technology. (T' ed.) 
Independence , KY: Cengage. ISBN 9781285042954 

Delta T.Solutions. Refrigerant Transition and Recovery Certification Program Manual for HVACR 
Technicians. Independence, KY: Cengage ISBN 9780766845190 

Supplemental Course Materials: 

This course requires the use of a removable data storage device (i.e., floppy disk, USB flash drive, or its equivalent). 
Audio-visual aids, handouts, and other resources may be utilized. 

Learning Resources: 

You will be required to use the library for some assignments. Details on these assignments will be distributed by your 
instructor at the beginning of the course. 
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Instructional Methods: 

A combination ofkcturc. class participation. and hands-on ,,·ork is used to facilitate kam1ng. Projects may 
be assigned 111d1, 1dually or as a group. Students arc expected to engage 111 a m1111111u111 of 2 hours ofhomc,\ork 
per \\CCk for C\ cry hour of classroom 111struct1011. HomC\\Ork mcludcs. but 1s not limited to course readings. 
lab hours. and course projects. 

Grading Criteria: 

Class\\ ark/Participation 
Ass1gnmcnts/l lomc\\ ork 
Quizzes 
\11d-Tcrm Test 
Final Exam 
Total 

Grade Scale: 

Grade Scale 
A Excellent 
R Abo,c 
C AYcral!c 
D Passing 
F Failing 

15'% 
15'¼, 
15'¼, 
20'% 
35%, 

100% 

Ran,;,e 
90-100 
80-89 
70-79 
60-69 
RclO\, 60 

Please refer to the current catalog for more 111format1011 on the grad111g system. 

Course Policies 

Tardine!;s Potier 
All students arc expected to arriYc to class on time and prepared to !cam. As classes begin promptly. arriYing late to class 
ma~ cause students to 1111 ss \ al uablc material. In-class q u 1zzcs. C'-Crc1scs. or di scuss1011s 1111 sscd due to tard~ arn \ al 
cannot be made up. \Vrittcn assignments submitted late \\ill haYc a late penalty of 10°.-·;, from the grade earned. If there 
arc extenuating circumstances that may affect you. pkasc contact me or the director of education. 

Make-up Potier 
Class attendance and partic1pat1011 arc required. \fake-up of missed classes cannot replace missed class part1c1pation 
\fake-up for 111-class quizzes. C'-Crc1scs. or discussions due to missed class attendance arc at the sole discretion of the 
director of education 

Cla.\-.\Toom Poliq 
The use of cell phones and pagers 111 the classroom 1s strictly prohibited Tex ting is not allo\\ cd 111 the classroom If an 
cmcrgcnc~ arises. and a student must keep a cell phone or pager on during a classroom session. please notif~ the 
instmctor immediately ·111c use of phones or other ckctronic de\ ices in class. \\ h1ch a.re not being used for classroom 
instmction. may result 111 a student being asked to lea\ c class. If a student 1s asked to lea\ c class under these 
circumstances it\\ ill be counted as unc"cuscd missed class time. 

Drinking and ca.ting in the classroom 1s discouraged. Bottkd ,rntcr is allo\\ cd Children arc not allo\\ cd 111 the 
classrooms or labs at am· time Personal digital assistants (PDAs) like 1Pods or MP3 pla~crs arc not allO\,cd 111 the 
classroom. Use of the computers to access pornographic or solicitous \\cbsitcs is strictly proh1b1tcd. 
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Code of Conduct 

Students arc expected to respect the mks and regulations of the College. Professional bcha\ior. attitude. and courtesy 
tO\\ards 111structors. staff and other students 1s essential Students arc expected to ma111ta111 a neat. professional 
appearance 

The facult~ expects from its students a high lc\el ofrcsponsibilit~ and academic honesh Because the \aluc ofan 
academic degree depends upon the absolute integrity of the \rnrk done by the student for that degree. it is impcratiYc that 
a student demonstrate a high standard of mdi\ idual honor 111 his or her scholastic \\·ork. 

Academic dishonesty. any student \\·ho commits an act of academic dishonesty is subject to discipline. Academic 
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any \rnrk or materials 
that arc attributable 111 \\hole or 111 part to another person. tak111g an examination for another person. an~ act designed to 
giYc unfair adYantagc to a student or the attempt to commit such acts. 

Plagiarism. especial!~ from the \\ cb. from portions of papers for other classes. and from any other source 1s unacceptable 
and \nil be dealt \nth under the collcgc·s policy on plagiarism (sec general catalog for details) 
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Sample Course Outline 

Lecture/Topic Lab Activity Out of Classroo m 
Work/Assignment 

Weekl Commercial A/C Equipment Unit 21, 47 
Refrigeration Theory Operation & Diagnostic Pre-test 

a. Air Conditioning 
Components Temperature and Pressure Basics 

b. Fundamentals of Worksheets 
Refrigera tion 

Facilities Management: Heat, 
Temperatur e & Pressure Basics 

a. The Role of HV AC Systems 
in facility Management 

Human Comfort 
HV AC System Types 

a . Commercial NC Equipment 
Operation & Diagnostic 
Heating & Components 

Week2 Heat Exchange Cooling Systems & Worksheets Unit 47, 48 
Heat Recovery Equipment 

Midterm examination 

Week3 Refrigeration Equipment Cycle Commercial Air Conditioning Unit 22, 47, 48 
Equipment Equipment Operation & 

a. Basic Refrigeration Cycles Diagnostic Cooling Components 
& Introdu ction to NC Films 
Test 

Air Cleaning Equipment 
Air Moving Equipment 

a. Commercial Air 
Conditioning Equipment 
Operation & Diagnost ic 
Economizer 

Humidifiers 

Week4 Control Systems Troubleshooting and typical Unit 49, 50 
Control Strategies operating conditions for 

a. Commercial Air commercial refrigeration using 
Conditioning Equipment actual service calls. 
Operation & Diagnostic 

Effective Facility Control 
a. Commercia l Rooftop 

Equipment 

Final examination 
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Course#: SLSUO 
Course Title: Career Preparation 
Credit Hours: 6 
Course Length: 4 weeks 

Course Description: 

Course Syllabus 

Pre-requisites: None 
Co-requisites: None 
Contact Hours: 60 
Revision date: 8/26/15 

E-mail: 
Office Hours: M- F, 9am -llam 

This course provides students with the foundation for job preparation and jo b searching. Students will identify their 
qualifications for their chosen career ; identify ,,.,hat employers look for in strong candidates ; build resumes and cover 
letters ; gain tips on completing applications ;job and informat ional interview ing; as well as job searching, profess ional 
networking , and tips for setting up a successful career. This course will also introduce students to the application of basic 
interpersonal comm unication skills, ,,vith a focus on achieving success in the workplace. 

Course Objectives: 
Upon completion of thi s course the motivated learner will be able to : 

• List reasons why self-assessme nt helps for planning for the future 
• Describe reasons and methods of networking 
• Explain how to build a strong resume 
• Explain how to build cover letters and complete applications 
• Describe how to prepare for the job interview 
• List key strategies for successful jo b interviews 
• Explain how to create a systematic approach to ensuring follow up 
• List important jo b success strategies 
• Describe the work of the trades professional 
• Identify certification and/or licensing requirements 
• Discuss basic elements of non-verbal comm unication 
• Identify basic interpersonal communications skills 

Required Textbook: 

Ferrett , S. (2002). Getting and Keeping the Job You Want. 2nd Ed. New York, NY: McGraw Hill Publishing. 
ISBN 978 1259392214 

Supplemental Course Materials: 

Lucas, R (20 l l ). Please Every Customer: Delivering Stellar Customer Service Across Cultures. New York , NY: 
McGraw Hill Publishing. ISBN: 978-0-07-174836-0 

This course requires the use of a removable data storage device (i.e., floppy disk, USB flash drive, or its equivalent). 
Audio-visual aids, handouts , and other resources may be utilized. 
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Learning Resources: 
You ,,ill be required to use the library for some assignments. Details on these assignments ,nil be distnbutcd by your 
instructor at the beginning of the course 

Instructional Methods: 
A combination of methods ,nil be used including lccturc. hands-on applications. instructor generated exercises. pcnodic 
tests. final C'-am111ations. pro_1ccts and homc,\ork. Students \\ill complete assigned lab pro_1ccts 111 asupen1scd laborator~ 
setting Students arc encouraged to seek 1nstmctor assistance. as needed. Students arc expected to engage 111 a m1111mum 
of 2 hours of home,, ork per \\·eek for C\ cry hour of classroom instruction I lomc,nJrk includes. but 1s not limited to 
course readings. lab hours. and course pro.1ects. 

Grading Criteria: 

Class,, ork/Partic1pation 
Assignments/Home\\ ork 
Quizzes 

15%, 
15'¼, 
15'¼, 
20%, 
35'¼, 

Final Presentation 
F111al Exam 
Total 

Crade Scale: 

Grade Scale 

100% 

Rani!e 
A Excellent 93-100 
u Abo\'c 80-89 

C A,cra_ge 70-79 
D Passing 60-69 
F Failing l3clm\· 60 

Please refer to the current catalog for more 1nfom1ation on the grading system. 

Course Policies 

Unif(Jrm Policr 
Students attending STC arc required to \\Car their designated program uni form and conform to the fol lo,, 1ng dress code: 

\1cd1cal Assisting: 

\1cd1cal Office 
Adm1111stration: 

Applied Electronics 
Technology: 

Sdlahu,-SISIIO 

Students must \\Car their royal blue scrub set. clean sneakers or nurs111g shoes (must be closed 
toe). and their STC student ID badge on the ro~al blue lan~ard. 
Students completing their cxtcmship course. must,, car their black scrub set. clean sneakers or 
nurs111g shoes (must be closed toe). and their STC student ID badge on the ro~al blue lanyard at 
the assigned site 

Students must \\·car their royal blue scmb set clean sneakers or nursing shoes (must be closed 
toe). and their STC student ID badge on the royal blue lanyard. Students completing their 
e"tcrnsh1p course. must \\Car their black scrub set. clean sneakers or nurs111g shoes (must be 
closed toe). and their STC student ID badge on the royal blue lanyard at the assigned site 

Students must \\·car the black STC polo shirt (appropriately sized and tucked in at the \\·aist). long 
jeans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
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Electrical Trades 
Technology: 

\Vclding 
Technology: 

All Programs: 

roYal blue lam·ard. Jeans must be con sen ati\cly /professionally st~ led and \\ 1thout holes. paint. 
or sta111s 

Students must ,\·car the black STC polo shirt (appropriatcly sized and tucked in at the ,\·aist). long 
_1cans. dress pants or knee-length skirts. closed toe shoes. and their STC student ID badge on the 
royal blue lanyard. Jeans must be conscnati\cly /professionally styled and ,\·ithout holes. paint. 
or stains 

Students must ,\·carthc na\y blue STC polo shirt (appropnatcly sized and tucked 111 at the \\,Ust). 
long_1cai1s. closed toe shoes ,nth leather top. and their STC student ID badge on the royal blue 
lanyard. Jeans must be conscn ati\cly /professionally st~ led and \\ 1thout holes. paint. or 
stains I lea\ y dc111m jeans arc highly recommended 

Students \\Ork111g 111 the lab must \\Car their Wcld111g_1ackct. closed toe shoes\\ ith leather top. 
safety classes. and hclmct. Their STC student ID badge on the royal blue lai1yard must be ,rnm 
under the Jacket. 

F111gcrnails must be kept short and clean. and no acrylic nails arc allO\\Cd 111 the patient care areas for the \1cd1cal 
Assisting students Medical Cod111g and Rilling students ma~ \\Car acrylic nails 111 non-patient care/contact areas \!ails 
arc not to exceed \<1 inch 111 length from the fingertip and may not contain jc\\ els or other sharp matcnal 

Unifom1s must be clean and laundered Students may choose to ,\·car a shirt or T-shirt under their scrub top ·111c 
undershirt docs not need to be tucked in. I lo\\ eyer_ the undershirt must be clean and neat and hang no longer thai1 t\\ o 
inches beneath the scrub top. Croes ma~ not be \\Om. Hats or head CO\Cnngs arc not allo,\Cd. For safct~ purposes and 
professional image. any \ 1siblc p1crc1ngs must be rcmo\'cd. 

Facial hair must be neatly trimmed. E'-CCSSI\ c JC\\ cl~ (earrings larger than a quarter. necklaces. or bangles) 1s not 
allo\\ ed. Excess!\ c makeup or perfume 1s not acceptable Visible tattoos should be co\ crcd. if possible. Long hair must 
be tied back during all lab ai1d cli111cal procedures. 

Any student\\ ho attends class not dressed in the designated unifom1. as outlined in the policy. ,nil rcccn c a\ crbal 
\\arn111g \\lthout penalty for the first 111fract1on An~ additional 111fract1ons of the Um form Pol1c~ \\111 result 111 the student 
being sent home.\\ h1ch \\Ill count as an unexcused absence. 

1. Students arc required to \\Car their Collegc-pro\1dcd uniforms C\Cry day. bcg111111ng on the first day or class. 
2. Students \\ ho do not meet the uniform requirement arc prohibited from attcnd111g class and/or participating 111 

other College-sponsored acti\itics occumng on campus the day and c\'c111ng of the date of\iolation 
3. Students arc required to \\Car their urn forms regardless or the class they arc taking. Any C'-CCpt1011s. such as 

participation in field trips. must be made in ,\·riting by the instructor after consultation ,nth the campus Exccuti\ c 
Director/DOE. 

4 Instructors \\ill strictly enforce the uniform policy and \\111111cludc any student absence that results due to a 
\iolation of this policy in the calculation of the professional performance portion of the studcnt"s course grade 

5 Absences due to a\ 10lation of the L111form Policy may impact a studcnt·s course grade 111 accordance ,\·ith the 
Attendance Polic, published 111 the Collcgc·s Catalog. 

Tardine!;s Potier 
All students arc expected to armc to class on time and prepared to learn. As classes bcg111 prompt!~. arm 111g late to class 
may cause students to miss \aluable material In-class quizzes. exercises. or discussions missed due to tardy arriYal 
cannot be made up. \Vrittcn assignments submitted late \\Ill ha\C a late penalty or 10'!--·0 from the grade earned. If there 
arc cxtcnuat111g circumstances that ma~ affCct you. please contact me. ~ our team leader. or the director of education 

3 
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Make-up Poliq 
Class attendance and participation arc required. \1akc-up of missed classes cannot replace missed class participation 
\fake-up for 111-class quizzes. C'-Crc1scs. or discussions due to missed class attendance arc at the sole discretion of the 
director of education 

C/a.\-.\Toom Policv 
The use of cell phones and pagers 111 the classroom 1s stnctly prohibited Tex ting is not allo,, cd 111 the classroom If an 
emergency arises. and a student must keep a cell phone or pager on during a classroom session. please notify the 
instructor 1mmcdiatcl, 171c use of phones or other electronic de, ices 111 class. \\ h1ch arc not bc111g used for classroom 
instmction. may result 111 a student being asked to lea, c class. If a student 1s asked to lea, c class under these 
circumstances it,, ill be counted as unexcused missed class time 

Drinking and ca.ting in the classroom 1s discouraged. Bottled ,rntcr is allo,, cd Children arc not allo,, cd 111 the 
classrooms or labs at am· time Personal digital assistants (PDAs) like 1Pods or MP3 pla~crs arc not allO\,cd 111 the 
classroom. Use of the computers to access pornographic or sol1c1tous \\Cbsitcs 1s strictly proh1b1tcd. 

Code of Conduct 
Students arc expected to respect the rules and regulations of the College. Profcss1011al bcha, 1or. attitude. and courtesy 
tm\·a.rds mstmctors. staff and other students is essential Students arc expected to maintain a neat. profcss1ona.l 
appearance 

The faculty expects from its students a high kYcl of responsibility and academic honesty Because the Yaluc of an 
academic degree depends upon the absolute 111tcgnty of the \\Ork done b~ the student for that degree. 1t 1s 1mpcrati,c that 
a student demonstrate a high standard ofindi\idua.l honor in his or her scholastic ,rnrk. 

Academic dishonest~. any student \\ ho commits an act or academic dishonest~ 1s subject to disc1pl111c Academic 
dishonesty includes but is not limited to cheating. plagiarism. collusion. the submission for credit of any,, ork or ma.tcnals 
that arc attributable in,, hole or in part to another person. taking an examination for another person. any act designed to 
g1,c unfair ad,antagc to a student or the attempt to commit such acts. 

Plagiarism. especially from the ,, cb. from portions of papers for other classes. and from any other source is unacceptable 
and \\111 be dealt \\1th under the collcgc·s policy on plagiarism (sec general catalog for details) 

4 
Sdlahu,-SISl/0 



Suggested Course Outline: 

Class Activitv Activitv llomcwork 
Week 1 Discussion and Lecture Chapter 1.2 

• Dcli,-cr auto-biograph)-

• Self-Assessment and Your Future • Complete Connect on line Complete Chapter 

• Exploring and T\ch, ork111g "ithin actn il!es Questions 
,our field 

Bcgm to de, clop draft resume Research specialized 
certifications or Jobs ,,-ithin 
Your field of studY 

Week 2 Discussion and Lecture Chapter 3.4 

• lndi, idual1zed appointments 
• Your Resume ,nth Career Sen ices Complete Critical Th111k111g 

• Coyer Letters and Applications • Complete Connect actiYities Questions 

for Job search 
ii/id-term Exam Review • Social Media T\ch,ork111g Complete End-of-Chapter 

Mid-term En1m Questions 

Complete resume and co, er 
letter 

Week 3 Discussion and Lecture Chapter .'i.6 

• \1oc1.. mien ie\\s 

• Prcpanng for the Intcrnc\\" • Dress for Success Complete Cntical Thmking 

• The lntcn·ic\\" • Guest Speaker Questions 

\Vork on Group 
Assignment 

Week 4 Discussion and Lecture • Follo\\·ing Up Read Chapters 7 .8 

• Job Seeking Skills • Job Success Strategics 

• Certification Requirements . 
Final Presentations 
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Catalog Addendum 

II eating, Air Conditioning and Refrigeration Technology 
Diploma 
48 Quarter Credits/40 weeks 

Fort Myers, Tampa 

The 40 \Veek diploma program in HVAC is designed to prepare students for entry-level 
employment as HVAC technicians by providing students with a foundation of knowledge and 
technically oriented experiences in the application of relevant technology systems The HVAC 
program curriculum includes learning experience intended to prepare a successful graduate to 
install and service residential and light commercial air conditioning, heating and refrigeration 
systems. 

Course ~umber Reauired Courses Quarter Credits 
cor-c IOI Introduction to Budding Constmction 6 

E!Tl 15 Basic Elcctncih and Electronics 4 5 
EIT250 \1otors and Controls 4 5 
IIACl50 Air Conditioning and Refrigeration ·111corY 4 5 
HACl70 Air Conditioninp 4 5 
IIAC200 Annlicd I lcati1w 4 5 
HAC230 HY AC SYstem Design 4 5 
IIAC240 Commercial Refrigeration 4 5 
I IAC250 Commercial Air Conditioning 4 5 
SLSI 10 Career Preparation 6 

Total Credits 48 

NOJL· !he College makes no represenfufwn. pron11se. or gmrmnlee thal complelwn ol1h1.1· progmm 
e11her as.rnre.1· e/Jg1hi/11y for or pas.1·age o(any cer11/ica1um exammalwn. accepwnce hy any s/a/e hoard. 
or thul 1h1s program 1s mlended 10 prepare gmc/11a1es,fiir emp/oymenl m uny sfufe olher than l•Jonda. 
l'rospec11ve and currenl s111denls. as ,rel/ as grmlua/es ure respons1hle.fi1r researching and 
underslandmg all examinmwn. reg1s1ra1wn. or licensure req111remen1.1· many .1·1a1e in which !hey seek lo 
hecome reg1sferecl. licensed. or employed. 

Course Descriptions 

COI\101 Introduction to Building Construction 6 credit hours 
This course prO\ ides a study of Energ~ Efficient Building Construction and OSHA regulations. This 
course also includes an introduction to blueprint reading and the proper use of architectural and 
eng1necnng s~mbols. relationship of,ie11s. and construction measurements. 1l1e student ,1111 lcarn basic 
construction mathematics and principles. Pre-requisite: \lone 

EITI 15 Basic Electricity and Electronics 4.5 credit hours 
Electrical principles and applications arc introduced. Topics include clcctncal parameters and units. 
direct and alternating current. series and parallel circuits. resistance. capacitance. inductance. magnetism. 
and equ11alcnt circuits. Lab 111cluded Pre-requisites T\one 

EIT250 \1otors and Controls 4.5 credit hours 
This course is 111tended to assist the student to learn ho11 AC motors operate and ho11 to install them The 
course "·ill gn c the student an understanding of hm1· motor controls arc designed and installed to proYidc 



contro l schemes . Efforts will be made to keep the course practical, yet to prov ide the theory about why a 
motor and an associated control system works . Lab included. Pre-requisites: EIT l 15 or EIT125 

HAC150 Air Conditioning and Refrigeration 4.5 credit hours 
This course introduces the refrigeration cycle, basic them10dynamics, heat transfer, temperature/pressure 
relationship, refrigerant safety, refrigeran ts, refrigerant cylinders , and refrigeration components. Lab 
included. Pre-requisites: None 

HA Cl 70 Air Conditioning 4.5 credit hours 
This course provides instruction in components , applications and installation of mechanical refrigeration 
and air conditioning systems. ARI standards are introduced and used in the troubleshooting and repair or 
air conditioning systems. EPA regulations are studied and used in recovery , charging and evacuation 
procedures for Type I, Type II, and Type III systems. Coursework includes hands on applications in 
recovery, evacuation , and charging techniques. Lab included. Pre-requisit es: No ne 

HAC200 Applied Heating 4.5 credit hours 
Heat pumps will be introduced and a study of the procedures and principles used in serving heating 
systems to include gas, electric, and hydronic systems. Lab included. Pre-requisites : HAC15 0 

HAC230 HVAC System Design 4.5 credit hours 
This course provides a study of the properties of air and results of cooling , heating , humidifying , or 
dehumidifying ; heat gain and heat loss calculations including equipment selection and balancing the air 
system. Heat Load Calculations will be studied and applied in the design of refrigeration systems . The 
course is concluded with EPA review and Testing for EPA Technician Certification. Lab included. 
Pre-requisites: HA Cl 70 

HAC240 Commercial Refrigeration 4.5 credit hours 
This course introduces practical appl ication in the maintenance of commercia l refrigeration: high , 
medium, and low temperature applications and ice machines . Lab included. Pre-requisit e: HAC150 

HAC250 Commercial Air Conditioning 4.5 credit hours 
This course encompasses the stud y of co mponen ts, ap plicati ons, and insta llatio n of air con diti onin g 
sys tem s wit h capacities of 25 tons or less. Lab included. Pre-requisit e: HAC150 

SLSll0 Career Preparation 6 credit hours 
This course provides students with the foundation for jo b preparation and jo b searching. Students will 
identify their qualificat ions for their chosen career; identify what employers look for in strong candidates ; 
build resumes and cover letters; gain tips on completing applications; jo b and informatio nal interviewing; 
as well as j ob searching, professional networking, and tips for sett ing up a successfu l career. Th is course 
will also introduce students to the applicat ion of basic interpe rsonal communicat ion skills, with a focus on 
achieving success in the workplace. Pre-requ isites : None 



Faculty will be hired upon program approval. 



September 20, 2016 

Mr. Alex Rodriguez 
Executive Director 
Southern Technical College 
1685 Medical Lane 
Suite 200 
Fort Myers , FL 33907 
arodri guez@southemtech .edu 
acicsfortmyers@so uthemtech .edu 
acicstampa@southemtech .edu 

Dear Mr. Rodriguez: 

Subject: Approval to Expand the Institution 's Scope of Accreditation 

Sent Via Email Only 

To Offer Programs Significantly Different From Current Program Offerings 
Southern Techn ical College, ACICS ID 00010657-Main 
Southern Technical College, ACICS ID 00018863-Branch 

At its September 15, 2016 meeting, the Executive Committee of the Council acted to approve the 
expansion of the institution ' s scope of accreditation to include offering programs that are 
significantly different from its current offerings by allowing the addition of a diploma program in 
Heating, Ventilation and Air Cond itioning (HV AC). It is noted for the record that the current 
grant of accreditation for the main campus extends through December 31, 2020 

Please contact Dr. Terron King at tking@acics.org if you have any questions for which we might 
assist. 

Sincerely, 

Mr. Roger J. Williams 

Interim President 

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 



September 23, 2016 

Dr. Dia Matos 
Southern Technical College 
3910 RIGA Boulevard 
Tampa, FL 33619-1269 
aci cstam pa@southemtech .edu 
i matos@southemtech .edu 

SUBJECT: New Program Approval 
Application ID: 69736 

Dear Dr. Matos: 

Sent Via Email Only 

The new program application and supporting materials submitted on June 23, 2016 by Southern 
Technical College , Tampa, FL, ACICS ID 00018863 was reviewed and determined to be within 
the institution ' s stated mission and scope of accreditation. Therefore , effective the date of this 
letter , the Council has approved the program activity listed below. The institution or campus may 
begin advertisi ng, recruiting, and enrolling students in the new program effective this date. 

Diploma 

This program is approved to be delivered via Residential. 

Clock/ Pn1gram 
Contact I..engtb Total Unit of 

CIP Code Pro1rram Name Hours (wks.) Credits Measurement 

51.0501 HVAC 600 40 48 Quarter 

The proposed start date is: April 4, 2017 

The institution must initiate new programs of study within one year of the proposed start date, 
and graduate at least one class per calendar year or within a period not to exceed one and one­
half times the standard program length. The institution is required to notify ACICS if the 
program start date is revised. Any extensions over 12 months from the initial start date will 
require Council action. 

MC = Main Campus; AL = Additional Location (fom1erly Branch); CA = Campus Addition (fon11erly Learning Site) 

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 



Dr. Ilia Matos 
September 20, 2016 
New Program Approval 
Page 2 of2 

In addition to remaining compliant with ACICS program of study standards , the institution must 
comply with any applicable Federal student financial aid statutory and regulatory requirements . 

Thank you for keeping the Council informed of the activities at your institution . 

Sincerely, 

Corrisa Barker 
Program Analyst I 
cbarker@ac i cs. org 
202-336-6843 

MC = Main Campus; AL = Additional Location (fom1erly Branch); CA = Campus Addition (fom1erly Learning Site) 

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 



September 23, 2016 

Dr. Ilia Matos 
Southern Technical College 
3910 RIGA Boulevard 
Tampa, FL 33619-1269 
aci cstam pa@southemtech .edu 
i matos@southemtech .edu 

SUBJECT: Quality Assurance Monitoring Visit 
Expanding the scope of programs offered at this campus 
Scheduled Visit: May 2018- June 2018 

Dear Dr . Matos: 

Sent Via Email Only 

On September 20, 2016 the Council approved a new program of study for Southern Technical 
College , Tampa, FL, ACICS ID 00018863. The new program of study activity was determined to 
be within the institution's current scope of accreditation, and therefore was approved without 
conditions . An institution is defined as the main and all additiona l locations . 

However , this activity is new to this campus and will require a quality assurance monitoring 
visit. The scope of the visit is to monitor adherence to ACICS standards with respect to programs 
of study. The quality assurance monitoring visit is scheduled to take place during the months 
referenced in the subject field above. The school will be contacted by a staff coordinator 
approximate ly 30-60 days prior to the timeframe established for the visit. 

If you have any questions regarding the decision for this visit, please contact me at 
cbarker@aci cs. org . 

Sincerely, 

Corrisa Barker 
Program Analyst I 
cbarker@aci cs. org 

MC = Main Campus; AL = Additional Location (fonncrly Branch); CA = Campus Addition (fonnerly Leaming Sile) 

750 First Street, NE, Suite 980 • Washington, DC 20002-4223 • t - 202.336.6780 • f - 202.8 42.2593 • www.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



Ver. September 2013 

EXPANSION OF AN INSTITUTION'S SCOPE OF ACCREDITATION 

Effective September 2013, ACICS's review of new programs of study will include determining 
if the activity is within the institution ' s current scope of accreditation. An "institution " is defined 
as a main campus and all additional locations. Therefore, new programs of study determined to 
be at a higher credential level than any program currently approved within the institutional 
grouping would be considered a substantive change. In addition, programs of study determined 
to be significantly different from other program offerings (out-of-scope) or being delivered 
through a different delivery method (DE) would be considered substantive changes to the 
institution ' s current scope of accreditation. 

Impa ct to New Program App roval Turn-Around Timeline 

Prior to approva l of the new program of study, the institution ' s scope of accreditation must be 
expanded to include the substantive change. The action to expand an institution ' s scope of 
accreditation requires ACICS Council approval. Therefore , the standard tum-around timeline for 
new programs of study which require expandi ng an institution's scope of accreditation as the 
result of a substantive change is 60 - 75 days. Please plan your program start dates 
accordingly . 

Impa ct to Ne w Program Appli cation and Required Documentation 

The New Program Application and key required documents have been revised to include 
documents required when it is determined to be a substant ive change to the institution's current 
scope of accreditation . In addition , the academic credit analysis (ACA) has been revised to 
include a worksheet for determining if the new program is out-of-scope within the institution ' s 
grouping. This worksheet is required of all new programs submitted after December 1, 2013. 
Staff may require a campus to complete this worksheet if an ACA is submitted prior to 
December 1, 2013 using a previous version . 

Impa ct to On-Site Visits Required as a Result of Substantive Change 

The new program visit procedures have also been revised . Visits will no longer be required 
before "final inclusion" is granted by the Council. All new program approvals will recognize that 
the action is compliant with ACICS standards and is within the institution' s scope of 
accreditation. If the new program was determined to be a substantive change to the institution' s 
scope of accreditation , an expansio n to the institut ion' s scope of accreditation , approved by 
Council, is required before the new program is approved. Consequently , ACICS will no longer 
require visits prior to final inclusion . However, ACICS will continue to monitor campuses that 
initiate new programs of study. These monitoring visits will be referred to as Quality Assurance 
Monitoring (QAM) visits. The previous New Program visit required when a program is out-of-

MC = Main Campus; AL = Additional Location (fonncrl y Branch); CA = Campus Addition (fonn erly Leamin g Sile) 

750 First Street, NE, Suite 980 • Washington, DC 20002- 4223 • t - 202.336.6780 • f - 202.8 42.2593 • www.acics.org 
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Substantive Change - Programs of Study 
Review and Approval Procedures 

Ver.October ,2013 
Page 3 of3 

scope will become a Quality Assurance Monitoring visit - for Out-of-Scope (QAM-OS) ; the 
previous Readiness Visit and Credentia l Inclusion Visits when a program is at a higher credential 
level will become a Quality Assurance Monitoring visit - for Highe r Credent ial level (QAM-RV 
and QAM-HC) ; and finally, the previous Distance Education Inclusion visit when an institution 
is approved to offer distance education for the first time will become a Quality Assurance 
Monitoring visit - for Distance Educat ion (QAM-DE). The scope of the QAM visits will be 
similar to the previous NP, RV and CI visits . 

ln addition to quality assurance monitoring visits required following a substantive change to an 
institution 's scope of accreditation, the same QAM visit may be required if the new program of 
study is at a higher credential level at that campus, or significantly different from other 
program offerings at that campus , or being delivered through a different delivery method 
than currently offered at that campus . 

Imp act to Appr oVfll Letters 

When a new program of study is determined to be within the institution and the campus ' 
scope of accreditation, the campus will receive a new program approval letter. No further action 
will be required. The new program will be included in the campus' program listing and reviewed 
during future renewal of accreditation vis its. 

When a new program of study is determined to be within the institution 's scope of 
accreditation but not within the campus' scope of accreditation, the campus will receive a 
new program approval letter. In addition , the campus initiating the new program of study will 
receive a letter informing the campus of the requirement to host a quality assurance monitoring 
(QAM) visit and will include visit schedule details. 

When a new program of study is determined to be a substantive change to the institution 's 
current scope of accreditation , the campus will receive a Council approva l letter expanding the 
institution ' s scope of accreditation to include the substantive change. This approval letter will be 
sent to the campus initiating the new program of study with a copy to the main campus and will 
include the requirement for a quality assurance monitoring (QAM) visit with visit schedule 
details. In addition , the campus will receive a new program approval letter. 

Please contact Dr . Terron King at tking@ac ics .org if you have any questions regarding the 
revisions to new programs of study procedures . 

:MC - Main Campus; AL = Additional Location (fonnerly Branch); CA ; Campus Addition (fonnerly Leaming Site) 
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Introduction 

Forrest College realizes that in order to know if we are effective or not is to measure outcomes. 

Campus Effectiveness Committee 

The following people comprise the Campus Effectiveness Committee. 
• Chairman of the Board/President - CEP Committee Chair -
• Secretary/Treasurer of the Board -
• Academic Dean, Onsite Administrator 
• Administrative Dean, Onsite Administrator 
• Finance and Records Office Coordinator/ Assistant to the Deans, Onsite Administrator -

• Program Coordinators -
• Students - 3 -

The CEP addressed six elements as recommended by the Accrediting Council for Independent 
Colleges and Schools (ACICS). These are: 

• retention rates; 
• placement rates, 
• graduation rates; 
• the level of student satisfaction; 
• the level of graduate satisfaction; 
• the level of employer satisfaction, and 
• student learning outcomes. 

The Committee is charged with an analysis of the data to determine program effectiveness and 
all other aspects specific to the benefit of its students. The goal is to determine to what degree 
Forrest College meets our own predetermined outcomes. 

The Committee meets at least once a year or as called by the Chair. 

Mission Statement and Educational Purpose 

The mission of Forrest College is to provide an environment that 1nsp1res students to more fully 
develop the confidence to reach their personal and professional goals. The College strives to 
attain its mission by providing appropriate educational experiences that stress personal and 
academic goal attainment and emphasize the importance of learning as a life-long process 
through both individual and group work. 

The educational purpose of Forrest College 1s to provide initial training, re-training, and updating 
skills through its two-year educational programs culminating in an associate degree Students 
are primarily prepared for careers in business, computer technology, allied health occupations, 
and cr1m1nal justice. 

In order to accomplish its purpose, the College 

• Regularly evaluates and updates its educational programs 
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• Provides up-to-date equipment 
• Selects instructors and staff members who have appropriate backgrounds and 

experiences to motivate students to reach their potential 

The College employs individuals who model behaviors consistent with its mission to demonstrate 
the qualities and characterIstIcs that students need to acquire. These qualities include self­
reliance, self-direction, self-dIscIplIne, responsIbIlity, and dependabIlIty. The College has a 
tradition of providing personal attention and individualized instruction in a small, close-knit 
academic setting 

Student Demographics 

As reported on our recent IPEDS report, the College enrolls 113 students The population is 
diverse as follows: Men 10 6%, Women 89.4%, Caucasian 66 4%, Hispanic 1 8%, African 
American 31 %, and Native Hawaiian or other Pacific Islander 0.9% 

Eighty-six percent are classified as independent students have an average income of S20,753 
and fourteen percent are dependent with an average income of S39,339. 

Enrollment 

Enrollment as reported in the 2016 Campus Accountability Report (CAR) 
Program Credential PercenU Number Enrollment 

Business Administration AAD* 24% 14 students 
Accounting (Acct) + 
Child Care Management (CCM) 
Computer Repair and Service (CRS) + 
Legal Assisting/Paralegal Studies (PLA) 
Legal Office Administration (LOA) + 
Medical Office AdmInIstration (MOA) 
Office AdmInistratIon (OA) 
Office Systems Technology (OST) + 

Criminal Justice AAD* 21% 12 students 
Corrections 
Law Enforcement 
Private Security 

Medical Assistant AAD* 24% 14 students 
Administrative Office Assistant+ Diploma 0% O students 
Computer Repair & Service Technician+ Diploma 0% O student 
Medical Clinical Assistant+ Diploma 0% O student 
Medical Office Assistant+ Diploma 0% O students 
Network Repair & Service Technician+ Diploma 0% 0 students 
Patient Care Technician+ Diploma 0% O students 
Phlebotomy Diploma 31% 18 students 
Criminal Justice+ Certificate 0% 0 students 
Nurse Assistant Certificate 0% O students 

*AAD = Academic Associate Degree 
+ These programs are under review for non-substantial program changes or mod1flcat1ons m the upcoming year 
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Program Characteristics 

Associate of Science Degree in Business Administration (AS/BA) 

The core of business courses within the Business Administrat ion program provides a study of 
the structure , funct ion, and procedures of standard business operat ion . This program prepares 
the student for an entry-leve l position wh ich may lead to a superv isory posit ion, office or 
departmenta l manageme nt, or organization of one's own business . Upon graduation the 
student is awarded the Associate in Applied Science Degree in Business Administration. 

Students in the program leading to the Associate in Science Degree in Business Admin istration 
are not required to choose an area of emphas is; however, they may elect any one of the 
following emphases: 

• Accounting 
• Child Care Management 
• Computer Repair and Service 
• Legal Assisting/Paralega l Studies 
• Legal Office Administration 
• Medical Office Administrat ion 
• Office Administration 
• Off ice Systems Technology 

Associate of Science Degree in Medical Assisting Degree (AS/MA) 

Medical Assisting is an allied health profession where practitioners are members of the health­
care delivery team and perform admin istrative and clinical procedures . Adm inistrative dut ies 
may include: scheduling and receiving patients , preparing and maintaining medical records, 
performing administrative procedures and medical transcr iption, writing correspondence , 
serving as a liaison between the physicians (including telephone screening) and other 
individuals , and managing practice finances. Clinical duties may include asepsis and infection 
control, taking patient histories and vital signs, performing first aid and CPR, preparing patients 
for procedures , assisting the physic ian with examinations and treatments , collecting and 
processing specimens , performing selected diagnostic tests, and prepar ing and administering 
medications as directed by the physic ian and as permitted by state law. The Assoc iate of 
Science Degree Program in Medical Assisting offered at Forrest College in Anderson SC is 
accredited by the Commission on Accreditat ion of Allied Health Education Programs (CAAHEP) 
(www .caahep .org) upon recommendation of the Medical Ass isting Education Review Board 
{MAERB) . After successfu l completion of the program graduates are eligible to take the 
National Cert ification Examination for Cert ified Medical Assistants. 

Associate of Science Degree in Criminal Justice (AS/CJ) 

The Associate in Applied Science in Criminal Just ice degree program provides the student with 
a foundat ion in the structure, function, and procedures of the criminal just ice system wh ich may 
lead to employment opportun ities in various criminal justice environments, both public and 
private sectors. Students enroll in this program to seek initial employment or career 
advancement opportunit ies in law enforcement: detention or correct ional facilit ies, corporate 
security ; public safety; private invest igation; or insurance invest igation. The graduate of this 
program may also wish to cons ider opening his or her own business in a related field . Students 

Forrest College 2014-16 Campus Effective ness Plan Page 5 



may choose an emphasis 1n law enforcement, corrections, or private security. After successful 
completion, graduates will be awarded the Associate of Science Degree in Criminal Justice 

Associate in Science Degree in Information Technology (AAS/IT) 

Students 1n this program of study experience career-focused courses and hands-on 
learning experiences using industry-current equipment and software This program is 
intended to prepare students for entry-level positions within the field of Information 
Technology (IT) Students in this program of study explore a wide range of experiences 
including, among other things, PC troubleshooting, applications, operating systems, 
network configurations, hardware maintenance and computer security Industry 
standard certifications are strongly emphasized and encouraged throughout the 
duration of the program. The program emphasizes entrepreneurship and exploring the 
various poss1bilit1es for contracting one's services to a myriad of enterprises, local, 
national and international, providing graduates with extensive possib1l1ties of 
employment. Upon graduation the student is awarded the Associate in Applied Science 
Degree in Information Technology. 

Administrative Office Assistant Diploma Program (AOA) 

The Administrative Office Assistant Program 1s intended for 1ndiv1duals who seek basic entry­
level skills and attitudes that help prepare them for that "first" office job The program should 
benefit individuals who have been away from office work and wish to update and improve their 
skills Graduates with no prior office experience should be able to work in entry-level office 
positions in such jobs as file clerk, receptionist, and general office assistant. Courses 
sat1sfactor1ly completed with a grade of "C" or better in this program may be transferred toward 
more advanced study in the associate degree program in Business Administration After having 
sat1sfactor1ly met course and other requirements, the student 1s awarded an Administrative 
Office Assistant Diploma. *This Program is being modified and is not available for 
enrollment as of 9/1/2016 until further notice. 

Computer Repair and Service Technician Diploma Program (CRST) 

The Computer Repair and Service Technician program prepares the student for an entry-level 
position in wholesale or retail computer environments. Students will leam to build, repair, and/or 
maintain personal computers. Other career opportunities include information systems 
1nstallat1on, maintenance, and repair. Software application knowledge is stressed as an integral 
component of troubleshooting and diagnostic service/repair problems. Students study the 
Microsoft Windows Operating Systems and learn software applications 1n normal business 
practices. The Computer Repair portion of the program was developed 1n accordance with the 
guidelines recommended by the Computing Technology Industry Association (Comp TIA) Upon 
successful completion of this program graduates are el1g1ble to take the National Certification 
Exam1nat1on for A+ Certified Computer Repair Technicians 

Courses satisfactorily completed with a grade of "C" or better 1n this program may be transferred 
toward more advanced study in the Associate in Applied Science Degree program 1n Business 
Administration Graduates who are interested in starting and managing their own businesses 
are encouraged to pursue the Associate degree. Graduates may work as a PC repair 
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technician, a technical support service technician, or In other entry-level InformatIon technology 
positions. Upon graduation, the student is awarded a Computer Repair and Service Technician 
Diploma 

Network Repair and Service Technician Diploma Program (NRST) 

The Network Repair and Service Technician program prepares the student for an entry-level 
position in the wholesale or retail computer environment installing, repairing, and/or maintaining 
computer networks. Software application knowledge Is an integral component of this program 
for troubleshooting and diagnosing service and repair problems. Students of this program will 
study the Microsoft Windows Operating Systems and learn the applications of such software 
within normal business practices and business problem solving. The Network Repair and 
Service portion of the program was developed In accordance with the guidelines recommended 
by the Computing Technology Industry Association (Comp TIA) Included are fundamentals of 
local area networks (LANs), confIgurIng and InstallIng the TCP/IP clients, and other networking 
technologies. This class will also cover materials dealing with the duties of a network 
administrator, good troubleshooting practices, and issues involved in network security. Upon 
successful completions of this program, and usually within 18-24 months experience in the IT 
industry, graduates are encouraged to take the Network+ Certification 

Courses satisfactorily completed with a grade of "C" or better In this program may be transferred 
toward more advanced study in the Associate Degree in Applied Science program in Business 
Administration Graduates who are interested in starting and managing their own businesses 
are encouraged to pursue the Associate degree. Graduates may work as a network repair 
technician, a technical support service technician, or in other entry-level information technology 
positions. Upon graduation, the student Is awarded a Network Repair and Service Technician 
Diploma 

Medical Clinical Assistant Diploma Program (MC) 

The Medical Clinical Assistant program provides students with training that should lead to entry­
level employment and the knowledge to perform clinical functions in a variety of healthcare jobs 
such as medical lab assistant, ECG Technician, pharmacy technician, hospital admissions clerk, 
or chiropractic assistant. *This Program is being modified and is not available for 
enrollment as of 9/1/2016 until further notice. 

Medical Office Assistant Diploma Program (MOA) 

The Medical Office Assistant Program provides students with an academic program that should 
lead to successful employment in an entry-level medical position with basic skills and 
knowledge of administrative and clerical functions In a health care facIlIty. 

Graduates successfully completing this program will have the necessary skills to become 
employed as a medical front office assistant, hospital ward clerk, insurance coder, medical 
billing clerk, insurance billing technician, hospital admission clerk, or medical transcriptionist 
This program offers the foundation for further study for individuals who may someday wish to 
coordinate their own medical personnel pool or agency. *This Program is being modified and 
is not available for enrollment as of 9/1/2016 until further notice. 
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Patient Care Technician Diploma Program (PCT) 

This program provides students with the knowledge and skills to prepare for a position as a 
patient care technician (PCT) This 1s a new approach to patient care. A patient care technician, 
sometimes referred to as a medical care technician, is a multi-skilled member of the health care 
team Under the direction of a registered nurse or other licensed professional personnel and 
alongside other health care providers, the patient care technician works directly with the patient, 
giving physical care and emotional support. 

This twelve-month program is intended to provide the student with the necessary training for 
entry into the PCT profession In addition to basic patient care skills, the student will have an 
understanding of computer basics, communication skills, medical terminology, basic anatomy 
and physiology, medical and surgical aseps1s, cardiac monitoring, HIPAA, and 
electrocardiography. CPR, first aid and safety, and phlebotomy are also part of this multi-skilled 
training program The program 1s taught using classroom and lab instruction Internships provide 
practical applications of the courses in the program Graduates must hold certification as a 
Nurse Aide* Graduates may also seek certification as a patient care technician (PCT) and/or as 
a phlebotomist (PBT) See the cert1ficat1on options page for additional 1nformat1on 

Graduates may work in a wide variety of medical managed care settings: hospitals, clinics, long­
term care and assisted living. Patient Care Technicians may also work in private homes 
assisting patients who may need contact, care, and supervision 

*This Program is being modified and is not available for enrollment as of 9/1/2016 until 
further notice. 

Phlebotomy Diploma Program (PHL) 

Phlebotomy technicians work in hospitals, physician offices, group practices, independent 
laboratories, health maintenance organizations, and public facilities Duties of a phlebotomy 
technician may include drawing blood, preparing specimens for storage and testing, 
assembling equipment and ver1fy1ng patient's records. This Diploma program is designed to 
teach entry-level blood collection skills. The program is comprised of theory and clinical 
experience. Upon successful completion of theory, clinical, and intravenous punctures, the 
graduate is eligible for the certification examination offered through the American Society for 
Clinical Pathology (PBT/ASCP) or through the National Credentialing Agency for Laboratory 
Personnel (NCA) The web sites of the ASCP and the NCA include an application and 
information about fees and testing http://www ASCP org/ orhttp //www.nca-info.org/. 

Certificate In Criminal Justice (CRJ) 

This program 1s designed for current and prospective law enforcement and/or corrections 
employees whose job performance could be enhanced by information and understanding 
gained through the completion of relevant courses in the cr1m1nal justice system Students enroll 
1n this program to seek initial employment or career advancement opportunities in such jobs as: 
police, sheriff's departments, or other law enforcement offices or in jails or prisons, as detention, 
correctional, or probation officers, guards, or 1n other areas related to law enforcement and 
corrections 
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NURSE ASSISTING CERTIFICATE (NA) 

This program prepares a student to become a member of the nursing team whose primary 
respons1b1l1ty is to provide comfort to the patient. Nurse aides are unlicensed nursing personnel 
and perform nursing tasks under the supervision of a registered nurse or selected licensed 
practical nurse Tasks that licensed nursing personnel may delegate to unlicensed nursing 
personnel are restricted by law. 

This six-month program is intended to provide the student with the necessary training for entry 
into the nurse assisting profession An internship provides practical application of the course in 
the program 

The SC Department of Health and Human Services (SCDHHS) has evaluated and approved the 
Nurse Assisting training program of the College as an official sponsor of candidates for the 
nurse aide certification examination. Graduates of this program are el1g1ble to sit for the exam 
which leads to certification as a nurse aide 

Data Collection and Survey/Report Cycle 

Listed below are the different surveys and reports used to measure student learning outcomes 
including the timeline involved, the office responsible, and the population being surveyed 
The survey d1stribut1on methods include the following: 

• Classroom visits 
• Conventional Mail 
• Facs1m1le 
• Email/ Electronic Delivery 
• Personal Interviews 
• Telephone 1nterv1ews 
• Group sessions and meetings 

Institutional Surveys and Reports 

Survey Timeframe Office Survey Group 
Graduate Sat1sfact1on Annual Adm1n1stration Grads Only 
Student Satisfaction 

Annual Administration Current Students Survey 
Student Evaluation of 

Quarterly Adm1n1stration Current Students Instruction (Ooin ion) 
Employer Survey of 

As Placed Program Coordinators Grads Only 
Graduate 

Campus Safety and 
Due on or before 

Security 
October 1 each Campus Safety Dept of Ed 
year 

Report Timeframe Office Survey Group 

Annual Report Form Allied Health on behalf 
The Medical Assisting 

Annual Education Review 
(ARF) of the College 

Board 
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Campus Accountab1l1ty 
Due on or before 

Registrar, on behalf of 
November 1 of ACICS 

Report (CAR) 
each year 

College Administration 

SC Comm1ss1on on 
Report due on or 

Complied by the 
Higher Education 

before December 
Registrar with the 

SCCHE 
Annual Report 

31 each year 
assistance of other 

(SCCHE) College Offices 

IPEDS 
Spring, Fall, 

College Adm1n1strat1on Dept of Ed 
Winter 

CEP Evaluations Quarterly/ Registrar, on behalf of 
Surveys Annually the Academic Dean 

Report due on or 
College Auditors, on or 

Financial/Fiscal Audit before December 
behalf of the SCCHE, ACICS, 

31 of each year 
Sec/Treasurer of USDOE 
Board 

Report due on or 
College Auditors, on 

Title IV Compliance and behalf of the SCCHE, ACICS, 
Attestation Audit 

before December 
Sec/Treasurer of USDOE 

31 of each year 
Board 

Due on or before 
College Auditors, on 

Annual Financial Report 
December 31 of 

behalf of the 
ACICS 

(AFR) 
each year 

Sec/Treasurer of 
Board 

.. 
Description and Appropriateness of Surveys Utilized 

• Student Evaluation of Instruction Survey 
This survey assesses student perception of instructor effectiveness. It also surveys 
student opinion concerning 1nstruct1onal support areas such as the learning resource 
center, computer and technology support, and perceptions on student advisement. It's a 
useful indicator of student learning outcomes in that it demonstrates student perception 
as to the quality of instruction and support received. 

• Student Satisfaction Survey 
This survey 1s intended to understand how students feel about the functioning of the 
various offices of the College and how effectively they perform their responsibilities. It 
also surveys student opinions on the su1tab1l1ty of campus facilities and security. It 
serves three functions 
1 To provide information or improving the academic programs and administrative 

services of the College, and 
2. To serve as an assessment of College programs for the purpose of external and 

internal accountability 
3. To serve as an indicator that administrative and academic offices are facility student 

learning outcomes. 
• Employer Assessment of Graduate Job Performance 

This survey 1s used to assess employer satisfaction with a graduate's job performance. 

• Graduate Satisfaction Survey 
This survey is intended as a final assessment of graduate perception concerning the 
functioning and services provided them while in attendance. 

• Employer Follow-up Survey 
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This survey 1s follow-up to the Employer Assessment of Graduate Job-Performance 
Survey 

The On-Site Administrators are responsible for survey analysis. The raw data and tallies are 
stored in the Records Office. Reports and charts are generated based on tallies of raw data in 
antic1pat1on of annual CEP Committee review. Raw data 1s maintained 1n accordance with 
various regulatory agencies requirements. Tallies, reports and charts are stored electronically 
as part of the CEP 

Improvements Based on Survey Results 
Based on the results of our surveys, recommendations are made and considered for improving 
student learning outcomes and support services 

Elements of Effectiveness 

Student Retention 
The retention trends for the programs as reported 1n the past three ACICS Campus 
Accountability Reports (CAR) are: 

(General) Campus Retention 
Benchmark 2014 2015 2016 

70% 71% 74% 72% 

Summary and Analysis: Campus Retention has normalized above our benchmark of 70% In 
2014, the college implemented an addendum to faculty letters of agreements, which 
emphasized the need for consideration and flexibility in allowing our students to obtain course 
content through the implementation of our Office365 capabilities We recognize that many of 
our students are full-time parents, hold full-time jobs, and are trying to make a positive 
improvement in their lives. In keeping with our mission, we strive to help our students towards 
the achievement of their personal and professional goals 

Goals and Recommendations to Improve General Campus Student Retention: 

The 2017-19 Goal for Retention is 73%. 

Through continuing faculty and staff training in Office 365 technologies and other forms of 
d1g1tal, technology, and multimedia resources, our retention should reflect a steady increase. 
Our second recommendation is that the Admissions Committee more closely review each 
applicant for possible indicators that applicants may have difficulty satisfactorily meeting the 
course requirements for the specific program that they wish to enter. If so indicated, then the 
Admissions Committee, working closely with Program Coordinators, faculty, and staff, should 
address said concerns with a plan designed to assist the student in successfully reaching their 
personal and professional goals Additionally, the College will continue to improve upon the 
recent addition of Mid-Term and End-Of-Term Grade Meetings designed to identify students at 
risk and develop plans to assist them in reaching their goals 
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Program-Specific Retention 

Degree Programs Benchmark 2014 2015 2016 
AS/BA Business 
Administration 65% 72% 73% 72% 

AS/Medical AssIstIng 65% 71% 74% 70% 
AS/Criminal Justice 65% 79% 95% 85% 
Diploma: 
AOA (Administrative Office No 
Assistant) 70% 50% 100% Enrollment 
CRST (Computer Repair and No No 
Service Technician) 70% 50% Enrollment Enrollment 
NRST (Network Repair and No No No 
Service Technician) 70% Enrollment Enrollment Enrollment 

No No No 
MC (Medical Clinical Assistant) 70% Enrollment Enrollment Enrollment 
MOA (Medical Office No No 
Assistant) 70% 100% Enrollment Enrollment 

No No No 
PCT (Patient Care Technician) 70% Enrollment Enrollment Enrollment 
PHL (Phlebotomv Technician) 70% 86% 91% 81% 
Certificate: 

No No 
CJ (Cr1m1nal Justice) 70% Enrollment Enrollment 100% 
NA (Nurse Assisting) 70% 69% 70% 75% 

Summary and Analysis: Program retention has stabIlIzed above benchmarks In 2014, the 
college implemented an addendum to faculty letters of agreements, which emphasized the need 
for consideration and flexibility in allowing our students to obtain course content through the 
implementation of our Office365 capabilities We recognize that many of our students are full­
time parents, hold full-time jobs, and are trying to make a positive improvement in their lives. In 
keeping with our mission, we strive to help our students towards the achievement of their 
personal and professional goals 

Goals and Recommendation to Improve Program Specific Student Retention: 

The 2017-19 Goal for Retention is 73% 

Through continuing faculty and staff training In Office 365 technologies and other forms of 
digital, technology, and multimedia resources, our retention should reflect a steady increase 
Our second recommendation is that the AdmIssIons Committee more closely review each 
applicant for possible indicators that applicants may have difficulty satisfactorily meeting the 
course requirements for the specific program that they wish to enter If so indicated, then the 
Admissions Committee, working closely with Program Coordinators, faculty, and staff, should 
address said concerns with a plan designed to assist the student in successfully reaching their 
personal and professional goals Additionally, the College will continue to improve upon the 
recent addItIon of Mid-Term and End-Of-Term Grade Meetings designed to identify students at 
risk and develop plans to assist them in reaching their goals 
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Our 2017-19 goal Is to see a renewed interest and increase In retention In our Information 
Technology programs, including CRST and NRST Since the development of a separate 
Information Technology degree program, at the Business Program Advisory Committee's 
recommendation, the College anticipates a stabIlIzation In the retention of these programs. 

The College plans to review with our Program Advisory Committees to modify or dIscontInue 
programs that are not meeting retention benchmarks. 

Student Placement Assistance Rates and Evaluation 

The placement trends for the programs as reported in the past three Campus Accountability 
Reports (CAR) are: 

(General) Campus Job Placement Assistance 

Benchmark 2014 2015 2016 
70% 96% 100% 81% 

Summary and Analysis: Campus job placement assistance exceeds the ACICS mandated 
benchmark of 70%. Additionally, student satisfaction with the job placement assistance provided 
remains 88% above average according to our 2016 Student Satisfaction Survey. 

Goals and Recommendations to Improve General Campus Placement Assistance: 

The 2017-2019 Goal for Placement is 85% 

Program Coordinators will work with our students to further assist them In preparing for their 
chosen job field and to include more specific instruction and advice in areas such as 

• individual attention and instruction regarding the preparation of their resume 
• appropriate attire and grooming 
• Job specific interview techniques 
• mock interviews 
• seeking appropriate certIficatIon In Job specific fields 
• seeking multiple certification in their career area whenever possible 

Additionally, Program Coordinators will work closer with Program Advisory Committees and 
employers to identify and fill Jobs that meet our student's goals and objectives, as well as 
community needs. 

Although not required, Program Advisory Committee members have advised the College that 
applicants who obtain certifications are generally more favored for employment over those that 
are not certified To support this, the College strongly encourages graduates to take 
certifIcatIon examinations as soon after graduation as possible To assist our students in 
preparing for certifications, review classes will continue to be available. 
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The placement trends for specific programs as reported In the past three ACICS Campus 
Accountability Reports (CAR) are 
Program-Specific Job Placement Assistance Rates 

Program Benchmark 2014 2015 2016 
AS/BA Business Administration 70% 90% 100% 71% 

AS/MA 70% 100% 100% 82% 

AS/CJ 70% 100% 100% 88% 

Diploma 

AOA (Administrative Office No No 
Assistant) 70% 0% Enrollment Enrollment 

CRST (Computer Repair and No 
Service Technician) 70% 100% Enrollment No Grads 

NRST (Network Repair and 
Service Technician) 70% No Grads No Grads No Grads 

MC (Medical Clinical Assistant) 70% No Grads No Grads No Grads 

MOA (Medical Office Assistant) 70% 0% 100% No Grads 

No No 
PCT (Patient Care Technician) 70% No Grads enrollment enrollment 

PHL (Phlebotomy Technician) 70% 83% N/A 75% 

Certificate 

No No 
CJ (Cr1m1nal Justice) 70% Enrollment Enrollment N/A 

NA (Nurse Assisting) 70% 100% 100% N/A 
Summary and Analysis: Campus JOb placement assistance exceeds the ACICS mandated 
benchmark of 70%. Additionally, student satisfaction with the job placement assistance provided 
remains 88% above average according to our 2016 Student Satisfaction Survey. 

Goals and Recommendations to Improve General Campus Placement Assistance: 

The 2017-2019 Goal for Placement is 85% 

Program Coordinators will work with our students to further assist them In preparing for their 
chosen job field and to include more specific instruction and advice in areas such as 

• IndIvidual attention and instruction regarding the preparation of their resume 
• appropriate attire and grooming 
• Job specific interview techniques 
• mock interviews 
• seeking appropriate certification in job specific fields 
• seeking multiple certification in their career area whenever possible 

Additionally, Program Coordinators will work closer with Program Advisory Committees and 
employers to identify and fill jobs that meet our student's goals and objectives, as well as 
community needs. 

Although not required, Program Advisory Committee members have advised the College that 
applicants who obtain certIficatIons are generally more favored for employment over those that 
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are not certified . To support this, the College strongly encourages graduates to take 
certification examinations as soon after graduation as possible. To assist our students in 
preparing for certifications , review classes will continue to be available. 

Level of Graduate Satisfaction 

The College surveys its graduates to determine general levels of satisfaction. The intent of the 
survey is to provide insight and determine potential areas for improvement in academic and 
administrative delivery of services to students. The survey is administered after students 
complete their program of study and before they receive their diploma. 

2016 Graduate Satisfaction Exit Surveys 
Benchmark 2016 

Demonstration of Interest 75% 97% 
Help in Defining Career Goals 75% 94% 
Appropriateness of Printed Materials 75% 91% 
Explanation of Admissions Process 75% 91% 
Purpose of Preliminary Evaluations 75% 94% 
Professional Attitude 75% 100% 
Ease of Registration Process 75% 97% 
Friendliness of Staff 75% 100% 
Friendliness of Faculty 75% 100% 
Availability of Financial Aid Office 75% 100% 
Reliability of Financial Aid Office 75% 100% 
FA Eligibility Advisement 75% 97% 
FA Personal Attention 75% 97% 
FA Office Helpfulness 75% 97% 
Explanation of Eligibility & Obligations Incurred 75% 94% 
Administrative Advisement 75% 91% 
General Advisement 75% 94% 
Personal Advisement 75% 91% 
Job Announcements 75% 94% 
Job Availability 75% 94% 
Placement Assistance 75% 97% 
Friendliness of Placement Assistance 75% 94% 
Interest in Entrepreneurship/Career 75% 57% 
Participation in Student Activities 75% 86% 
Value of Student Activities 75% 89% 
Campus Safety 75% 97% 
Adequacy of Campus Facilities 75% 100% 
Likelihood to Recommend College to Others 75% 91% 
Adequacy of LearninQ Resources(Library) 75% 100% 
Use of On-Line Library (URN) 75% 77% 
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Analysis 

The College has exceeded the benchmark and is trending upwards in all areas except for the 
category of interest In entrepreneurship This entrepreneurship data Is useful to us for planning 
purposes in assisting our students in reaching their personal and professional goals. 

Recommendations 

The College recommends that a committee be established to study this further with the intent of 
working with faculty to inspire a greater interest In our students to start their own business or 
contract their services We also find the use of our online Library (LIRN) is below our 
expectations. We will be adding this to future planning 

Level of Employer Satisfaction 

The College surveys employers of its graduates to determine whether employers feel that our 
graduates are well-trained and capable of handling their responsibilities The survey is 
generated when the College Is notified of the graduate's placement. The survey is distributed to 
the employer at notice of initial employment_ The benchmark is 85 % 

Three year Summary & Benchmark Data 

Benchmark 2012 2011 2010 
Attendance 85% 100% 100% 100% 

Dependability 85% 100% 100% 100% 

Communication Skills 85% 100% 100% 100% 

RelatIonshIp With People 85% 100% 100% 100% 

Personal Aooearance 85% 100% 100% 100% 
Initiative and 

85% 100% 100% 100% 
Resourcefulness 
Technical Knowledqe 85% 100% 100% 100% 

Quality Of Work 85% 100% 100% 100% 

ProductivItv 85% 100% 100% 100% 

Analysis: 

The benchmark has been exceeded and an analysis of the data indicates that our employers 
are very satIsfIed with the competencies of our graduates. The College considers an employer 
satisfaction rating of 3 to 5 on a scale ranging from 1 to 5 to be considered a satisfied employer_ 

Recommendations 

The College recommends that Program Coordinators meet and suggest ways to improve 
participation in the surveys so that we have a more diverse pool We are not satisfied with the 
current level of participation at this time 
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Graduate Placement Data 

The College's programs are intended to prov ide graduates with full time employment in fields of 
study direct ly, or indirectly, related to their program of study . We also consid er graduates who 
are worki ng part-t ime, on per-diem , or self-employ ed, to be employed if they are working in a 
field of study direct ly, or indirectly, related to their program of study. If a grad uate is not 
available for placement due to continuing their profess ional growth , we cons ider them to be a 
posit ive placeme nt outcome as well. We remove graduates from the employment calculat ion if 
they fall into once of the following categories: death, incarcerat ion, active military, service 
deploy ment, or the onset of a medical cond ition that preven ts employmen t. 

2014- 2016 Graduate Placement Data 
% 2014 % 2015 % 2016 

Placed based upon job titles 
included in the list of job titles 
published by the institution for 38% 33 0% 0 5% 4 
which the program prepares 
students . 
Placed based upon the required 
use of skills in the student's 2% 

2 
28% 

11 
26% 

23 program as a predominant 
component of the job . 
Placed based upon the benefit 
of the training received from the 
program in obtaining a new 

11% 40% 2% position or maintaining a 10 16 2 
current position, supporting 
promot ion or improving job 
related skills . 
Not available for placement due 

2% 5% 2% to pregnancy , death or other 2 2 2 
health-related situations 
Not available for placement due 41% 

36 
28% 

11 
18% 

16 
to continuing education 
Not available for placement due 0% 

0 0% 0 
1% 

1 
to active military service 
Not available for placement due 

0% 0% 0% to due to Visa restrictions 0 0 0 
(international student) 
Not available for placement due 
to enrollment in a stand-alone 0% 

0 0% 0 0% 0 English as a Second Language 
(ESL) program 
Not available for placement due 0% 

0 0% 0 0% 0 
to incarceration 

5% 
4 

0% 
0 

10% 
9 

Not working 
100 100 100 
% % % 

Total 
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Analysis 

As the def1nit1ons of placement became more clearly defined, the reports were adJusted 
accordingly The College has met or exceeded the benchmark for placement as set forth by 
ACICS 

Recommendations 

The College will continue to seek the advice of our Program Advisory Committee members as 
additional needs are identified In addition, the Boards now consist of at least three employers 
so the expectation for opportunities for employment should increase 

Student Learning Outcomes 

Forrest College uses multiple measures to assess students learning outcomes, among them are 
cumulative GPA, grade distribution, job placement, and certification examination results 
Benchmarks are established where appropriate. 

Cumulative GPA and Learning Outcomes 
One of the major elements in monitoring the effectiveness of the 1nstruct1on and support 
services provided to students 1s their satisfactory academic progress (SAP) In order to ma1nta1n 
satisfactory progress, students must attain a cumulative grade point average (CGPA) of 2 0 or 
higher or be on academic probation, they must progress at a satisfactory rate toward completion 
of their program; they must complete their program w1th1n a maximum of one and a half (1.5) 

times the normal program length A student who does not ma1nta1n satisfactory progress 1s 
placed on academic probation 

The Records Office monitors satisfactory progress by calculating the cumulative grade point 
average (CGPA) for each student at the end of each grading period. Students are 1n good 
academic standing whose CGPA is 2.0 or higher. 

Three year Summary & Benchmark 

The Benchmark is aligned with the statement of satisfactory progress which is a CGPA of 2 0 or 
better. 

Campus Wide Summary 

2014-16 TOTALS -ALL PROGRAMS StJdr.rt- StJdr.rt StJdr.rt- s·1.ce1·- s·1.ce1·- s·1.ce1·-

Actvr. -,:pr. r.d Ccmpletr.d :;
0 ac1.a·ec S1.spe1dr.d 'N1·rcrr.w 

1-IL-c>er c' S:cce·1:s 228 1 1 8/ I' 8' 
Ave·age CGPA 2 64 1 1 3 33 52 I 8 

Program-Specific Summary 

AS Degree Criminal Justice Active Expelled Completed Graduated Suspended Withdrew 

1-IL-c>er c' S:cce·1:s 31 C 1 18 3 9 
Ave·age CGPA 2 64 3 33 1% 1 a:, 
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AS Degree, Medical Assisting 
r Ji. -~r.r c' S·1.ce1·s 141 C J SC 6 65 

Ave·age CCl-'A 7 6-1 3 33 1 93 1 91 

AS Degree Business Administration 
c·a AS"iA ~1rcllmr.rt SC 0 0 9 ' 6 

Ave·age CGPA 2.63 0 0 3.30 0.47 1.61 

Analysis 
The benchmark has been met or exceeded and an analysis of the data indicates that the clear 
majority of our students are progressing satisfactorily towards attaining their learning outcomes. 

Recommendations: 
The mission of Forrest College is to provide an environment that inspires students to more fully 
develop the confidence to reach their personal and professional goals. The College strives to 
attain its mission by providing appropriate educational experiences that stress personal and 
academic goal attainment and emphasize the importance of learning as a life-long process 
through both individual and group work. In keeping with our m1ss1on, the College's 
implementation of the midterm and term grade meetings will continue to identify those who are 
at risk of failing so that they can be assisted early. The data presented indicates low CGPA's 
for those at risk of being withdrawn or suspended. 

Forrest College 2014-16 Campus Effectiveness Plan Page 19 



Grade Distribution and Learning Outcomes 

A three year compi lation of grades earned by course offered was prepared and analyzed . 
Grade distributions are monitored to assure that grades are not inflated and represent an 
appropriate assessment of demonstrated performance or competency . 

2014-2016 GRADE DISTRIBUTION ANALYSIS 

50% 

45% 

40% 

35% 

30% 
I 
~ 25% 22 .....____ 

20% I 
15% 

10% 

A , A A B B B C C ' C D D D F F F N( NC NC R R R S S , S U U U W . W W ' 

20 :20 20 20 !20 20 20 20 ' 20 20 20 ,20 20 20 20 ,20 20 20 20 20 :20 20 20 :20 20 :20!20:20 20 20 ' 
14 il5 16 ' 14il5 16 :14 1s :16 14 15 il6 14 ,15

1

16:14115 16!14 15 ,16 ' 14 15116 14 ,15116 14 i15 16 i 
Seriesl · 43 . 46 . 46 ' 22 !23 24 :-13 ·12 110°3% 2%i3%17% 10° ll 5%:0%;0%4%15% 3% 0%io%;1%0% 0%:2%:3%:2% 1%

1 

Analysis 

Data analysis indicates that grades appear to be slightly inflated. 

Recommendations 

We anticipate a change in this trend as the College implements more certifications as a 
measure of mastery where appl icable. In addition , the College has moved towards industry 
standard evaluations within the classroom that will be useful in determining the students level of 
mastery. 

Certification Examination Results and Learning Outcomes 

Although cert ification is not a prerequisite to employment in South Carolina, the Committee 
recognizes certification as an indication of student learning outcomes in programs where 
certification is offered . Programs offered by the College wherein cert ificat ion is availab le 
include: 

• Computer Repair and Service Techn ician (A+, Net+, Sec+ Certification through 
CompT IA) 
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• Medical Assisting (CMA thru AAMA) 
• Nurse Assisting (CNA thru SCDHHS) 
• Phleboto my (ASCP) 

Compute r Repair & Service Technicians can cert ify thru The Computing Technology Industry 
Association (Comp TIA). Comp TIA is the leading provide r of technology-neutral and vendor­
neutral IT certifications. Graduates of the Computer and Network repair programs are 
encouraged to seek the CompTIA A+ and/or Net+ certification. CompT IA recommends that 
graduates work in the field for 16-24 months prior to sitting for the A+ Certificat ion exam and this 
poses problems in tracking results. 

Medical Assisting Certification Exam Results 

Forrest College has program accreditation for its Medica l Assisting Associate in Science Degree 
Program. The Assoc iate in Science Degree Program in Medical Assisting Program is 
accredited by the Commission on Accreditation of Allied Health Education Programs (CAAHEP) 
upon the recommendation of the Medical Assisting Education Review Board (MA ERB). We 
have excerpted the section entitled "Credentialing Examination Outcomes" from the 2016 
Annual Report to MAERB. The data includes three years of certification examination results . 

2016 Annual Report to MAERB 
Medical Assisting Credentialing Exam Outcomes 

Year of 
Total Total # of students who passed MORE THAN ONE of Exam Pass 

Graduation 
Numb er of Exam the fou r qualifying exams, CMA (AAMA}, RMA Rate All 
Graduates Passers (AMT}, NCMA (NCCT, CCMA (NHA) Grads 

2015 17 6 0 43% 

2014 23 13 0 68% 

2013 19 13 0 68% 

Total 59 32 0 60% 

Threshold 70% 

Analysis 

The threshold of 70%, as established by MAERB , has been adopted by the College as the 
benchmark . Although the benchmark has not been met in the years indicated, the College 
notes that there has been improvement in the exam pass rate for more recent graduates. 

Recommendations 

In addition to the capstone class implemented in 2012, the College has established 
measurements of readiness using industry standard testing simulat ion programs designed to 
determine the likelihood of passing as we ll as provide useful feedback to the student in areas of 
weakness. The college recognized a trend in that students who scored above a threshold had a 
much higher rate of success with the certification exam . This threshold was established in 2016 
and the annual report from MAERB does not yet reflect the progress of this plan. Although not 
yet reported by MAERB , the college regularly rev iews and has seen positive results so far. 
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Nurse Assisting (CNA thru SCDHHS) Certification Exam Results 

The South Carolina Department of Health and Human Services (SCDHHS) has evaluated and 
approved the nurse assisting training program of the College as an official sponsor of 
candidates for Nurse Aide certification examination Graduates of this program are eligible to sit 
for the exam which leads to NA certif1cat1on. 

2014-2016 Nurse Aid Certification Results (NNAAP -
National Nurse Aide Assessment Program) 

2014 2015 2016 
Written 95% 90% 100% 
Skills Performance 56% 46% 67% 

Analysis 

The threshold of 70% as established by SCDHHS has been adopted by the Committee as the 
benchmark for Forrest College. Although this benchmark has not been met in the skills 
performance area for the years indicated, the Committee notes that there has been substantial 
improvement in the skills exam pass rate for more recent graduates It should be further noted 
that the written portion of the cert1ficat1on exam has exceeded the benchmark established for 
the past three years 

Recommendations 
• The College has recently implemented a mandatory review and pretest simulation to 

ensure that a student is ready before certifying. 
• That additional, course-specific competency measurements which are specific to 

competencies required for passing the cert1f1cation exam continue to be emphasized in 
all course instruction where appropriate. 

Phlebotomy Certification Examination Results 

The College does not have programmatic accreditation for its phlebotomy program. Graduates 
may, upon successful completion of theory, clinical, and intravenous punctures, be eligible for 
the certification examination offered through the American Society for Clinical Pathology 
(PBT/ASCP). 

No data 1s available regarding phlebotomy certif1cat1on 

Analysis 

Non-applicable. 

Recommendations -

The College recommends that students who have satisfactorily completed their training in 
Phlebotomy be surveyed to make as accurate an assessment as 1s possible regarding the 
pass/fail rates 
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Student General Assessment Satisfaction Survey and Learning Outcomes 

This survey is intended to understand how students feel about the functioning of the various 
offices of the College and how effectively they perform their responsibilities. It also surveys 
student opinions on the suitability of campus facilities and security . Satisfaction is defined as 
average or better on our surveys. It serves three funct ions: 
1. To provide informat ion for improvement of academic programs and administrative services 

for the College 
2. To serve as an assessment of College programs for the purpose of external and internal 

accountability . 
3. To serve as an indicator that administrative and academic offices are facilitating student­

learning outcomes. 

100% 

95% 

90% 

85% 

80% 

75% 

Analys is 

2015- 2016 Student General 
Benchmark 2015 2016 Assessment Satisfaction Trends 

Admissions Office 85% 98% 99% 
Records & Finance Office 85% 94% 97% 
Business Office 85% 97% 87% 
Placement Assistance 85% 98% 97% 
Student Services & Facility 85% 96% 98% 
Teaching & Learning 85% 100% 100% 
Computing Services 85% 99% 100% 

2015-2016 Student Satisfaction Survey Trends 

Admissions Records & Business Office Placement 
Office Finance Office Assistance 

Student 
Services & 

Facility 

■ Benchmark ■ 2015 ■ 2016 

Teaching & 
Learning 

Computing 
Services 

Surveys indicate a high degree of satisfaction, indicating that administrat ive and academ ic 
offices are facilitating student learning outcomes . 
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Recommendations 

The College recognizes that there is always room to improve student satisfaction and that a 
high benchmark needs to remain in place_ 

Student Evaluation of Instruction Surveys and Learning Outcomes 

This survey assesses student perception of instructor effectiveness. It also surveys student 
opinion concerning instructional support areas such as the learning resource center, computer 
and technology support, and perceptions on student advisement. It is a useful indicator of 
student learning outcomes 1n that 1t demonstrates student perception as to the quality of 
instruction and support received 

Student Opinion of Faculty Benchmark 2016 2017 
Punctuality 90% 95% 98% 
Preparation of Presentation 90% 95% 98% 
Tests and Grades Fairly 

Timelv Return of Grades 90% 95% 100% 
Incorporation of Technolonv 1n Course 90% 90% 93% 
Your instructor has asked you to refer 
prospective students to Forrest College 90% 90% 97% 
Your instructor has taken an active interest 1n 
you and encouraged you to continue your 
education. 90% 79% 84% 
Your instructor has asked if you are 
experiencing any problems that might interfere 
with your pursuit of your educational goals in a 
genuine attempt to help you overcome some 
of those difficulties. 90% 90% 97% 
Your instructor soeaks well of Forrest Colleae. 90% 87% 95% 
Your instructor has encouraged you to bring 
friends to class on desiqnated days 90% 100% 100% 
Your instructor has made attempts to 
coordinate your assignments to compliment 
assignments that you might have 1n other 
courses. 90% 70% 88% 
Your instructor has assigned you to work in 
qroups. 90% 92% 95% 
Your instructor has explained to you the 
benefit of enaaaina in arouo work_ 90% 71% 89% 
Your instructor has encouraged you to 
communicate with other members of your 
class or group for the purpose of keeping up 
with your assignments and supporting one 
another, particularly in times of absence or 
illness 90% 72% 90% 
Your instructor has insisted that you use your 
college assigned email address 90% 95% 97% 
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Your instructor has taken necessary time with 
you in addition to class time. 90% 87% 98% 
Your instructor has made his/her lectures 
available to you through the library, Lyne, 
Skype, or by other means outside of regular 
class lecture. 90% 92% 95% 
Your instructor has collaborated with the 
librarian to arrange for study groups for his/her 
classes 90% 92% 95% 
Your instructor has alerted you to the 
availability of assistance through such means 
as PLATO, study groups, tutors, etc. 90% 83% 86% 
Your instructor has made himself/ herself 
available to you on a regularly scheduled basis 
for a designated period of time immediately 
preceding or immediately following your class 
time. 90% 90% 89% 
Your instructor has used as many and as 
diverse methods/practices as possible in his 
efforts to deliver his course content, such as 
videos, You Tube lectures, ITunes U, or any 
other materials that may be available through 
the manufacturer of the course text book. 90% 93% 95% 
Your instructor has made it clear that you are 
to use only your formally assigned college 
email address 1n all matters dealing with your 
college-related work assignments, etc 90% 95% 95% 
Your instructor has communicated with you by 
email and on a regular basis such things as 
syllabi, class notes, lectures, reminders as to 
assignment due dates, upcoming test/quiz 
dates, test results, reminders of any sort, and 
anything that might be helpful to understand 
what is expected of them and when 90% 87% 98% 
Your instructor has taken time to alert, instruct, 
and advise you regarding any and all things 
that might be a factor in preventing you from 
getting a job (tattoos, rings, dress, 
communications issues, etc.) 1n your 
(intended) workplace. 90% 93% 95% 
Your instructor has expected you to 
demonstrate appropriate business behaviors 
such as writing (by email) with your questions, 
concerns, or problems. 90% 89% 94% 
Your instructor has taken the time to help you 
organize your thoughts and to be better able to 
explain what it is they need or want through 
proper e-mail communications. 90% 92% 97% 
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Analysis 

The College made several additions to the older version of our survey to identify items listed in 
the Addendum to the Faculty which is more 1n line with our m1ss1on and purpose The 
benchmark of 90% was met 1n most instances except for group work, referrals, and email 
communications. These items were recent additions to the survey. 

Recommendation 

The College recommends additional professional development 1n the areas of: 
• Instruction in using group learning methods 
• The benefits of referrals in maintaining a family atmosphere within the College 
• The necessity of Professional email communications 

Graduation Rates 
The retention trends for the programs as reported in the past three ACICS Campus 
Accountability Reports (CAR) are 

(General) Campus Retention 
Benchmark 2014 2015 2016 

70% 71% 74% 72% 

Summary and Analysis: Campus Retention has normalized above our benchmark of 70% In 
2014, the college implemented an addendum to faculty letters of agreements, which 
emphasized the need for consideration and flexibility in allowing our students to obtain course 
content through the implementation of our Office365 capabilities. We recognize that many of 
our students are full-time parents, hold full-time jobs, and are trying to make a positive 
improvement in their lives In keeping with our mission, we strive to help our students towards 
the achievement of their personal and professional goals 

Goals and Recommendations to Improve General Campus Student Retention: 

The 2017-19 Goal for Retention is 73% 

Through continuing faculty and staff tra1n1ng 1n Office 365 technolog 1es and other forms of 
digital, technology, and multimedia resources, our retention should reflect a steady increase 
Our second recommendation is that the Admissions Committee more closely review each 
applicant for possible indicators that applicants may have difficulty sat1sfactor1ly meeting the 
course requirements for the specific program that they wish to enter If so indicated, then the 
Admissions Committee, working closely with Program Coordinators, faculty, and staff, should 
address said concerns with a plan designed to assist the student 1n successfully reaching their 
personal and professional goals Additionally, the College will continue to improve upon the 
recent addition of Mid-Term and End-Of-Term Grade Meetings designed to identify students at 
risk and develop plans to assist them 1n reaching their goals. 
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Future Plans for the Institution 

Our recommendations for what we envision as our future are based on an analysis of current 
data and future trends as well as from discussions and meetings involving all divisions of the 
College, including faculty, staff and students. 
Since our last ACICS visit, we've focused on growing the enrollment; branding and marketing 
the College, developing financial plans that assured f1nanc1al equilibrium, and receiving 
accreditation from ACCSC 

We are continuing to add and to strengthen our academic programs and faculty and have 
continued upgrading of and improvement to campus facilities. Our modest efforts and 
personalized marketing approach have yielded some modest results, even 1n a global economic 
downturn and cons1der1ng all of the confusion that we've more recently undergone as the result 
of our association with ACICS and the more general and devastating effects that we've endured 
as the result of the Department of Education's negative actions taken against ACICS; problems 
that have manifested themselves in demoralization of students, faculty and staff, who oftentimes 
question what their status is likely to be. 

In the near future, the College will focus on an uncertain economic environment as well as 
changing and very competitive conditions in higher education, the need for the College to 
challenge past assumptions and establish new 1nitiat1ves, continued investment 1n human 
resources, the physical plant and technology; and providing a rigorous education in a supportive 
and strong learning environment 

Of course, as in the past, our future will be determined somewhat by external and internal 
factors that no doubt may affect the College's ab1l1ty to implement all facets of the plan. 
Important to our future and to the enactment of any future plans will depend in good part 1n 
internal factors, such as the appointing and retaining of quality faculty and staff and offering 
academic programming consistent with the needs of the marketplace and our mission, the 
possibility of installing a Bachelor level program in Internet Technology as well as in Criminal 
Justice. Also, being discussed is the possible development of a new emphasis 1n Electronic 
Medical Records Management to our existing Medical Assisting Program A stronger emphasis 
1n entrepreneurship within the Business Administration Program 1s nearly completed. 

External factors include, but are certainly not limited to, the ability of Forrest College to 
adequately deal with the myriad of compliance and regulatory issues; to continue to receive 
appropriate federal support; to remain distinctive and competitive 1n a changing marketplace, 
and to secure appropriate funding 

We believe that, despite the challenges that have presented themselves upon us, our plans, as 
stated in this brief account, will serve as the roadmap to successfully guide the College to even 
greater heights in the future. 

Forrest College 2014-16 Campus Effectiveness Plan Page 27 



References: 

The follow ing reports , surveys, and other data sources, including raw data and data summaries 
are on file and available for rev iew in support of the 2014-2016 Campus Effectiveness Plan. 

Reports 
2015 IPEDs Data https://nces.ed.gov/globalloca tor/col info popup .asp?ID=218043 
2014-2016 Campus Annual Report (CAR) 
2016 Status Income Report 
2016 Annual Report Accreditat ion Data Collect ion, MAERB Analysis (Medical Assist ing) 
ACICS Student Achievement Standards 
2014-16 SC Department of Health and Human Services (DHHS) Annual Report (Nurse Aide) 
2014-16 CGPA by Program and Status 
2014-20 16 Grade Distribution Report 

Surveys 
2016 Graduation Satisfact ion Exit Surveys 
2014-20 16 Employer Satisfaction Surveys 
2016 Student General Assessment Satisfaction Survey 
2016-4 and 2017-1 Student Opinion Survey 

Publications 
2017 Forrest College Catalog 
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June 21, 2017 

Mr. Davis Scott Peterson 
Administrative Dean 
Forrest College 
601 East River Street 
Anderson , SC 29624 

Evaluation Team Report-RENEWAL OF ACCREDITATION VISIT REPORT 
ID for Campus Visited: 00011232 

Main Campus ID: 00011232 
Staff Contact: Ms . La Toya Boyd - Phone: (202) 336-6777 

Application ID: 72597 
VISIT RESPONS E DUE DATE : July 6, 2017 

aci csfc@forrestcoll ege. edu 

Dear Mr. Peterson : 

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 before it takes formal action on your institution's application 
for accreditation. Please submit your response to the findings in the report via your online application under 
"Citations. " The Council offers the institution ten business 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 suggestions 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 visit 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 supporting documentation (if 
applicable). If supporting documentation covers more than one finding , the campus 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 Linda 
Lundberg at llundberg@acics.org . 

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 



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 Institutional Response " for step­
by-step visual instructions 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 corresponding 'Document Type. ' 

Example: The docmnent uploaded to satisfy the: 
Finding 1 Narrative task must be labeled.la Cite -Narrative 

If a campus needs to submit multiple pieces of information to support one citation response , this information 
should be combined into one document prior to uploading. Note: There is no maximum size for documents , 
but larger documents may take some time to upload. If you are uploading PDF documents , save them as 
reduced size PDF documents. 

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. 

1
st 

Cite - Narrative 
1st Cite - Supporting Document 
2

nd 
Cite - Narrative 

2nd Cite - Supporting Document 
3rd Cite - Narrative 
3

rd 
Cite - Supporting Document 

Responses should be professional in appearance. The responses should be paginated and well-organized to 
ensure a complete and sufficient review. 

Sincerely , 

Linda J. Lundberg 
Accreditation Content Editor 
Accreditation and Institutional Development 

Attachments 



RENEW AL OF ACCREDITATIO N VISIT REPORT 

CAMP US 
FORREST COLLEGE 

601 E River Street 
Anderson , SC 20624 

ACICS ID Code : 00011232 

Mr. Da vis Scott Peterson, Admini strative Dean (scottpeterson@forrestcollege.e du) 
( aci csfc@forrestco ll ege. edu) 

https :/ /forrestcol I ege. edu 

May 24 and 25, 2017 

Chair Spencerian College 

Student-Relations Specialist Zenith Education Group 

Educational Activities Specialist Florida Career Colleges 

Medical Programs Heald College 

Louisville, KY 

Los Ange les, CA 

Denver, CO 

Concord, CA 

Business and IT Programs 
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Associate of 
Applied 
Science 
Associate in 
Science Degree 

Associate of 
Applied 
Science 
Associate of 
Applied 
Science 
Diploma 

Certificate 

Diploma 

Diploma 

Certificate 

Diploma 

Diploma 

Diploma 

Diploma 
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ACICS 
CREDE'ITIAL 
Academic 
Associate· s 
Degree 
Academic 
Associate's 
De.gree 
Academic 
Associate· s 
Degree 
Academic 
Associate· s 
Degree 
Diploma 

Certificate 

Diploma 

Diploma 

Certificate 

Diploma 

Diploma 

Diploma 

Diploma 

PROGRAMS OFFERED BY 
FORREST COLLEGE 

A:\DERSON SOlTII CAROLINA . . ' . . . 

Enroll: 
Full-

APPROVED Clock/ time/ 
PROGRAM Contact Qtr. Part-
TITLE I lrs. Hrs. time 
Business 1050 100 5 24/0 
Administration 

Criminal Justice 995 96 14/0 

\1edical 1290 103 5 22/0 
Assisting**** 

Information 1250 100 5 0/0 
Technology** 

Phlebotomy 595 43.5 18/0 

l\urse Assisting 352 27 1/0 
l\et\vork Repair 875 69 0/0 
and Service 
Technician** 
Computer Repair 9]0 73.5 0/0 
and Service 
Technician** 
Criminal 450 45 0/0 
Justice** 
\1edical Office 875 52.5 0/0 
Assistant**-
\1edical Clinical 740 52 5 0/0 
Assistant* t 

Patient Care 824 48 0/0 
Technician**-
Administrative 725 55 5 0/0 
Oflice 
Assistant**· 
TOTAL ENROLL:Vll:NT 79 
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CAR 
Retention & Placement(%) 

2016 2015 

Ret. Pia. Ret. Pia. 
72 71 7] 100 

85 88 95 100 

70 82 74 100 

1'/A 1'/A 1'/A 'I/A 

81 75 91 'I/A 

75 1\/A 70 100 
1\/A 1\/A 1\/A 'I/A 

1\/A 1\/A 1\/A 'I/A 

100 1\/A 1\/A 'I/A 

00 00 00 00 

00 00 00 00 

00 00 00 00 

00 00 00 00 

TOTAL CA:VIPIJS RETENTION 72%J TOTAL CA"1PUS PLACE"1E'IT I 81% 

** Programs with no enrollment. The computer repair and service technician and medical office 
assistant programs have not enrolled students in two years. The network repair and service 
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**** 

+ 

technician, medical clinical assistant, and patient care technician programs have not had 
enrollment in three years While the team \Vas on site the administration informed the team that 
there should have been one enrollment reported in the network repair and service technician 
program, but it was mistakenly left ofTthe 2016 CAR Although there were no students enrolled 
in the information technology program, the institution informed the team that there are nine (9) 
students currently in the business administration associate degree program who \vill be 
matriculating to information technology associatc"s degree program, effective the end of the 
spring tem1, June 17, 2017. Thus the program was reviewed by a content specialist. 

The administration informed the team that they did not want to tenninate the programs without 
enrollment for 2 t years because they have wanted to make either substantive or non-substantive 
changes, and begin re-enrolling in September 2017, but haven't been able to They were under 
the impression that the Department of Education's notice sent to schools in December 2016 
regarding the loss of recognition for ACICS had informed them that they would be unable to 
submit any changes to their programs. This was not the case, however. Further, because the 
notice was sent approximately six months ago, even if that \Vere the situation, it docs not address 
the fact that programs had been \Vithout enrollment for an extended amount of time prior to the 
notice being sent. The administration stated their desire to submit substantive/non-substantive 
change applications with their response to this report in order to avoid having the programs 
terminated. If applications arc submitted and subsequently approved, the institution \vill have 
until the deadline for the submission of the 2017 CAR to evidence enrollment in each of the 
programs. 

The medical assisting associate degree program was granted continual programmatic 
accreditation with the Commission on Accreditation of Allied I [ealth Education Programs 
(CAAHEP) in January 2016 

(Section 2-2-121(a)(b)): The credits and contact hours could not be verified for all programs. 
The total credits and contact hours last reported to AC!CS do not match the metrics on the 
academic credit analysis submitted with the renewal of accreditation application for the medical 
oflice assistant, medical clinical assistant, patient care technician, or administrative office 
assistant programs. The institution did not provide evidence of approvals for these changes. 
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INTRODUCTION 

Forrest College was founded in January 1946 by-nd was known at that time as the Carolina 
School of Commerce. The college was located on East Benson Street. purchased the 
school in 1951, and in 1954 the College moved to 500 North McDuffie Street. In 1963, a new facility was 
constructed and opened at its present location of 601 East River Street. The new facility became known as 
Forrest College. In April 1985, purchased Forrest College. 
For a period ohime , the institution did business as Forrest Junior College. The current facility also has an 
additional small building, the Betty Campbell Annex, which houses the nursing assistant program. Adjacent 
to the campus is a computer repair business owned by the college that partners with the college and their 
computer repair program by allowing the college to provide training at this facility. This provides the 
students with a real-world, hands-on training opportunity. Forrest College also provides a day care for their 
students during class hours. This, along with allowing students to utilize Office 365 Skype for Business to 
participate in class when attending classes is difficult, has had a ositive impact on the college's retention. 

Summary of Data Integrity Review 

Retention Verification 

1. 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? 

IZJ Yes □No □ Not Applicable 

Placement Waivers 

2. Was the team able to verify the graduates reported as unavailable for placement on the campus's most 
recent CAR? 
D Yes IZ] No D Not Applicable 

If No, insert "Section 3-1-203 & Appendix L" in parentheses and explain: 
(Section 3-1-203 and Appendix L): The team was not able to verify all graduates reported as not 
available for placement on the 2016 CAR. One student, was reported as 
unavailable for placement due to pregnancy. The placement waiver for - signed December 
2015, indicated that she was 7 ½ months pregnant as the time the waiver was completed. During the 
months following the closing of the 2016 CAR reporting period, and up until the Novemeber 2016 
submission , the campus did not contact to see if her placement status had changed. When 
asked on site about the length ohime between the signing of the waiver and the submission of the CAR, 
the campus contacted •••• They were informed that although she had been able to go to work 
after the birth of her child, she had chosen not to. The campus confirmed that should have 
been reported as "not placed" on the CAR, rather than not available for placement. 
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A second student , was reported as not available for placement due to military 
service. No documentation of her military status was provided to the team during the visit. However , the 
institution was able to send appropriate documentation to the ACICS staff member on the team a few 
days following the visit. 

Placement Verification Program (PVP) 

Institution ID Total Number of Response Rate % Verified 
Placements 

0001123 24 83% 79% 

3. Summarize any anomalies or significant observations from the institution's PVP submissions (i.e. low 
response rate, large number employed by the same employer, several invalid placements , etc.). 
Approximate ly 38 percent (9 out of 24) of the graduates are reported as placed by the same employer, 
AnMed Health. AnMed Health is South Carolina's largest independent , non-profit health system, and is 
the 8th largest employer in the region. 

Two of the reported placements have been marked as invalid. No other anomalies or significant 
observations are apparent. 

Licensure Pass Rates 
Was the team able to verify licensure pass rates, as reported on the most recent CAR, for all programs that require 

licensure in order to obtain employment in the state where the campus is located? 
D Yes D No ~ Not Applicable 

On-Time Graduation by Cohort 
1. Describe the tracking system utilized by the campus for students ' scheduled graduation 

dates. 
Although the campus currently uses the CAR to track students' scheduled graduatio n dates, they do not 
track actual graduation rates. When first asked about graduation rates, which are not currently included 
in the campus' s CEP (see Section 1 for additio nal detail), the administration revealed that they did not 
calculate the rates because they did not know how to do so. They informed the team that they did not 
understand the difference between graduation rates and retention rates. When the team attempted to 
explain the difference and give guidance on different ways that the rates can be calculated , it became 
apparent that the camp us was also not accurately reflecting scheduled graduation dates. Instead of 
utilizing the revised schedule to graduate column on the CAR to document changes due to 
failed/withdra wn classes, etc., the original graduatio n date would ju st be changed. 

2. How does the campus document leaves of absence and cohort transfers? 
The campus does not currently have any students documented on leaves of absence . As stated above , 
however , cohort transfers are not suffic iently documented. Graduation dates are simgly changed. The 
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campus did not have documentation detailing the changes, and could only explain the differences in 
dates if they remembered a particular student's specific situtation. 

REPORT QUESTIONS 
1. MISSION 
1.01 What is the mission statement of the institution? 

The mission of Forrest College is to provide an environment that inspires students to more fully develop 
the confidence to reach their personal and professional goals. The College strives to attain its mission by 
providing appropriate educational experiences that stress personal and academic goal attainment and 
emphasize the importance of learning as a life-long process through both individual and group work. 

1.02 Does the campus have an appropriate mission statement with a set of supporting objectives devoted 
substantially to career-related education? 
ISi Yes 0No 

1.03 Are the objectives reasonab le for the following : 
(a) The programs of instruction? 

ISi Yes 0No 
(b) The modes of delivery? 

ISi Yes 0No 
(c) The facilities of the campus? 

ISi Yes 0No 

1.04 Are the mission statement and supporting objectives appropriately disclosed in the campus catalog and 
in other publications that are readily available to the public? 
ISi Yes 0No 

1.05 Describe how the campus demonstrates its commitment to successful implementation of its mission. 
The college employs individuals who model behaviors consistent with its mission to demonstrate the 
qualities and characteristics that students need to aquire. These qualities include self-reliance, self­
direction , self-discipline, responsibility , and dependability. The college has a tradition of providing 
personal attention and individualized istruction on a small, close-knit academic setting. 

1.06 Does the campus have a current Campus Effectiveness Plan (CEP)? 
ISi Yes D No 

1.07 Does the CEP describe the following: 
(a) The characteristics of the programs offered? 

ISi Yes 0No 
(b) The characteristics of the student population? 

ISi Yes 0No 
(c) The types of data that will be used for assessment? 

ISi Yes 0No 
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(d) Specific goals to improve the educational processes? 

~ Yes 0No 
(e) Expected outcomes of the plans? 

~Yes 0No 

1.08 Are the following seven required elements evaluated in the CEP at both the campus and program levels: 
(a) Student retention rates? 

~Yes 0No 
(b) Placement rates? 

~Yes 0No 
(c) Graduation rates? 

0Yes ~No 
(d) Level of student satisfaction? 

~Yes 0No 
(e) Level of graduate satisfaction? 

~Yes 0No 
(f) Level of employer satisfaction? 

~Yes 0No 
(g) Student learning outcomes? 
~ Yes 0No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-110 , 3-1-111, and Appendix K) : On page 26 of the 20 14-2016 CEP there was a section 
identified as "Graduation Rates." However , the information in this section pertained to retention and 
retention rates. There were no data, summary and analysis, or goals set for graduat ion rates and included 
in the CEP. 

1.09 Define the measurab le student learning outcomes (SLOs) used by the campus and how these outcomes 
are being assessed. 
Forrest College uses multiple measures to assess students learning outcomes, including cumulative GPA, 
grade distribution, and certification examination results. Benchmarks are established where appropriate. 
In addition , employer satisfaction surveys, student assessment surveys, and a student evaluation of 
instruction survey assist in the analysis of learning outcomes. 

Do the student learning outcomes include pass rates for programs that require licensure or certification to 
practice in the specific career field? 
~ Yes D No D Not Applicable (No programs require licensure or certificat ion.) 

1.10 Are the following identified and described in the CEP at both the campus and program levels : 
(a) Appropriate baseline data and goals for each outcome? 

D Yes ~No 
(b) The data used by the cam pus to assess each outcome? 

D Yes ~No 
(c) How the data was collected? 

D Yes ~No 
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(d) An analysis and summary of the data collected? 

D Yes [g)No 
(e) An explanation of how the data will be used to improve the educational processes? 

D Yes [g)No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-111 and Appendix K): The 2014-2016 CEP does not contain the required data, goals, or 
assessment of graduation rates. The college administrators did not understand the definition of 
graduation rates or how to calculate them. They were of the understanding that retention and graduation 
rates were the same metric; and, therefore , the information in the CEP for graduation rates was the same 
information as that for retention rates. The CEP contained the required data, goals, and assessments for 
the other required elements. 

1.11 What documentation does the campus maintain , and that the team reviewed , to evidence the following: 
(a) That the CEP has been implemented? 
The faculty meeting minutes reflect various CEP sections as topics for discussions , and interviews with 
faculty and staff reflect the implementation of some of the plans set forth in the CEP. 
(b) That specific activities listed in the plan have been implemented ? 
Through faculty meeting minutes and discussions with faculty and staff, the team was able to determine 
that mid-term and end-of-term grade meetings designed to identify students at risk had been held, and 
plans were developed to assist students in obtaining their goals. Students also confirmed the 
implementation of Skype for Business , which allows students to attend class from home in the case of an 
emergency. 
(c) That periodic progress reports have been completed? 
The team could not confirm that periodic progress reports had been completed. 

If there was no documentation , or if insufficient documentation was available , for any item, insert the 
section number in parentheses and explain: 
(Section 3-1-112) : There was no evidence of documented progress reports. Further, the administration 
stated there were CEP meetings, but the minutes were not reflective of CEP discussion or progress; and 
meeting minutes did not contain sign-in sheets, only a list of committee members. 

1.12 Who is responsible for implementing and monitoring the CEP? If a committee is utilized, describe the 
committee . 

monitors the plan. -has 40 years of experience in education administration 
and curriculum development. The team noted that? ? resides in New York and is not on campus. 
The on-site administrators , Academic Dean ; Administrative Dean; 
and Finance and Records Office Coordinator; work with to see that the plan is 
implemented and monitored. However , they appear to have very little autonomy and authority to 
implement any changes without approval from ••■first. Academic program coordinators are 
responsible for survey data collection. The CEP is reviewed by a committee comprised of the president , 
secretary/treasurer of the board, on-site administrators, finance and records office coordinator , all 
program directors, librarian , and three students. 

1.13 Describe the documentation that evidences that the CEP is evaluated at least annually. 
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(Section 3-1-113) : The school provided meeting minutes for February 3, 6 13, 17, and 21, 2017. 
However , the minutes only contained a list of the committee members with no sign-in sheets, and the 
minutes were strictly pages copied directly from the 2014-2016 CEP. There was no discussion of the 
required elements reflected in the meeting minutes. The team could not verify previous meeting minutes 
where data, goal setting , and outcomes were discussed and reviewed. 

2. ORGANIZATION 
2.01 Who is the on-site administrator , and what are this person ' s qualifications? 

is the on-site administrative dean and IT services manager. has been 
with the college in this position since February 2014. He was originally hired by the college in 2012 as 
the lead technician and assisted with the operations of a computer repair facility open to the public. -

holds an associate of science degree in business administration from Forrest College and is 
currently pursuing a bachelor's degree from Western Governor's University. He has also achieved the 
following IT certifications: CompTIA A+ certification , MOS certification, MTA certification, Net +, and 
Project +certification. Prior to coming to Forrest College , ~or ked for CVS drugstores as 
the photo lab manager , ~h otography as owner , and American Fast Photo in sales and 
management. also served in the United States Marines from 1992-1998. 

2.02 Describe the leadership team and how they manage the campus effectively and efficiently and how 
appropriate attention and training is given for the necessary functions of the campus . 
The campus has an administrative dean and an academic dean to manage the day-to-day activities ; 
however, the team concurred that the leadership team did not have sufficient authority and/or autonomy 
to make daily managerial decisions. Changes of any nature had to be vetted by- president, who 
resides in New York. According to all purchases are submitted to 
business office coordinator , for a purchase order and then sent t 
of the board , who also lives in New York, for approva l. 

If the cameus is not being managed ae.P2:£Priately, insert the section number in parentheses and explain : 
(Section 3-1-301): The on-site administrators do not have sufficient autonomy and authority to manage 
the campus effectively. All decisions have to be vetted by the president and/or secretary/treasurer of the 
board for ap_proval. 

2.03 Desc ribe how the campus trains its employees , provides them with constant and proper supervision, and 
evaluates their work. 
The campus trains employees through a one-on-one onboarding method. It was reported to the team that 
the academic dean and/or program chair conducts regular classroom evaluations for faculty. However , 
the administrat ion and staff do not have formal evaluations, only informal communication through e­
mails to assess if they are performing their jobs appropriately. 

2.04 Describe how the campu s document s that faculty and staff members : 
(a) Clearly understand their duties and respons ibilities. 
All faculty and staff sign a letter of agreement that includes an acknowledgement that they have received 
the employee handbook , which outlines all duties and responsibilities. 
(b) Know the person to whom they report. 
All employees sign a letter of agreement , which outlines their job duties and to whom they report. 
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(c) Understand the standards by which the success of their work is measured. 
The letter of agreement and addendum signed by the employee outlines how their work is measured. 

2.05 Desc ribe the documentation the administration maintains to evidence evaluation of the faculty and staff 
In all faculty files reviewed there was evidence of classroom evaluations, conducted by students, that 
were administered on a regular basis. However, the staff files did not contain any documentation of 
formal evaluations completed by an administrator/supervisor. When asking about lack of 
documentation, the team was informed that formal evaluations are not conducted. - who resides in 
New York, sent an e-mail stating that his method of assessment was informal and continuous through 
conversations and e-mails. He stated this was the only type of evaluation he was "co mfortable with." 

If there is no such documentation , insert the section number in parentheses and explain: 
(Section 3-1-202(b)): There was no documentation of formal evaluations for staff members. 

2.06 Has the campus adopted a policy on academic freedom that has been communicated to the faculty? 
~Yes 0No 

2.07 How is the employee grievance policy communicated to faculty and staff, and where is it documented ? 
The grievance policy for faculty and staff is located in the faculty and staff handbook. All employees 
sign a letter of agreement , which states they have received a copy of the faculty and staff handbook. The 
published grievance policy states all complaints are brought to the attention of the administrative dean. 
However , during the interview with the administrative dean he stated that faculty first went to their 
academic department chair and then to the academic dean if there was a faculty complaint. This is not 
how the written policy is stated. 

2.08 Who is responsible for the financial oversight of the campus, and what are this person's qualifications ? 

The business office coordinator , has final oversight of all financial aid 
processing at the institution , which also uses Weber and Associates Inc. as its third party servicer -

holds an associate's degree in business administration from Forrest College. In 1998, while 
still a student , she was hired as a teaching assistant and job placement coordinator for the Job Training 
Partnership Act (JTPA) program. She was promoted to the business office in 2000 . Thus , she has 
worked in financial aid processing and business office management for 17 years. 

GENERAL COMMENTS: 
The team noted a very positive atmosphere amongst the faculty, administration, and students. 

3. ADMINISTRATION 
3.0 1 Is there evidence that the campus keeps adequate records to support the following administrative 

operations : 
(a) Financial aid activities? 
~ Yes D No D Not Applicable (The campus does not participate in financial aid.) 

(b) Admissions? 
~Yes 0No 

(c) Curriculum? 
~ Yes 0No 
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(d) Accreditation and licensure? 
~ Yes 0No 

( e) Gui dance? 
~Yes 0No 

(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 

3.02 Does the campus admit ability-to-benefit students? 
D Yes ~ No (Skip to 3.07.) 

3. 07 Do student files contain evidence of graduation from high school or the equivalent? 
~Yes 0No 

3 .08 Are appropriate transcripts maintained for all students? 
~Yes 0No 

3 .09 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 

3.10 Are student records protected from theft, fire, water damage, or other possible loss? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-303(1)): Current student record s are maintained on campus in fire-resistant, locked 
cabinets. However , inactive students' and graduates' records were housed at an off-site facility. The 
team was unable to verify the ade uacy of Qrotection for the inactive and graduate students' files. 

3 .11 Does the campus maintain transcripts for all students indefinitely? 
~Yes 0No 

3.12 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 
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4. RELATIONS WITH STUDENTS 
FOR ALL PROGRAMS 

4.01 How many student files were reviewed during the evaluation? 

Page 12 of 59 

During the on-site visit, the team reviewed 5 active, 5 graduate, and 5 withdrawn student files for a total 
of 15 files , approximately 20 percent of the total current enrollment. All contained the appropriate 
paperwork and were consistently well organized. 

4.02 How does the campus ensure that its student relations reflect high ethical standards? 
All of the institution 's managers have clearly defined processes for complying with ACICS, state, and 
U.S. Department of Education regulations. These processes were articulated by the management staff 
and validated in documentation of the most recent Veteran 's Administration review, the South Carolina 
renewal , and only one minor finding on the most recent student financial aid compliance audit. The 
previous year's audit had no findings. 

4.03 Describe the admissions criteria. 
As outlined in the school catalog and restated by the admissions representatives , the criteria to enroll 
include completing an online application for admission , paying a non-refundable $25 application fee, 
providing evidence of graduation from high school or passing the GED, meeting with an admissions 
representative followed by an interview with the applicable program coordinator, and receiving final 
acceptance by the Admissions Committee. Background checks are conducted on all applicants to ensure 
that they will not have issues with extemship certifications and other job requirements upon graduation. 

Is the admissions process appropriate? 
C8J Yes 0No 

4.04 Does the campus contract with third parties for admissions and recruiting purposes? 
D Yes l:8JNo 

4.05 What evidence is there to document that admissions criteria are applied consistently 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)? 
Each of the student files reviewed consistently included evidence of high school graduation or GED, a 
signed enrollment agreement with tuition , a completed application for admission, math and English 
evaluations as applicable, a copy of the acceptance letter and evidence of the application fee paid. 

4.06 Does the admissions policy conform to the campus ' s mission? 
C8J Yes 0No 

4.07 Is the admissions policy publicly stated? 
C8J Yes 0No 

4.08 Is the admissions policy administered as written? 
C8J Yes 0No 

4.09 Does the campus use an enrollment agreement for each enrolled student that: 
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(a) Clearly outlines the financial obligations of both the institution and the student? 

~Yes 0No 
(b) Outlines all program-related tuition and fees? 

~Yes 0No 
(c) Has a signature of the student and the appropriate school representative? 

~Yes 0No 

How does the campus evidence that a copy of the agreement has been provided to the student? 
A copy of the Notice of Award Tuition Planning Worksheet/Enrollment Agreement is given to each 
enrollee as indicated by the sentence "Moreover , I have received a copy of this worksheet." The 
enrollment agreeement also includes the financial aid funding sources for which the student qualifies . 

4.10 Who is responsible for the oversight of student recruitment at the campus, and what are this person' s 
qualifications? 
The academic dean, supervises the two admissions representatives. He holds a 
bachelor's degree in criminal justice from The University of the State of New York, Albany , and a 
master's degree in management from Webster University. has had a 35-year extensive career 
in law enforcement as a police officer and subsequently as a special agent-criminal investigator in the 
US Army. He also worked as an adjunct instructor at a variety of colleges for 22 years prior to being 
hired as an adjunct instructor at this institution in 2010. He was promoted to the criminal justice 
program coordinator position in 2012 and finally to the academic dean position in December 2016. 

4.11 Describe the recruiting process for new students. 
Many students learn about the school through referrals by family or friends , newspaper ads, billboard 
signage, or through referrals by program advisory committee members. Each quarter the admissions 
representatives and program coordinators make presentations in local high schools. Presentations have 
included building a computer out ofLegos and teaching high school students how to take fingerprints. 
The institution provides free childcare on campus, which is an important factor for many potential 
students. Prospective enrollees complete an admissions application, meet with an admissions 
representative , meet with the applicable program coordinator, and finally meet with a finance office 
assistant to apply for financial aid. The acceptance committee reviews all of the applicable paperwork: 
and recommendations and sends out a letter of acceptance. Then the enrollee returns to the finance 
office to finalize a payment plan and to sign the Notice of Award Tuition Planning 
Worksheet/Enrollment Agreement. New student orientat ions are held during the first week of classes. 

Based on interviews, observations, and a review of recruitment materials, is the process compatible with 
the educational objectives for the campus? 
~Yes 0No 

4.12 Are individuals engaged in admissions or recruitment activities communicating current and accurate 
information regarding the following: 
(a) Courses and programs? 
~Yes 0No 
(b) Services? 
~ Yes 0No 
(c) Tuition? 
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~Yes 0No 
(d) Terms? 
~ Yes 0No 
(e) Operating policies? 
~Yes 0No 

If Yes, describe how communication to students of the above items is documented: 
The admissions representatives have a packet of forms that they instruct the enrollee to complete. As 
they review the forms with the enrollees, much of the required information is presented. All financial 
information is presented by the finance team, other than the general cost of tuition, which the admissions 
representatives provide. The admissions representatives give a general overview of the programs 
offered, but during the admissions process the enrollee also meets with the applicable program 
coordinator to get a more in- depth view of the program, its requirements, and outcomes. 

4.13 Describe how the institution maintains documentation that demonstrates that it systematically monitors its 
recruitment activities (i.e. recorded calls, secret shopper results, training materials, remediation efforts, 
etc.). 
The admissions group meets regularly and discusses areas of concern, improvement , or expanded 
product knowledge. The team reviewed the minutes from several recent meetings that discussed issues 
such as how to use GradPro, the school's software program to track students and their progress; cross 
training with other departments to better understand those functions;erend the differences between the 
Nurse Assisting program and the shorter Nursing Assisting CEU offering. Training materials include the 
admissions representatives having to sign an Expectation of All Forrest College Employees form that 
includes a specific section on the ethical behavior and responsibilities of an admissions representative to 
comply with state, accreditor, and federal regulations. Since the administrative area where the 
admissions representatives work is in close proximity to all of the senior managers , there is constant 
oversight of all that is presented to a prospective enrollee. 

4.14 How does the campus supervise its recruiters to ensure that their activities are in compliance with all 
applicable standards? 
The admissions representatives sit at the front desks in the reception area immediately adjacent to their 
supervisor and the administrative dean. Thus, they are informally monitored on a continual basis. Any 
concerns are brought to the attention of the admissions representatives on a timely basis, providing an 
opportunity for immediate coaching or advising. 

4.15 Has the campus developed and demonstrated implementation of a recruitment training plan that allows for 
sufficient monitoring and oversight? 
~Yes 0No 

4.16 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? 
□ Yes ~No 

4.17 Does the state in which the campus operates require representatives to be licensed or registered? 
□ Yes ~No 
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4.18 Are the titles of recruitment and enrollment personnel appropriate? 
~Yes 0No 

4.19 Who makes the final decisions regarding financial aid eligibility, packaging, awarding, and disbursement , 
and what is their experience? 
The business office coordinator , Ms.Kathryn Childress, has final overs ight of all financial aid processing 
at the institution, which also uses Weber and Associates Inc. as its third party servicer. As previously 
stated, Ms. Childress holds an associate's degree in business administration from Forrest College. In 
1998, while still a student, she was hired as a teaching assistant and job placement coordinator for the 
JTPA program. She was promoted to the business office in 2000. Thus, she has worked in financial aid 
processing and business office management for 17 years. 

Is this person someone other than recruitment and enrollment personnel? 
~ Yes D No D Not Applicable (The campus does not participate in financial aid.) 

4.20 Describe the policies and procedures for evaluating and accepting transfer credit and the evidence reviewed 
to support their consistent application: 
Students desiring to have previous college credits evaluated for transfer must have earned at least a C in_ 
an equivalent course at an accredited postsecondary institution. As part of the enrollment process, the 
student completes a request to secure an offical transcript that is mailed to the school. Transfer of credit 
is evaluated and approved by the assistant to the academic and administrative deans, Ms. June Peterson. 
Evidence of transfer credit and the supporting official transcripts were included in several of the student 
files reviewed. 

4.21 Does the campus publicize its transfer of credit policies, including policies related to accepting transfer 
credit from another campus? 
~Yes 0No 

4.22 Has the campus established articulation agreements with other institutions? 
D Yes ~ No (Skip to 4.23/or Master's Degree Programs or 4.24/or all programs.) 

FOR ALL PROGRAMS 
4.24 Is the standards of satisfactory academic progress (SAP) policy, in its entirety, published in the catalog? 

~Yes 0No 

If Yes, state the page number(s) where the standards of SAP policy is published. 
The standards of satisfactory academic progress are published on pages 38-41 of the 2016-2017 Catalog. 

4.25 Does the standards of 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 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? 
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~Yes 0No 
(c) Procedures for re-estab lishing satisfactory academic progress? 
~ Yes 0 No 
(d) A definition of the effects of the following on the CGPA and successful course-completion 

percentage: 
Withdrawals? 
~ Yes 0No 
Incomplete grades? 
~Yes 0No 
Repeated courses? 
~ Yes 0No 
Non-puniti ve grades? 
~ Yes D No D Not Applicable (not offered) 
Non-c redit or remed ial courses? 
~ Yes D No D Not Applicable (not offered) 
A warning status? 
~ Yes D No D Not Applicable (not used) 
A probationary period? 
~ Yes 0No 
An appeal process? 
~Yes 0No 
An extended-enrollment status? 
D Yes D No ~ Not Applicable (not offered) 
The effect when a student changes programs? 
~ Yes D No D Not Applicable (The campus only offers one program of study.) 
The effect when a student seeks to earn an additional credential? 
~ Yes D No D Not Applicable (The 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: 
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While the team was on site, the catalog was corrected to include the effect of non-letter grades on the 
quantitative component of SAP. 

4.26 Describe the evidence that demonstrates that the campus applies its SAP standards consistently to all 
students. 
Three of the student files reviewed contained the appropriate SAP warning letters to correspond with 
outcomes on the transcripts reviewed. Additionally , the institution provided the tracker generated at the 
end of the last term that was used to identify any student requiring SAP notification and examples of the 
letter s aQJ?.!QQriately generated to the students informin g them of their SAP status. 

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? 



VER. May 1, 2017 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 17 of 59 

~Yes □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? 
~ Yes D No D Not Applicable (All programs are less than two years.) 

4.30 Is there evidence that students who are not making satisfactory academic progress at the end of the second 
year are dismissed or allowed to continue 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 cumulative ly 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 (The campus does not participate in financial aid.) 

If Yes, is the student informed of this policy? 
~Yes 0No 

Students are informed of this policy in the school catalog and also in the letters generated informing 
them of their SAP status. 

4.33 Are students whose appeals are granted due to mitigating circumstances placed on probation, have 
eligibility for financial aid reinstated , and considered to be making satisfactory academic progress? 
D Yes D No ~ 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 circumstances)? 
D Yes D No ~ Not Applicable (The campus does not have extended enrollment and/or does 
not participate in financial aid.) 

4.35 Do credits attempted during the extended-enrollment status count toward the 1.5 times of normal program 
length? 
D Yes D No ~ Not Applicable (The 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? 
D Yes D No ~ 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? 
~Yes 0No 
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4.38 Who is responsible for the administration of satisfactory academic progress, and what are this person's 
qualifications? 
Satisfactory academic progress is administered by Ms. June Peterson, finance and records office 
coordinator/assistant to academic and administrative deans. She holds a bachelor's degree in human 
development from Sonoma State University. She worked as a human resources representative for 7 
years, as a real estate agent for 10 years, and was hired as an adjunct instructor at this college in 2013. 
She was promoted to administrative dean in 2014, later that year moved to academic dean, and in 2016 
was made the finance and records office coordinator and assistant to the academic and administrative 
deans. 

Based on interviews and reviews of SAP implementation and monitoring documents, is it evident that the 
individual assigned is providing sufficient oversight of this process? 
~Yes 0No 

4.39 How does the campus encourage and assist students who are experiencing difficulty in progressing 
satisfactorily in their programs? 
Faculty, program coordinators, and management staff meet regularly to assess student progress, and 
individual tutoring and monitoring is provided to students in need. The institution utilizes Skype for 
Business (Office 365) , which allows an absent student to participate in class via the computer so that 
they do not miss classroom lectures and activities. Everyone in the school has an open door policy to 
assist students as needed. Free childcare on camp us also assists students with their attendance. 

Are these mechanisms appropriate and do they demonstrate the campus's commitment to assisting 
students? 
~Yes 0No 

4.40 Does the campus finance any of the following: (Mark all that apply.) 
(a) D Scholarships? 
(b) D Grants? 
(c) D Loans? 
(d) ~ The campus does not offer scholarships , grants, and/or loans. (Skip to 4.42.) 

4.42 Are all similarly circumstanced students who enrolled at the same time and in the same programs charged 
the same tuition and fees? 
~Yes 0No 

4.43 Are tuition and fees clearly stated in the catalog? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-432, 3-1-703, and Appendix C): Although the tuition and fees are correctly stated in the 
catalog, the same information is inconsistent on the school's website. 

If Yes, have students confirmed receiving a copy of the catalog? 
~ Yes D No D Not Applicable 
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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) Fees? 
~ Yes 0No 
( d) Other charges? 
~Yes 0No 
(e) Payments? 
~ Yes 0No 
(f) Dates of payment? 
~Yes 0No 
(g) The balance after each transaction ? 
~ Yes 0No 

A review of student ledger cards clearly demonstrated all of these items . 

4.45 Is the effective date listed on announcements of changes in tuition and fees? 
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D Yes D No ~ Not Applicable (The campus has not changed tuition or fees since the last 
catalog publication.) 

4.46 Is the campus's refund policy published in the catalog? 
~Yes 0No 

4.47 Is the refund policy fair, equitable, and applicable to all students? 
~Yes 0No 

4.48 Describe the documentation to evidence that the campus is following its stated refund policy. 
Upon a review of student ledger cards, refunds and dates of processing were in compliance. 
Additionally , the student financial aid compliance audit indicated there had been no incorrect or late 
refunds issued withn the past two years . 

4.49 Does the campus participate in Title IV financial aid? 
~ Yes D No (Skip to 4.54.) 

4.50 Who is responsible on-site for administering student financial aid, and what are this person 's 
qualifications? 
The business office coordinator, Ms.Kathryn Childress, has final oversight of all financial aid processing 
at the institution, which also uses Weber and Associates Inc. as its third party servicer. As previously 
stated, Ms. Childress holds an associate's degree in business administration from Forrest College. In 
1998, while still a student, she was hired as a teaching assistant and job placement coordinator for the 
JTPA program. She was promoted to the business office in 2000. Thus, she has worked in financia l aid 
processing and business office management for 17 years. 
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4.51 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? 
ISi Yes 0No 

If Yes, list the names of the financial aid administrators and their affiliations: 
Ms. Chi ldress is a member of the South Carolina Association of Student Financial Aid Administrators. 

4.52 Describe the educational activities , including membership and participation in state, regional , or national 
financial aid associations and other professional organizations that evidence the financial aid administrator 
and financial aid office stay up to date on procedures and changes in the field. 
Ms. Childress has worked in financial aid for this institution for 17 years; and in her staff file is evidence 
of multiple trainings, conference attendance, and webinars attended throughout her tenure. Most 
recently she has participated in an extensive webinar provided by Weber & Associates, Inc. regarding 
campus-based aid, a webinar entitled Challenges in a New Age of Technology , and a webinar entitled 
effective Income-Driven Repayment Plan Counseling. 

4.53 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? 
ISi Yes D No D Not Applicable (clock hour programs only) 

4.54 Does the campus provide discounts for cash received in advance of the normal payment schedule? 
D Yes ISi No (Skip to 4.55.) 

4.55 The beginning enrollment on the most current Campus Accountability Report (CAR) is 87. 
The ending enrollment reported on the previous year ' s CAR is 87. 

4.56 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? 
D Yes ISi No D Not Applicable 

(Section 3-1-203 & Appendix L): Although representative student files selected from data on the 2016 
CAR all indicated that the statuses input were correctly represented , the institution informed the team on 
the last day of the visit that one student was mistakenly left off the CAR as a student in the network 
repair and service technician diploma program. Currently , the program reports no enrollment. The 
institution did not provide the name of the student and no documentation was provided to evidence the 
enrollment. Thus, the team was unable to verify the retention rate for the diploma in network repair and 
service technician program. 

4.57 Describe the process by which students who receive financial aid are counseled concerning their student 
loan repayment obligations. 
D Not Applicable (The campus does not participate in financial aid.) 
The institution has a rigorous plan to advise students regarding their student loan repayment obligations. 
This begins with the required entrance counseling , which is reinforced during the enrollment process 
when the enrollee meets with the financial aid advisor. Ms. Childress meets with the students in 
Business 116 Personal Finance to instruct students on effective financia l planning , and then she meets 
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with students prior to graduation to do the exit counse ling one-on-one to ensure that the students are 
clear about repayment processes. Additionally , the institution utilizes Champion Colleges Services , Inc. 
for default management. The three-year default rates have been reduced from 23.9 percent in 2011 to 
19.5 percent in 2013 and Champion College Serices , Inc. has indicated that the 2014 default rate will be 
reported at approximately 10 percent. 

COMMENDATIONS: 
The team would like to commend the entire management staff for their commitment to effectively providing the 
necessary services and educational atmosphere to help their students succeed. This is evidenced in excellent 
retention and placement outcomes and by individual comments made during staff interviews, who all spoke about 
the school as a family . One student even wrote about the "caring" attitude in his enrollment essay, prior to 
actually attending any classes. 

5. EDUCATIONAL ACTIVITIES 
FOR ALL PROGRAMS 

5.01 Are the credentia ls awarded by the campus in compliance with its accreditation approval and in 
compliance with applicable state laws? 
cgj Yes ONo 

5. 02 Who is assigned to oversee the educational activities of all programs at the campus, and what are this 
person's qualifications? 
Mr. Jesse Harris is the academic dean for the criminal justice programs. Mr. Harris received his bachelor 's 
degree in criminal justice from University of New York at Albany, and his master 's degree from Webste r 
University. In addition , Mr. Harris has certificates from the following: Tri-County Technical College, FBI 
National Academy. , University of Virginia,, South Carolina Justice Academy, and Whiteville Community 
College. 

5.03 Doe s this person have appropriate academic or experiential qualifications? 
cgj Yes ONo 

5.04 Describe how the campus makes provisions for program administrators to have sufficient authority and 
res onsibility for the develo ment and administration of the programs. 
The program coord inators meet with faculty on a regular basis to discuss student issues and the programs 
in general. Textbooks and syllabi are reviewed and, if necessary, suggestions are made to the coordinators, 
who in turn meet with the academic department to discuss any changes. Faculty are Qermitted to make 
changes to the syllabi as long as the course objectives are com leted. 

5.05 Is the time devoted to the administration of the educational programs sufficient? 
cgjYes ONo 

5.06 Is there a published policy on the responsibilit y and authority of faculty in academic governance? 
cgjYes ONo 

5.07 Does the policy, at a minimum , address the role of the faculty in the following areas: 
(a) Development of the educational program? 
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CxJ Yes D l\o 
(b) Selection of course materials, instructional equipment and other educational resources') 
CxJ Yes D l\o 
(c) Systematic evaluation and revision of the curriculum? 
CxJ Y~s D l\o 
(d) Assessment of student learning outcomes') 
CxJ Yes D l\o 
(e) Planning for institutional effecti veness' 1 

CxJ Yes D l\o 

5 08 ls there evidence that this policy has been adopted and that faculty members arc a\varc ofit') 
CxJ Yes D 'lo 

5 09 Docs the campus have any programs that require specialized or programmatic accreditation to obtain entry­
level employment or liccnsurc by the state in \\foch the campus is approved') 
C3J: Yes D l\o (Skip lo 5. JO/hr renewal ofaccredilalton. Skip lo 5. I 2.fhr 1111/ial grants.) 

If Yl's, does the campus 

(a) carry the programmatic accreditation or is it currently in the process of obtaining such accreditation in a 
timely manner for programs in which it is required by the state in order for students to attain entry-level 
employment? 
C3J: Yes D l\o D l\ot Applicable (There is no such requirement by the state) 

(b) l\otify students as to: 

( l) Which programs hold specialized or programmatic accreditation') 
CxJ Yes D l\o 

(2) Whether successful completion of a program qualifies a student to receive, apply to take, or take 
liccnsurc exams in the state \vhcrc the campus is located') 
CxJ Yes D l\o 

(3) Any other requirements that are generally required for employment? 
C3J: Yes D l\o D \lot Applicable (no other requirements) 

FOR RENEWAL OF ACCREDITATION O:\LY 

5 10 Does the campus have any programs with current specialized or programmatic accreditation' 1 

CxJYes 01'o(Skiplo5.!2) 

5 11 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> l year in length) OR 70 percent (programs :S. l year in 
length? 
CxJ Yes D 'lo 

(b) Student placement rate of 70 percent') 
CxJ Yes D 'lo 
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FOR ALL CAMPUSES 

5.12 Are the educational programs consistent with the campus's mission and the needs of its students? 
~Yes 0No 

5.13 How does the campus involve students , graduates , administrators , faculty , and other interested parties 
such as advisory committees in the formation of policies and the design of educational programs? 
Advisory board meetings are held on a regular basis so that the programs are kept up to date. New 
curriculum may be added and old curriculum skills may be removed, keeping programs updated. 
Student recommendations are reviewed by faculty members and coordinators, and if they contain merit , 
are discussed with the administration. 

5.14 What provisions are made for individual differences among students in the learning environment? 
Students having difficulties with specific courses or concepts are referred the program coordinators. 
Faculty then meet with the students on an individual basis to plan for appropriate assistance. The institution 
also employs a tutor to assist students. 

5.15 Describe the system in place to evaluate , revise, and make changes to the curriculum. 
The institution has regular meetings , where the faculty report to the program coordinators to discuss 
curriculum and textbook changes. It is the program coordinators who meet with the academic 
administrators to discuss any suggestions or changes. 

5.16 Does the faculty participate in this process? 
~Yes 0No 

5.17 What evidence did the team review to confirm that credit is appropriately converted in relation to total 
student contact hours in each class? 
The team reviewed the academic credit analysis, and the syllabi reflected the outside homework 
assignments. The catalog, on pages 34 - 35, defines quarter credit hours.,, and how each credit hour equals 
10 hours of lecture , 20 hours of lab, or 30 hours of extemship. 

5.18 Does the campus award academic credit to students who demonstrate subject competency based on 
academic , occupational , or personal experiences? 
~ Yes D No (If No, skip to 5.19.) 

If Yes, summarize the methods used for evaluating subject competency and awarding such credit. 
On pages 43-45 in the catalog, the institution offers the following options to transfer credits: Credit by 
Examination, where students are given the course by examination, as long as they meet the criteria 
established in the catalog; and Credit by Experience , where there has been previous work experience, 
current certification, or acquired job-related skills. Students are required to provide proper documentation, 
and if necessary , comprehensive examinations are used to validate their experience. 

Does the campus have an established systematic method for evaluating and awarding such academic 
credit to which the campus adheres? 
~Yes 0No 
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If Yes, is there appropriate documentation of the assessments of knowledge, skills , or competencies 
required? 
cg] Yes D No D Not Applicable (No student has made such a request.) 

5.19 Are courses and breaks scheduled appropriately , given the students' academic background and the 
coursework involved? 
cg] Yes 0No 

5.20 Are the following appropriate to adequately support the number and nature of the general education 
courses? (Jf only nondegree programs are offered with no general education courses, or if all general 
education courses must be transferred in, skip to 5. 21.) 
(a) Facilities. 
cgjYes 0No 
(b) Instructional equipment. 
cg] Yes 0No 
( c) Resources. 
cg]Yes 0No 
( d) Personnel. 
cg] Yes 0No 

5.21 Describe how the campus provides an environment for its faculty that is conducive to effective classroom 
instruction. 
Classrooms are equipped with smartboards, and students unable to attend class are able to utilize Office 
365 , so that they can attend class from home. 

5.22 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? 
cg] Yes 0No 

5.23 Are official transcripts for all qualifyin g credentials and for those credentials listed in the catalog on file for 
all instructo rs? 
cg] Yes 0No 

5.24 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), the American Association of Collegiate Registrars and 
Admissions Officers (AACRAO) , 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 cg] Not Applicable (No faculty members hold foreign credentials.) 

5 .25 Is there documented evidence of a systematic program of in-service training at the campus? 
cg] Yes 0No 

If Yes, how is this documented ? 
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During in-services, programs address topics that enhance and promote effectiveness. Faculty members are 
encouraged to pursue professional growth in their respective teaching areas. 

5. 26 Is there evidence that appropriate faculty development plans have been developed and implemented 
annually, including documentation to support completed activities listed on the plans? 
[gj Yes 0No 

5.27 Is there evidence that full-time and part-time instructors participate in regularly scheduled faculty 
meetings? 
[gj Yes 0No 

5.28 Describe the process the campus uses to determine that there is an adequate core of full- and/or part-time 
faculty to ensure sound direction and continuity of development of the educational programs. 
The institution utilizes program coordinators for each program , as well as adjunct faculty. The number of 
faculty members needed is determined by the number of students enrolled. 

5.29 Describe the contracts and/or agreements the campus has with other institutions or entities . 
There are no contracts with other institutions. 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, AND BACHELOR'S 
DEGREES ONLY 

5.32 Are instructors teaching general education courses assigned in keeping with the minimum requirements 
as stated in the Accreditation Criteria? 
(g]Yes 0No 

FOR ACADEMIC ASSOCIATE'S DEGREES ONLY 

5.33 Does the program include a minimum of 15 semester hours , 22.5 quarter hours , or their equivalent in 
general education courses? 
[gj Yes 0No 

5.34 Summarize the general education courses and describe whether they meet the Glossary definition of 
general education in placing emphasis on principles and theory, not on practical applications associated 
with a particular occupation. 
The general education courses include the following: English Composition I & II, Ethics, Introduction to 
Research and Statistics, Principles of Mathematics, Principles of Psychology, Introduction to Sociology, 
Professional Communications, and Economics I: Microeconomics. The above courses are identified in the 
catalog and meet the Glossary definition. 

5.35 Are at least one-half of all courses that are part of each associate's degree program taught by faculty 
members who have graduate degrees , professional degrees , or bachelor's degrees plus professional 
certification? 
[gJ Yes 0No 
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FOR ALL PROGRAMS 

5.39 Describe the student services offered by the campus such as, but not limited to, structured tutoring, 
academic or personal counseling, and student orientation. 
The institution has a full-time GED tutor on staff. Further , students needing assistance with specific 
subject material meet with the program coordinators, and a mutual time and date is set up for tutoring 
sessions. The student services officer meets with students having school difficulties , as well as personal 
issues, which are referred to outside agencies. 

5.40 Who is the person on staff responsible for the oversight of counseling students on employment 
opportunitiesy and what are this person ' s qualifications? 
Ms. Janie Turmon is the student servicess officer. Ms. Turmon received her associate's degree in 
business from Forrest College and has been employed with the institution since 1997. In addition to 
working with students, Ms. Turmon was employed as the Assistant Clerk of the Court and was a 
supervisor for the Disabilities and Needs Board. 

5.41 How does the campus ensure that employment assistance is offered to all students? 
D Not Applicable (The campus enrolls only international students on a student visa.) 
Students getting ready to graduate meet with Ms. Turman and she assists in resume writing and 
interviewing skills. In addition, there is a job board posted outside of the administration office with 
currentjob listings . 

5.42 Are follow-up studies on graduate and employer satisfaction conducted at specific measuring points 
following the placement of the campus' s graduates? 
t8J Yes D No D Not Applicable (There have been no graduates.) 

5.43 Does the campus use placement percentages or salary projections as part of its recruiting activities? 
D Yes t8J No 

5.44 Describe the extracurricular educational activities of the campus (if applicable). 
Extracurricular educational activities include pizza parties, outdoor cookouts, open houses, community 
fundraisers , holiday parties , monthly socials, academic ceremonies, and participation in annual 
community parades. 

6. PUBLICATIONS 

6.01 What catalog was used during the evaluation? (Include the year, number, and volume, if appropriate.) 
The team reviewed Forrest College 's 2016-2017 catalog. 

6.02 Does the campus publish a catalog that is appropriately printed and provided to all enrolled students? 
t8J Yes D No 

6.03 Does the catalog contain the following items: 
(a) A table of contents and/or an index? 

t8J Yes D No 
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(b) An indication of the year(s) for which the catalog is effective on the front page or CO\•er page' 1 

[><J Yes D "o 
(c) The names and titles of the administrators') 

[,<JYes D"o 
(d) A statement of legal control which includes the names of trustees, directors, and officers of the 

corporation') 
C8J Yes D :"Jo (lnc//1/.k St:clion 3-J-20lin 1he.findit1Khdmv) 

(e) A statement of accreditation' 1 

[><J Yes D "o D l\ot Applicable (initial applicant) 
(f) A mission statement') 

[><JYcs D"o 
(g) A list of full-time faculty members, quali f'ying credentials, awarding institution, and area of teaching 

specialization' 1 

[,<JYcs D"o 
(h) An academic calendar') 

[,<JYes D"o 
(i) A full disclosure of the admission requirements? 

[,<JYcs D"o 
(j) A list of institutions \Vith \vhich the institution has established articulation agreements') 

[><J Yes D "o D "ot Applicable 
(k) A statement on the transferability of the credits in the programs that are offered? 

[,<JYcs D"o 
(I) A description of the contracts or agreements and services to be provided, if the institution has an 

agreement with an accredited or unaccredited institution, or an international partnership agreement? 
D Yes D "o [><J l\ot Applicable 

(m) A statement for each curriculum that includes a statement of objective or purpose, an accurate and 
complete list of all courses in the curriculum \Vith a unique identifying number, title and credit or clock 
hours awarded; the total credit or clock hours required to complete the curriculum; 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 curriculum') 

[><JYcs D"o 
(n) A description of each course that includes the identifying number, a title, credit or clock hours 

awarded, a concise description of the course contents, and any necessary prerequisites and/or 
corequisites') 

[><JYcs D"o 
(o) An explanation of the grading system that is consistent with the one that appears on the student 

transcript? 
[,<JYcs D"o 

(p) A definition of the unit of credit') 
C8J Yes D :"Jo D T\ot Applicable (The campus does not award credit.) 

(q) A complete explanation of the standards of satisfactory academic progress? 
[,<JYcs D"o 

(r) A description of the certificates, diplomas, and/or degrees mvarded along \Vith a statement of the 
requirements necessary for completion of each' 1 

[><JYes D"o 
(s) The transfer of credit policy') 
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[5<J Yes D 'lo 
(t) A statement of the tuition, fees, and any other charges') 

[><]Yes 0'1o 
(u) A complete and accurate list of all scholarships, grants, and loans offered' 1 

D Yes D \lo ~ T\ot Applicable (\lo scholarships, grants, and loans are offered.) 
(v) The refund policy') 

[><]Yes 0'1o 
(w) A statement describing the student services offered? 

[><]Yes 0'1o 
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(x) A student grievance policy that includes the name and address of ACICS (which may be in the student 
handbook instead of the catalogf 
C8J Yes D \lo (/11c/11de ,\ectim1 3-l-202(d) i11 thefi11di11g he/ow.) 
D \lot Applicable (initial applicants only) 

6 04 Docs the campus list degrees of staff members in the catalog') 
[><]Yes 0'1o 

If YL's, is appropriate evidence of the degrees on file') 
[><]Yes 0'1o 

6 05 Does the campus offer degree programs' 1 

C8J Yes D \lo (Skip lo 6.06.) 

If Yn, does the catalog contain the following: 
(a) An explanation of the course numbering system (for a11 levels)'1 

[><]Yes 0'1o 
(b) Identification of courses that satisfy general education requirements (for occupational associate· s, 

academic associate's, and bachelor's degrees only)? 
[5<J Yes D 'lo D 'lot Applicable 

( c) Identification of courses that satisfy the concentration requirements (for academic associate's and 
bachelor's degrees onlyf 
[5<J Yes D 'lo D 'lot Applicable 

(d) Identification of courses that satisfy the upper-division (for bachelor's degrees only)? 
D Yes D 'lo [5<J 'lot Applicable 

6 06 Does the campus offer courses and/or programs via distance education? 
D Yes [5<J 'lo (Skip lo (,.()7.) 

6 07 ls the catalog updated at an appropriate intcrvaP (An addendum/supplement should not be used as a 
substitute for meeting this expectation.) 
[><]Yes 0'1o 

6 08 Docs the catalog contain an addendum/supplement') 
D Yes [5<J 'lo (Skip lo 6./W.) 

6 09 ls the catalog available online') 
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~Yes □ No (Skip to 6.10.) 

If Yes, does it match the hard copy version? 
~Yes 0No 

6.10 Does the campus utilize a multiple-school catalog? 
D Yes ~ No (Skip to 6.11.) 

6.11 Is all advertising and promotional literature, through any type of media (social media, web site, 
newspapers , etc .), truthful and dignified? 
0Yes ~ No 

If No, insert the section number in parentheses and explain: 
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(Section 3-1-432 , 3-1-703 , and Appendix C): Upon review of the Forrest College website, and in 
comparison to the most recent campus catalog; the team noticed several discrepancies with regard to the 
list of tuition and fees: 
a . The website has a non-US. resident tuition rate ($275 per credit hour) as well as a $250 international 
application fee. The campus is not approved by SEVIS to accept interational students. 
b. Cost variat ions are also found for the following fees: 
-Phlebotomy certification exam 
-Microsoft Office specialist exam 
-Criminal background chec~ 
-Graduation fee for the associate's-level programs 
-Hepatitis B shots (2) 
-Late fee 
-Physical exam fee for medical students 
-TB test 
-Interruption of program/withdrawal fee 
c. The following fees are missing from the website: 
-TDAP 
-Uniform fee (criminal justice students) 
-Urine drug screening 

6.12 Is the correct name of the campus listed in all advertising, web postings , and promotional literature? 
~Yes 0 No 

If No, insert the section number in parentheses and explain : 
The team notes that Forrest College was once known as Forrest Junior College, although all campus 
advertising materials state the current name, local street signs and a number of internet sites still refer to 
the school's "Junior College" name. 

6.13 Where does the campus advertise (publications online, etc.)? 
Campus advertisements can be found in both digital and print format. In addition to the website , the 
campus utilizes a Facebook page. Print media include program brochures , flyers , newspaper ads, 
postcards , and press releases. The campus was also featured in an article in the Spring 2017 edition of 
EdTech magazine . 
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Are all print and electronic advertisements under acceptable headings? 
~Yes 0No 

6.14 Does the campus use endorsements, commendatio ns, or recommendations in its advertising? 
~ Yes D No (Skip to 6.15.) 

If Yes, describe how the campus uses endorsements, comme ndations, or recommendations in its 
advertis ing. 
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The campus website currently has testimonials from two students, Ms. Marcie Cain and Ms. Chanean Lee. 
According to Mr. Scott Peterson , they are actually graduates of Forrest College. The names of three other 
students are listed on the website, but no testimonials are attached to their names. 

If Yes, is there evidence that prior written consent was obtained and that all representatio ns are factual and 
portraying current conditions? 
0Yes ~No 

If No (there is no evidence of prior consent), insert the section number in parentheses , list student names, 
and explain: 
(Section 3-1-703 and Appendix C): The campus was unable to provide documentation to evidence that 
the statements provided online are factual representations of the students' comments. 

6.15 Does the campus utilize services funded by third parties? 
D Yes ~ No (Skip to 6.16.) 

6.16 Does the campus avoid offering monetary incentives to attract students and avoid making guarantees for 
job placement or salary for graduates? 
~Yes 0No 

6.17 Is the phrase "for those who qualify" properly used in all advertising that reference s financial aid? 
D Yes ~ No D Not Applicable (The campus does not participate in financial aid.) 

If No, insert section number 3-1-703 & Appendix C in parentheses and explain: 
(Section 3-1-701 , 3-1-703 , and Appendix C): The phrase "for those who qualify" is not found in any 
advertising that references financial aid. The team reviewed the catalog, website, and other campus 
advertisements. Financial aid is only referenced in the catalog and on the webs ite and the team was unable 
to find evidence that the required phrase is utilized. 

6.18 Does the campus provide the following information to the public: 
(a) Campus retention rate? 

~Yes 0No 
(b) Campus placement rate? 

~Yes 0No 
(c) All program retention rates? 

~Yes 0No 
( d) All program placement rates? 

~Yes 0No 



VER. May 1, 2017 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 31 of 59 

(e) Licensure examination pass rates? 
~ Yes D No D Not Applicable (No programs require licensure or certification.) 

Where is this information published? Describe any additiona l information that the campus provides. 
The campus website has a link under "Academics," where visitors can find the campus accountability 
report (CAR). 
Gainful employment disclosures are also provided on the website. 

Does the information provided match the information reported on the campus ' s most recent CAR? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-703, 3-1-704, and Appendix C): The performance information provided by the campus does 
not match the 2016 CAR. Currently, the only information available is the 2015 CAR summary sheet. 

Does the performance information disclosure include the required statement, "These are the data reported 
to ACICS by the institution in its most recent Campus Accountability Report' '? 
~Yes 0No 

7. LIBRARY, INST RUCTI ONAL RESOURCES, AND TECHNOLOG Y 
FOR ALL PROGRAMS 

7.01 Has the campus developed an adequate core of library resources to support academic success and to meet 
instruction and research needs? 
~Yes 0No 

7.02 Does the campus ensure access of library resources to all faculty and students, including students at 
nonmain campuses? 
~Yes 0No 

7.03 Describe the training and support to faculty and students that the campus provides in utilizing library 
resources as an integral part of the learning process . 
The librarian visits all of the classes at the beginning of each term to introduce the students to the online 
library and review the benefits of research. In addition, the librarian reviews the textbooks and other 
search materials, and familiarizes the students with access to the Anderson Public Library system. 

7.04 Are adequate staff provided to support library deve lopment, collection, organization , and access ibility? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-4-401): There is no trained librarian to manage the library or support students in the evening. 
The librarian leaves at 5:00 pm, but the institution has evening classes until 10:00 pm. Therefore, the 
evening students do not have access to adequate library support. 

7.05 Describe the campus ' s continuous assessment strategy for library resources and information services. 
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Faculty and staff members are in contact with the librarian to request new publications and textbooks on 
an as-needed basis. In addition , on Bookstore Day , students may donate old textbooks to the library for 
new students. 
Are these methods appropriate? 
~Yes 0No 

7.06 Is there a physical space on site or within close proximity of the campus in order to allow for access to 
library resources and services? 
~ Yes D No D Not Applicable (Campus has no residential component.) 

FORNONDEGREEPROGRAMSONLY 

7.07 Are appropriate reference materials and periodicals available for all programs offered? 
~Yes 0No 

7.08 Are the instructional resources organized for easy access and usage? 
~Yes 0 No 

7.09 Is there a current inventory of instructional resources and equipment? 
~Yes 0No 

7.10 Does the campus have appropriate and sufficient instructional resources, equipment , and materials to meet 
its educational program objectives and student needs? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIATES, ACADEMIC ASSOCIA TE'S, BACHELOR 'S, AND MASTER'S 
DEGREES ONLY 

7.16 Is the institution ' s established annual budget appropriate to the size and scope of the campus and the 
programs offered , and is the allocation appropriately expended for the purchase of books , periodica ls, 
library equipment , and other resource and reference materials? 
~Yes 0No 

7.17 What is the amount of the current year's library budget excluding personnel allocations? 
The current year's library budget is $45,000.00. 

7.18 What portion of the current year's library budget has been spent? 
The institution has spent $31,484.00 so far. 

How has the money been allocated? 
he money has been used for the following: Software, re airs and maintenance , professional develo_Qment, 

supplies, travel, communications , and equipment. 

7. 19 Are the library materials and services available at times consistent with the typical student's schedule in 
day, evening, and online programs? 
□ Yes ~No 
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If No, insert the section number in parentheses and explain: 
(Section 3-4-401): The librarian is available only from 8 am to 5 pm. There is no trained individual on 
duty to assist evening students. 

7.20 Describe how the faculty inspire , motivate , and direct student usage of the library resources , including 
specific examples. 
During the term , students are given research assignments and students are enco uraged to visit the library 
for their necessary research. 

Are these methods appropriate? 
~Yes 0No 

7.21 Describe how the faculty have invo lvement in the selection oflibrary resources. 
The faculty are encouraged to review new books and publication and discuss them with their coordinators , 
who in turn order new materials. 

FOR ACADEMIC ASSOCIA TE'S AND BACHELOR'S DEGREES ONLY 

7.22 Does the library collection include magazines and professional journals and periodicals? 
~Yes 0No 

7.23 Does the library collection include holdings in the humanities, arts , social sciences , and sciences , 
including mathemat ics? 
~Yes 0No 

7.24 During library hours , are there well -trained individuals who supervise the library and assist students with 
library functions , and who are competent both to use and aid in the use of the online and computer-based 
library resources? 
~Yes 0No 

7.25 Does the library make available appropriate reference , research , and information resource s to provide basic 
support for curricular and educational offerings and to enhance student learning? 
~Yes 0No 

FOR ACADEMIC ASSOCIA TE'S, BACHELOR'S, AND MASTER 'S DEGREES ONLY 

7.26 Who supervises and manages the library on-site , and what are this person 's qualifications ? 
The college's librarian is Ms. Brandy Roscoe. Ms. Roscoe received her bachelor 's degree in psychology 
and communications from Coker College and her master 's degree in library science from the University 
of South Caro lina . Ms. Roscoe is a current member of the South Carolina Library Association and 
American Library Assoc iation, and has been with the institution since 2015. 

Does this individual : 
(a) Supervise and manage the library and instructional resources ? 

~Yes No 
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(b) Facilitate the integration of instructional resources into all phases of the campus's curricular and 
educational offerings? 
cg] Yes D No 

(c) Assist students in the use of instructional resources? 
cg] Yes 0No 

7.27 Have library staff transcripts from institutions not accredited by agencies recognized by the U.S. 
Department of Education been translated into English and evaluated by a member of National Association 
of Credential Evaluation Services (NACES), American Association of Collegiate Registrars and Admission 
Officers (AACRAO), or Association of International Credential Evaluators (AICE) to determine the 
equivalency of the degrees to degrees awarded by campuses in the United States? 
D Yes D No cg] Not Applicable (Library staff do not hold foreign credentials.) 

7.28 Is documentation on file to reflect the librarian's participation in annual professional growth activities? 
cg] Yes 0No 

7.29 What are the library's hours of operation , and who is responsible for overseeing the library during these 
hours? 
The library is open from 8 am to 9pm. Ms. Brandy Roscoe , the institution's librarian, is available during 
the hours of 8-5 only. The institution does not have a person designated to oversee the library after 5 pm. 

7.30 Is the Dewey Decimal , Library of Congress , or other appropriate system of classification used to organize 
the library materials? 
cg] Yes 0No 

7.31 Are records of physical and/or online resources and circulation accurate and up to date? 
cg] Yes 0No 

7.32 If interlibrary agreements are in effect, are the provisions appropriate , do they ensure practical use and 
accessibility to the students, and is evidence of student use documented? 
D Yes D No cg] Not Applicable (no interlibrary agreements) 

7.33 Are the library physical holdings and/or full-text online collections up to date and adequate for the size 
of the campus and the breadth of and enrollment in its educational programs? 
cg] Yes 0No 

8. PROGRAM EVALUATI ON 
Academic Associate's Degree in Business Administration (.ABA) 

FOR ALL PROGRAMS 

8.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes cg] No (Skip to 8.02) 
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8.02 Who is assigned to administer the academic program(s) listed above, and what are this person 's 
qualifications? 
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Mr. Joseph Chester is the coordinator of the business administration program. Mr. Chester has bee 
working in his current position at Forrest College (FC) since September 2014. Prior to his employment 
at Forrest College, Mr. Chester worked as a manager/trainer in in three different technology companies 
for seven years. He worked as a teacher/tutor in two high schools and one technical college over a perio 
of nine years. Mr. Chester received a bachelor's degree in mathematics from Voorhees College and a 
master's degree in secondary education from Grand Canyon University. He was awarded an MBA by 
Ashford University. 

8.03 Does this individual possess appropriate academic or experiential qualifications? 
~Yes 0No 

8.04 Describe what evidence there is that the program administrator has sufficient authority and responsibility 
for the development and administration of the educational program(s). 

he question of sufficient authority and responsibility was brought up in the meetings with the program 
administrator, the administrative dean, and the academic dean. The responses to the question confirmed 
that the program administrator has adequate responsibility and authority to function effectively. The 
position description for program coordinator also indicates that the program administrator has sufficient 
res onsibility and authority. 

8.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
~Yes 0No 

8.06 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 ~ 1 year in 
length)? 
~ Yes D No D Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
~ Yes D No D Not Applicable (Data not available.) 

8.07 Does the program utilize a variety of community resources to enhance student achievement and potential 
career opportunities? 
~Yes 0No 

If Yes, list the community resources and describe how they enhance student enrichment and potential 
caree!:.£1_)portunities. 
1. Every year, guest speakers address students in the business administration program . These 

presentations are beneficial for students and faculty in the context of new learning and professional 
etworking. Five guest speakers came to business administration program classes during the last 

eighteen months. Local businesses, banks, government agencies , and community services 
organizations were re resented by thes~~ kers. 
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2. During the last twelve months, students in the ABA degi:ee rogram went on two field tri s and 
participated in two job fairs. 
Students and faculty in the ABA program provided business and IT consultation to members of the 
local community. 

4. The business administration program has a 12-member program advisory committee (PAC). This 
committee has ten external members who represent a cross-section of local business entities, 
government agencies, employers of graduates in the ABA program, and other educational institutions. 

The community resources utilized in the ABA degree program enhance and enrich the program by 
facilitating the employment-market relevance of the academic program, and providing the students and 
faculty o ortunities for roductive interaction with successful Qrofessionals and concerned community 
leaders. 

8.08 Does the catalog and/or other advertising material such as brochures and the campus web site, accurately 
describe the program, its objectives, and its potential occupational outcomes? 
~Yes ONo 

8.09 Does the program include an externship? 
~ Yes D No (Skip to 8.10.) 

(a) Does the institution have a mutually signed written agreement that outlines the arrangement between 
the institution and the externship site, including specific learning objectives , course requirements , 
and evaluation criteria? 
~ Yes D No D Not Applicable (No student is at the point of needing them.) 

(b) Is the experience supervised by an appropriately qualified faculty member? 
cg] Yes ONo 

Describe how the extemship is an appropriate culmination of previously studied theory and is appropriate 
for the e.rogram's objectives. 

he externship sites/hosts are chosen deliberately with the intent of matching the in-class learning with 
the activities and responsibilities an extern will experience at the externship site. The process for 
evaluating the externship experience and performance is focused on the effectiveness of the externship 
with respect to in-class learning and acquired job skills. 

8.10 Does the program use independent studies? 
D Yes ~ No (Skip to 8.12.) 

8.12 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
~Yes O No 

8.13 Are course prerequisites appropriate , are they identified in the catalog, and are they being followed? 
~Yes ONo 

8.14 Is an appropriately detailed syllabus on file for each course that includes the following elements: 
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(a) Title and course descriptions' 1 

[><J Yes D l\o 
(b) Course numbers') 

[,<JYes 01\o 
(c) Course prerequisites and/or corequisites' 1 

[,<JYes 01\o 
(d) Instructional contact hours/credits') 

[,<JYes 01\o 
(e) Leaming objectives 

[,<JYes 01\o 
(t) Instructional materials and references') 

[,<JYes 01\o 
(g) Topical outline of the course' 1 

[,<JYes 01\o 
(h) Instructional methods') 

[,<JYes 01\o 
(i) Assessment criteria' 1 

[,<JYes 01\o 
U) Method of evaluating students') 

[,<JYes 01\o 
(k) Date the syllabus was last reviewed? 

[><J Yes · D l\o 
For Title IV participant campmes that have lecture cour . .;es in credit hour program.,· or clock-to-credit 
hour prognm1s only: 
(1) Out-of-class work assignments that support the learning objectives for the course? 

[Z] Yes D l\o D \lot 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' 1 

[Z] Yes D l\o D \lot Applicable (clock hour program) 

8 15 Do students confirm that they receive a course syllabus and that it is follmvcd') 
[,<JYes 0'1o 

8 16 Arc the courses available \vhen needed by the student in the normal pursuit ofa program of study') 
[><JYcs 0'1o 

8 17 Does the campus participate in Title IV financial aid? 
[><J Yes D 'lo (Skip /o N.20.) 

8 18 Do 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 US. Department of Education for Title IV funding? 
[Z] Yes D \lo D l\ot Applicable (clock hour programs only) 

8 19 Is there evidence that out-of-class work or the equiv al ency is being evaluated? 
[Z] Yes D \lo D l\ot Applicable (clock hour programs only) 
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If Yes, describe the documentation of evaluation viewed on site. 
The team reviewed several samp les of graded out-of-class assignments, and gradebooks evidence the 
recording of these grades into student records. 

FOR ALL PROGRAMS 

8 .20 Are the followi ng appropriate to adequate ly support the number of students and nature of the program: 
(a) Facilities? 

1:8:] Yes D No 
(b) Instructional equipment? 

1:8:] Yes D No 
( c) Resources? 

1:8:] Yes D No 
(d) Support for modes of instructional delivery? 

1:8:] Yes D No 
(e) Personnel? 

1:8:] Yes D No 

8.21 Describe how the program(s) includes the following required instructional components: 
(a) Systematic planning. 
(b) Well-defined instructional objectives. 
(c) The selection and use of appropriate and current learning materials. 
(d) Appropriate modes of instructional delivery. 
(e) The use of appropriate assessment strategies. 
(f) The use of appropriate experiences. 

(a) Systematic planning. 
The future plans and the ongoing planning process documented by the administ ration of Forrest College 
confirm that the operations of this institution are based on systematic planning . The sched uling of courses, 
course assignments for instructors , acquisition of additional equipment , and other instructional resources 
are planned well in advance. 

(b) Well-defined instructional objectives . 
he instructional objectives are documented at the degree program level and individua l course level. The 

conte nts of degree program descriptions and course syllabi confirm that the instructiona l compone nts have 
well-defined student learning outcomes. Conversations with students and faculty members confirmed that 
these objectives are bring achieved by most of the students. 

(c) The select ion and use ofa02!:Qpriate and currentleaming .... m_ at_e_ri_al_s_. -----------
' he on-campus library contains necessary books , journals, and other reference materials. Students c ___ ,.__ ~ 
access the online library resources from the workstations in the libra and also from other locations usin 
their la to com uters and mobile devices . 

(d) Appropriate modes of instruction al delivery. 
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The mode of instruction in on-ground classes incorporates the utilization of state-of-the art technique s and 
technology. The classroom s and laboratories are equipped adequately with instructional-technology 
devices . 

(e) The use of appropriate assessment strategies. 
The assessment strategy for evaluating the performance of students in the ABA degree program is 
appropriate . The assessment methodolo gy includes credit for assigned work, individual and/for group 
12rojects, participation in graded on-line discussion conferences, and research pap_ers. 

(f) The use of agprop riate e~ eriences . 
[ he students in the ABA degree program are encouraged to share their relevant out-of-class experiences 
with their clas s mates and instructors . Students are also advised to utilize their in-class learning , and work: 
ex erience, for the benefit of the community and FC. 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIATE' S, 
AND BACHELOR'S DEGREES ONLY 

8.24 Do the faculty member s' qualification s meet the minimum requirements outlined in the Accreditation 
Criteria , and are their qualifications academically and experie ntially appropriate to the subject matter 
they teach and the level of the credential awarded? 
[2J Yes 0No 

8.25 Is the size of the faculty appropriate to the total student enrollment? 
[2J Yes 0No 

FOR OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIA TE'S , BACHELOR'S , AND 
MASTER'S DEGREES ONLY 

8.26 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
develop ment of the program? 
[2J Yes 0No 

FOR ACAD EMIC ASSOCIA TE'S , BACHELOR 'S, AND MASTER 'S DEGREES ONLY 

8.27 Are teaching loads reasonable? 
[2J Yes 0No 

FOR ACADEMIC ASSOCIA TE'S DEGREES ONLY 

8.35 Is the number of hours required to comple te the program at least 60 semester hours , 90 quarter hours , or 
their equivalent, earned over a period of four semeste rs, six quarters , or their equivalent? 
[2J Yes 0No 

8.36 Is there a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the area 
of concentration? 
[2J Yes 0No 
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8.37 How does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 

he curriculum for the associate degree at Forrest College is com arable to that at numerous other well­
recognized institutions with regard to: 

otal number of credit hours required for completing the degree program. 
he required number of credit hours of general education coursework. 

The required number of credit hours associated with core courses. 
he academic content of a typical course. 

[ he quality of in-class activities , and out-of-class assignments and activities. 
he assessment methodology for evaluating student performance . 

8.38 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
[gj Yes D No D Not Applicable (no students in the second year) 

8.39 Are the second-year courses based upon appropriate first-year prerequisites? 
[gj Yes D No D Not Applicable 

GENERAL COMMENTS: 
Students interviewed during the site visit indicated the high quality of instruction at the institution, and 
praised the instructors and administrators for being very accessible and responsive. They appreciated the 
hands-on ex~erience of the instructors , and the em loyment-market focus of the ABA degree rogram. 

COMMENDATIONS: 
ifhe environment at Forrest College is undeniably positive for students, faculty, and staff. The 
administrat ive dean and academic dean deserve commendat ion for keeping everyone associated with 
Forrest College enthus iastic and energet ic. 

8. PROGRAMEVALUATION 
,Academic Associate 's Degree in Information Technology (AIT) 

FOR ALL PROGRAMS 

8.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes [gj No (Skip to 8.02) 

8.02 Who is assigned to administer the academic program(s) listed above, and what are this person 's 
qualifications? 
Mr. John Moore is the acting coordinator of the Information Technology program. Mr. Moore was 
initially employed as an adjunct instructor at Forrest College in April 2015. He was designated as the 
acting coordinator for the information technology program in January 2017. Between 2008 and 2014, 
Mr. Moore worked as a teacher of mathematics , business , and computer science in three different hig 
schools. Mr . Moore received a bachelor's degree in mathematics education from the University of 
Georgia and a master's degree in information technology from American Intercontinental University. He 
is currently pursuing the specialist degree in education leadershi at Liberty University. 
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8.03 Does this individual possess appropriate academic or experiential qualifications ? 
~Yes 0No 

8.04 Describe what evidence there is that the program administrator has sufficient authority and responsibility 
for the develo ment and administration of the educational program(s). 

he question of sufficient authority and responsibility was brought up in the meetings the program 
administrator , the administrative dean, and the academic dean. The responses to the question confirmed 
that the program administrator has adequate responsibility and authority to function effectively . The 
position description for program coordinator also indicates that the rogram administrator has sufficient 
resP.onsibility and authority. 

8.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
~Yes 0No 

8.06 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)? 
D Yes D No ~ Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
D Yes D No ~ Not Applicable (Data not available.) 
If No, list programs that fall below the standards. 

The program does not have any enrolled students. Nine students currently in the business 
administration program will be matriculating in the information technology program on June 17, 2017. 

8.07 Does the program utilize a variety of community resources to enhance student achievement and potential 
career opportunities? 
~Yes 0No 

If Yes, list the community resources and describe how they enhance student enrichment and potential 
career o~unities . 
1. Field tri s are being lanned for students in the AIT rogram. 
2. The information technology rogram has a IO-member Program Advisory Committee AC). This 

committee has eight external members who re__Qresent a cross-section oflocal business entities , 
government agencies, major IT users , and other educational institutions. 

The community resources utilized in the AIT degree program enhance and enrich the program by 
acilitating the employment-market relevance of the academic program , and providing the students and 

faculty o ortunities for reductive interaction with successful rofessionals and concerned community 
leaders . 

8.08 Does the catalog and/or other advertising material such as brochures and the campus web site, accurate ly 
describe the program, its objectives , and its potential occupational outcomes? 
~Yes 0No 
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8.09 Does the program include an extemship? 
ISi Yes O No (Skip to 8.10.) 
(a) Does the institution have a mutually signed written agreement that outlines the arrangement between 

the institut ion and the externship site, including specific learning objectives, course requirements, 
and evaluation criteria? 
ISi Yes D No D Not Applicable (No student is at the point of needing them.) 

(b) Is the experience supervised by an appropriately qualified faculty member? 
ISi Yes D No 

Describe how the externship is an appropriate culmination of previously studied theory and is appropriate 
for the program's objectives. 
[ he externship sites/hosts are chosen deliberately with the intent of matching the in-class learning wit~ 
the activities and responsibilities an extern will experience at the extemship site. The process for 
evaluating the externship experience and performance is focused on the effectiveness of the externshi_p 
with res ect to in-class learning and ac uired job skills. 

8.10 Does the program use independent studies? 
D Yes ISi No (Skip to 8.12.) 

8.12 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
ISi Yes 0No 

8. 13 Are course prerequisites appropriate, are they identified in the catalog , and are they being followed? 
ISi Yes 0No 

8.14 Is an appropriately detailed syllabus on file for each course that includes the following elements: 
(a) Title and course descriptions ? 

ISi Yes 0No 
(b) Course numbers ? 

ISi Yes 0No 
(c) Course prerequisites and/or corequisites? 

ISi Yes D No 
( d) Instructional contact hours/credits? 

ISi Yes 0No 
(e) Leaming objectives 

ISi Yes D No 
(f) Instructional materials and references? 

ISi Yes D No 
(g) Topical outline of the course? 

ISi Yes 0No 
(h) Instructional methods? 

ISi Yes 0No 
(i) Assessment criteria? 
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cg) Yes D No 
(j) Method of evaluat ing students? 

cg] Yes D No 
(k) Date the syllabus was last reviewed? 

cg] 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-class work assignments that support the learning objectives for the course? 

cg) 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 ? 
cg) Yes D No D Not Applicable (clock hour program) 

8.15 Do students confirm that they receive a course syllabus and that it is followed? 
cg] Yes 0No 

8.16 Are the courses ava ilable when needed by the student in the norma l pursuit of a program of study? 
cg] Yes 0No 

8.17 Does the campus participate in Title IV financia l aid? 
cg] Yes D No (Skip to 8.20.) 

8.18 Do 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? 
cg] Yes D No D Not Applicable (clock hour programs only) 

8.19 Is there evidence that out-of-class work or the equivalenc y is being evaluated? 
cg] Yes D No D Not Applicable (clock hour programs only) 

If Yes, describe the documentation of evaluation viewed on site. 

he program does not have any currently enrolled students. Nine students will be starting the J?rogram in 
June . 

FOR ALL PROGRAMS 

8.20 Are the following appropriate to adequate ly support the number of students and nature of the program: 
(a) Facilities? 

cg] Yes D No 
(b) Instructional equipment? 

cg] Yes D No 
( c) Resources? 

cg] Yes 0No 
(d) Support for modes of instruction al delivery? 

cg] Yes 0No 
(e) Personnel? 
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cg]Yes □No 

8.21 Describe how the program(s) includes the following required instructional components: 
(a) Systematic planning . 
(b) Well-defined instructional objectives . 
(c) The selection and use of appropriate and current learning materials . 
(d) Appropriate modes of instructional delivery . 
(e) The use of appropriate assessment strategies . 
(f) The use of appropriate experiences . 

(a) Systematic planning . 
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The future plans, and the ongoing planning process documented by the administration ofFC confirm that 
the operations of this institution are based on systematic planning. The scheduling of courses, course 
assignments for instructors , acquisition of additional equipment and other instructional resources are 
planned well in advance. 

(b) Well-defined instructional objectives . 
The instructional objectives are documented at the degree program level and individual course level. The 
contents of degree program descriptions and course syllabi confirm that the instructional components have 
well-defined student learning outcomes. 

(0 The selection and use of aerr QPriate and current learning materials . 
[ he on-campus library contains necessary books , journals , and other reference materials. Students c 
access the online library resources from the workstations in the library, and also from other locations , using 
their la to com uters and mobile devices. 

(d) Appropriate modes of instructional delivery. 
The mode of instruction in on-ground classes incorporates the utilization of state-of-the art techniques and 
technology. The classrooms and laboratories are equipped adeqyately with instructional-technology 
devices. 

(e) The use of appropriate assessment strategies . 
The assessment strategy for evaluating the performance of students in the AIT degree program is 
appropriate. The assessment methodology includes credit for assigned work , individual and/for group 
projects , participation in graded online discussion conferences , and research papers. 

(f) The use of a pr2e riate experiences . 
Faculty interviews indicate the plan for students in the AIT degree program , as with all programs , to share 
their relevant out-of-class experiences with their classmates and instructors. All students at Forrest College 
are advised to utilize their in-class learning , and work ex erience , for the benefit of the community and the 
institution. 
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FOR NONDEGREE PROGRAMS , OCCUPATI ONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR 'S DEGREES ONLY 

8.24 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 

8.25 Is the size of the faculty appropriate to the total student enrollment? 
~Yes 0No 

FOR OCCUPAT IONAL ASSOCIA TE'S, ACADEMIC ASSOCIA TE'S, BACHELOR 'S, AND 
MASTER'S DEGREES ONLY 

8.26 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development of the program? 
~Yes 0No 

FOR ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREES ONLY 

8.27 Are teaching loads reasonable? 
~Yes 0No 

FOR ACADEMIC ASSOCIA TE'S DEGREES ONLY 

8.35 Is the number of hours required to complete the program at least 60 semester hours, 90 quarter hours, or 
their equivalent , earned over a period of four semesters , six quarters, or their equivalent? 
~Yes 0No 

8.36 Is there a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the area 
of concentration? 
~Yes 0No 

8.37 How does the curriculum quantitative ly and qualitatively approx imate the standards at other collegiate 
institutions offering the same degree? 

he curriculum for the associate degree at Forrest College is com arable to that at numerous other well­
recognized institutions with regard to: 

otal number of credit hours required for completing the degree program. 
The required number of credit hours of general education coursework. 
The required number of credit hours associated with core courses. 

he academic content of a typical course. 
he quality of in-class activities, and out-of-class assignments and activities. 
he assessment methodology for evaluating student performance . 

8.38 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
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~Yes □No D Not Applicable (no students in the second year) 

8.39 Are the seco nd-year courses based upon appropr iate first-year prerequisites? 
~ Yes D No D Not Applicable 

COMMENDATIONS : 
he environment at Forre st College is especially positive for students, faculty, and staff. The administrative 

clean and the academic dean deserve commendation for maintaining an enthusiastic and energetic environment. 

8. PROGRAM EVALUATION 
Academic Associate's Degree in Medical Assisting 
Diploma in Phlebotomy 
Certificate in Nurse Assisting 

FOR ALL PROGRAMS 

8.01 Is licensure, certificat ion, or registration required to practice in the specific career field? 
D Yes ~ No (Skip to 8.02) 

8.02 Who is assigned to administer the academic program(s) listed above , and what are this person ' s 
qualificatio ns? 
Ms. Theresa Pearson is the medical assisting program coordinator. She has an associate degree in nursing 
from Greenville Technical College and an associate degree in medical assisting from Fomest College. She 
is also a registered nurse in the state of South Carolina and a certified medical assistant (CMA) by the 
American Association of Medical Assistants (AAMA). She is an adjunt faculty member, as she works at 
another job during day. She is responsible for the admini strative aspect of the program as well as teaching 
in the program and is responsible as the extemship coordinator. She is assisted by Ms. Celina Chastain as 
the assistant medical assisting program coordinator. 

Ms. Patricia Thompson is the lead instructor for the phlebotomy program. She is a licensed phlebotomist 
by the American Society of Clinical Pathologists (ASCP). She has many years of experience as a 
phlebotomist. 

Ms. Teresa Morga n has been the lead instructo r for the nurse assisting certificate program since April 
20 17. She holds a bachelor's degree in nursing from the University of the State ofNew York and a 
practical nursing degree from Anderson School of Practical Nursing. She is a registered nurse in the State 
of South Carolina. 

8.03 Does this individual possess appropriate academic or experiential qualifications? 
~Yes 0No 

8.04 Describe what evidence there is that the program administrator has sufficient authority and responsibility 
for the development and administration of the educationa l program(s) . 
Reading the last advisory board meeting minutes , it is apparent that curriculum changes were discussed, 
and the program coordinator has taken the necessary steps to implem ent these changes. This was 
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evidenced by the following meeting's minutes and was reflected on the date printed on the current course 
syllabi. 

8.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
~Yes 0No 

8.06 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)? 
~ Yes D No D Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
~ Yes D No D Not Applicable (Data not available.) 

8.07 Does the program utilize a variety of community resources to enhance student achievement and potential 
career opportunities? 
~Yes 0No 

If Yes, list the community resources and describe how they enhance student enrichment and potential 
care~ ortunities. 
A variety of guest speakers were invited , at different times to address students about various relevant 
topics. Topics included medical isurance , personal finance , retirement, drug substance abuse at the 
workplace,etc. A job fair was arranged by the college to present job opportunities to the graduating 
students. The last one was held a week before the on-site visit. The advisory board meets twice a year, and 
the last meeting was held on May 18, 2017. Local healthcare facilities are used as externship sites and 
some of the graduates secure starting jobs at these sites. 

8.08 Does the catalog and/or other advertising material such as brochures and the campus web site, accurately 
describe the program , its objectives , and its potential occupational outcomes? 
~Yes 0No 

8.09 Does the program include an externship? 
~ Yes D No (Skip to 8.10.) 

(a) Does the institution have a mutually signed written agreement that outlines the arrangement between 
the institution and the externship site , including specific learning objectives, course requirements , 
and evaluation criteria? 
~ Yes D No D Not Applicable (No student is at the point of needing them.) 

(b) Is the experience supervised by an appropriately qualified faculty member? 
~Yes 0No 

Describe how the extemsh ip is an appropriate culmination of previously studied theory and is appropriate 
for the program's objectives . 
The medical assistant program includes an externship , but due to the program's programmatic 
accreditation , the extemship was not visited by the team. 
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8 IO Docs the program use independent studies') 
D Yes ~ \lo (Skip to 8.12.) 

8 12 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program') 

[2JYcs D"o 

8 13 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
[2JYcs D"o 

8 14 Is an appropriately detailed syllabus on file for each course that includes the following elements: 
(a) Title and course descriptions' 1 

[2J Yes D l\o 
(b) Course numbers') 

[2JYes 01\o 
(c) Course prerequisites and/or corequisites' 1 

[2J Yes D l\o 
(d) Instructional contact hours/credits') 

[2JYes 01\o 
(e) Leaming objectives 

[2J Yes D l\o 
(t) Instructional materials and references') 

[2JYes 01\o 
(g) Topical outline of the course' 1 

[2J Yes D l\o 
(h) Instructional methods') 

[2JYes 01\o 
(i) Assessment criteria' 1 

[2J Yes D l\o 
U) \1cthod of evaluating students') 

[2JYes 01\o 
(k) Date the syllabus was last reviewed? 

[2J Yes · D l\o 
For Title IV participant campmes that have lecture cour . .;es in credit hour program.,· or clock-to-credit 
hour prognm1s only: 
(1) Out-of-class work assignments that support the learning objectives for the course? 
~ Yes D l\o D \lot 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' 1 

~ Yes D l\o D \lot Applicable (clock hour program) 

8 15 Do students confirm that they receive a course syllabus and that it is follmvcd') 

[2JYes D"o 

8 16 Arc the courses available \vhcn needed by the student in the normal pursuit of a program of study') 
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~Yes □No 

8.17 Does the campus participate in Title IV financial aid? 
~ Yes D No (Skip to 8.20.) 

8.18 Do 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 programs only) 

8.19 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, describe the documentation of evaluation viewed on site. 
Students have confirmed that homework is a regular class assignment, and that assignments are graded and 
returned back to the students. This, in tum , is a component of the course final grade. The breakdown of the 
course grade components is apparent in course syllabi. Students interviewed showed samples of completed 
and graded homework. 

FOR ALL PROGRAMS 

8.20 Are the following appropriate to adequate ly support the number of students and nature of the program : 
(a) Facilities? 

~Yes 0No 
(b) Instruct ional equipment? 

~Yes 0No 
( c) Resources? 

~Yes 0No 
(d) Support for modes of instructional delivery? 

~Yes 0No 
(e) Personnel? 

~Yes 0No 
8.21 Describe how the program(s) includes the following required instructiona l components: 

(a) Systematic planning . 
(b) Well-defined instructional objectives . 
(c) The selection and use of appropriate and current learning materials. 
(d) Appropriate modes of instructional delivery . 
(e) The use of appropriate assessment strategies. 
(f) The use of appropriate experiences. 

All faculty members meet regularly on a weekly basis to discuss issues pertaining to the various programs 
offered. These meetings include all faculty from different departments and then divide into separate 
sections. Textbook selections are reviewed and a consensus is needed to make revisions to text select ion. 
Various teaching modalities are used in the classroom that include lecture , PowerPoint presentations , 
handouts , research projects , quizzes , etc. All faculty are experienced in their fields and bring their ow~ 
experiences to the classroom discussions . 
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FOR NONDEGREE PROGRAMS ONLY 

8.22 Is there an adequate core of full- and/or part-time faculty to ensure sound direction and continuity of 
development of the educational programs? 
(g]Yes 0No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

8.23 Are all faculty assigned to teach in no more than three fields of instruction at any given time, with no 
more than five preparations? 
[g] Yes 0No 

FORNONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

8.24 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? 
(g]Yes 0No 

8.25 Is the size of the faculty appropriate to the total student enrollment? 
(g]Yes 0No 

FOR OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIA TE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

8.26 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development of the program? 
(g]Yes 0No 

FOR ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREES ONLY 

8.27 Are teaching loads reasonable? 
(g]Yes 0No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

8.28 Are teaching loads reasonable? 
[g] Yes 0No 

8.29 What is the current student/teacher ratio? 
The current student/teacher ratio for the phlebotomy program is 6: 1. 
The current student/teacher ratio for the nurse assisting certificate is 1: I. 

8.30 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
(g]Yes 0No 



VER. May 1, 2017 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 51 of 59 

FOR ACADEMIC ASSOCIA TE'S DEGREES ONLY 

8.35 Is the number of hours required to complete the program at least 60 semester hours, 90 quarter hours , or 
their equivalent , earned over a period of four semesters , six quarters , or their equivalent? 
~Yes 0No 

8.36 Is there a minimum of 30 semester hours , 45 quarter hours, or their equiva lent in courses within the area 
of concentration? 
~Yes 0No 

8.37 How does the curriculum quantitatively and qualitati vely approximate the standards at other collegiate 
institutions offering the same degree? 
The medical assisting program is programmatically accredited by CAAHEP, following their standards and 
guidelines. The number of credits required is 103.5 credit hours, which exceeds the required minimum. 
The major component of the credit hours is 57 credit hours. 

8.38 Is enrollment 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 second year) 

8.39 Are the second-year courses based upon appropriate first-year prerequisites? 
~ Yes D No D Not Applicable 

COMMENDATIONS: 
1. The availability of free childcare program for the student's children is a major marketing tool to assure students 

with small children a peace of mind to enroll. 
2. All students interviewed in different classes spoke very highly of the school and are very pleased with the 

individual attention they receive from every faculty member as well as other personne l. 

RECOMMENDATIONS: 
The medical assistant program coordinator has a day job , and is only available one day a week for students, 
because she also teaches and is the externship coordinator. This schedule is very tight ; and while sufficient based 
on current enrollment numbers , the team recommends , as the program grows and enrollment increases , that she 
pass some of her responsibilities to her assistant or to other faculty members. 

8. PROGRAM EVALUATION 
Academic Associate's Degree in Criminal Justice 

FOR ALL PROGRAMS 

8.01 Is licensure, certification , or registration required to practice in the specific career field? 
D Yes ~ No (Skip to 8. 02) 

8.02 Who is assigned to administer the academic program(s) listed above, and what are this person 's 
qualifications? 
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Mr. Jesse Harris is the coordinator for the criminal justice programs. As previously stated, Mr. Harris 
received his bachelor's degree in criminal justice from University of New York at Albany, and his master's 
degree from Webster University. In addition, He has certificates from the following: Tri-County 
Technical College, FBI Nationa l Academy, University of Virginia, South Carolina Justice Academy , and 
Whiteville Community College. 

8.03 Does this individual possess appropriate academic or experiential qualifications? 
cg] Yes 0No 

8.04 Describe what evidence there is that the program administrator has sufficient authority and responsibility 
for the development and administration of the educational program(s). 
The team reviewed minutes from faculty meetings and curriculum review committee meetings, in which 
Mr. Harris plays an integral role. His role as an instructor and responsibilities as academic dean add to his 
authority and responsibility for the development and administration of the program. He is assisted by a 
number of other highly qualified criminal justice instructors, and meeting minutes provide evidence that 
the other instructors submit suggestions to Mr. Harris to make appropriate changes to the curriculum. 

8.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
cg] Yes 0No 

8.06 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)? 
cg] Yes D No D Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
cg] Yes D No D Not Applicable (Data not available.) 

8.07 Does the program utilize a variety of community resources to enhance student achievement and potential 
career opportunities? 
cg] Yes 0No 

If Yes, list the community resources and describe how they enhance student enrichment and potential 
career o~ unities. 

he college has affiliations with agencies and systems within the criminal justice system. These 
affiliations provide opportunities for class field trips, course guest lecturers, and input relevant to P.rogra 
enrichment. 

8.08 Does the catalog and/or other advertising material such as brochures and the campus web site, accurate ly 
describe the program, its objectives , and its potential occupational outcomes? 
cg] Yes 0No 

8.09 Does the program include an extemship? 
cg] Yes D No (Sldp to 8.10.) 
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(a) Does the institution have a mutually signed written agreement that outlines the arrangement between 
the institution and the extemship site , including specific learning objectives , course requirements , 
and evaluation criteria? 
~ Yes D No D Not Applicable (No student is at the point of needing them.) 

(b) Is the experience supervised by an appropriately qualified faculty member? 
~Yes 0 No 

Describe how the externship is an appropriate culmination of previously studied theory and is appropriate 
for the program's objectives. 
The intern ship for the crimina l justice program is offered in the emphasis in law enforcement only. The 
internship provides learning experiences that include on-the-job training in the necessary areas of criminal 
justice. 

8.10 Does the program use independent studies? 
D Yes ~ No (Skip to 8.12.) 

8.12 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
~Yes 0No 

8. 13 Are course prerequisites appropriate , are they identified in the catalog , and are they being followed? 
~Yes 0No 

8.14 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 corequis ites? 

~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 0 No 
0) Method of evaluating students? 

~Yes 0No 
(k) Date the syllabus was last reviewed? 
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cg) 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-class work assignments that support the learning objectives for the course? 

cg) 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? 
cg] Yes D No D Not Applicable (clock hour program) 

8.15 Do students confirm that they receive a course syllabus and that it is followed? 
cg] Yes ONo 

8.16 Are the courses available when needed by the student in the normal pursuit of a program of study? 
cg] Yes ONo 

8.17 Does the campus participate in Title IV financial aid? 
cg] Yes D No (Skip to 8.20.) 

8.18 Do 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? 
cg] Yes D No D Not Applicable (clock hour programs only) 

8.19 Is there evidence that out-of-class work or the equivalency is being evaluated? 
cg) Yes D No D Not Applicable (clock hour programs only) 

If Yes, describe the documentation of evaluation viewed on site. 
The team reviewed gradebooks to evidence the evaluation of out-of-class work. 

FOR ALL PROGRAMS 

8 .20 Are the following appropriate to adequately support the number of students and nature of the program: 
(a) Facilities? 

cg] Yes ONo 
(b) Instructional equipment? 

cg) Yes D No 
( c) Resources? 

cg] Yes ONo 
(d) Support for modes of instructional delivery? 

cg] Yes D No 
(e) Personnel? 

cg) Yes D No 

8.21 Describe how the program(s) includes the following required instructional components: 
(a) Systematic planning . 
(b) Well-defined instructional objectives. 
(c) The selection and use of appropriate and current learning materials. 
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(d) Appropriate modes of instructional delivery . 
(e) The use of appropriate assessment strategies. 
(f) The use of appropriate experiences . 

Page 55 of 59 

Systematic planning is ev idenced though faculty meetings and advisory boards, curriculum review 
commi ttees, and strategic planning. The instructional object ives are well defined and consist of 
measureable learning outcomes that lead to employmen t in the criminal justice field . The classrooms 
contain appropriate equipment resources and textbooks , and the learning materials include up-to-date 
textbooks and hands-on equipment for activit ies such as fingerpri nt and footprint analysis. Assessme nt 
strategies include group projects , investigative research, and compete ncy-based reviews. In additio n, the 
classes utilize comm unity resources that include trip_ilo the county courts to view trials, and to the local 
Q_olice de artments. 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIA TE' S, 
AND BACHELOR'S DEGRE ES ONLY 

8.24 Do the faculty members' qualifi cations meet the minimum requirements outlined in the Accreditation 
Criteria , and are their qualifications academically and experientially appropriate to the subject matt er 
they teach and the level of the credential awarded? 
~Yes 0No 

8.25 Is the size of the faculty appropriate to the total student enrollment? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIA TE'S, BACHELOR 'S, AND 
MASTER 'S DEGREES ONLY 

8.26 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development of the program? 
~Yes 0No 

FOR ACAD EMIC ASSOCIATE 'S, BACHELOR 'S, AND MASTER'S DEGREES ONLY 

8.27 Are teaching loads reasonab le? 
~Yes 0No 

FOR ACADEMIC ASSOCIA TE'S DEGREES ONLY 

8.35 Is the number of hours requ ired to comple te the program at least 60 semester hours, 90 quarter hours, or 
their equivalent, earned over a perio d of four semeste rs, six quarters, or their equivalent? 
~Yes 0No 

8.36 Is there a minimum of 30 semester hours, 45 quarter hours, or their equiva lent in courses within the area 
of concentratio n? 
~ Yes 0No 



VER. May 1, 2017 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 56 of 59 

8.37 How does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree ? 
[ he criminal justice program is taught at three local colleges in the area, and a review of their catalogs 
indicated the same or similar courses. However , the team discovered that there is one _Qositive difference, 
and that is the fact that the institution'~rogram allows for s ecific concentrations. 

8.38 Is enrollment in the second academic year of the two-year program sufficient to support regularl y 
scheduled classes? 
[8] Yes D No D Not Applicable (no students in the second year) 

8.39 Are the second-year courses based upon appropriate first-year prerequisites ? 
[8] Yes D No D Not Applicable 

GENERAL COMMENTS: 
Students in the criminal justice program are provided with the structure, function, and procedures that may lead to 
specific areas within the field. Further , the students are offered three separate elective options that include: an 
emphasis in enforcement, emphasis in corrections, and an emphasis in private security, enabling the student to 
focus on their specific interest. 
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Sl I\L\1ARY 

Based on the team's review, the following areas require an explanatory response 

Number Section Summary Statement 
I 2-2-121(a)(b) The credit and contact hours do not match ACICS approvals for the medical 

office assistant, medical clinical assistant patient care technician, or 
administrative office assistant programs (page]) 

2 3-1-110, 3-1-111, The CEP does not contain all required elements (pages 7 and 8). 
3-1-112,3-1-113, 
and Appendix K The institution docs not provide evidence of documented CEP progress reports 

(page 8). 

The institution docs not provide sufficient documentation to evidence the 
annual evaluation of the CEP (page 9) 

3 3-1-202(b) The campus docs not provide evidence of performance evaluations for staff 
members (page 10) 

4 3-1-203 and One placement waiver for the 2016 CAR cannot be verified (page 4). 
Appendix L 

The retention rate for the diploma in nct\vork repair and service technician 
cannot be verified (page 20). 

\ 3-1-301 The on-site administration does not have sufficient authority and autonomy to 
manage the campus effectively (page 9) 

6 3-1-303(1) The safety of off-site student records could not be verified (page 11). 

7 3-1-432, 3-1-701, The institution's website does not accurately describe tuition and fees (pages 
3-1-703, 3-1- 704, 18 and 29). 
and Appendix C 

The institution docs not provide documentation to evidence the validity and 
accuracy of graduate testimonials (page 30) 

The institution's advertisements do not utilize the phase •'for those who 
qualify'' in references to financial aid (page 30) 

Current performance information is not provided to the public (page] 1 ). 

8 3-4-401 The library is not staffed by a trained individual during evening hours (pages 
31 and]]) 
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STUDENT SURVEY 

Please find below the results of the Student Surveys issued to several students while the team was on-site. 
Please note that these results are aggregated and are not distinguished by individ ual. 

Survey Report 
Generated: June 14, 2017 
ACICS ID: 0001 1232 
Surveys Between: 
May 24, 2017 and May 25, 2017 

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 accuratel y? 
(Select N/A if no transfer credits) 

A.03. Did your admissions representative accurately descr ibe 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 , serv ices and policies 
of the institution? 

Yes 
No 

Yes 

_______ ,. 

No U 

Yes 

No ____} 

Yes 

No 

A.08. Was the information provided during enrollment sufficient for you to Yes 
make your decision? No o 

A.09. Did you feel pressured into making the decision to enroll? Yes 

0 

No 0 

8.01. Do you receive federal financial aid? 

8.02. Are you aware of your federal financial aid loan repayment 
obligations? (Select N/A if no loan repayment obligations) 

----------------
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C.01. Are your instructors available to provide additional help, if needed? Yes 

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 activit ies sufficient to help you achieve the 
course objectives? (Select NIA if no out of class activities have been 
assigned ) 

0.01 . Overall, I am satisfied with the quality of education I am receiving 

0 .02. I would recommend this institution to others . 

No O 

Yes 

No L._j 4 

Yes 

No O 
N/A 

Page 59 of 59 
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October 29, 2015 

Ms. Rebecca Scales 
Campus Director 

Evaluation Team Report - RENEW AL OF ACCREDITATION VISIT REPORT 
ID for Campu s Visited: 00011332 

Main Campus ID: 0011332 
Staff Contact: Ms. Karly Zeig ler - Phone: (202) 336-6846 

Application ID: 60772 

VISIT RESPONSE DUE DATE : November 8, 2015 

Ridley-Lowe ll Business & Te chnica l Institute 
116 Front Street 
Binghamton, NY 13905 
bingaa@ ridley .edu 

Dear Ms. Scale s : 

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 befor e it takes formal action on your institution's application 
for accreditation. This response must be submitted via your online application. The Council offer s 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 deci sion 
following its nex t meeting. 

Visit Response 
Your response should pertain to the findings notated in the report or letter. The following information 
provide s suggestions for developing your response. Please include information on any significant change s 
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 upload ed under the application ID numb er associated with the vis it (this is noted on the 

cover page of the team report ). Each finding must include a narra tive and supporting documentation (if 

appli cable). If supportin g documentation covers more than one finding, the camp us is required to duplicate 

the documentation and uplo ad it in each finding. Submi ssion of a current catalog need only be uploaded 

once and only if referenced in the respon se. If you have any questions, please send your inquir y to Ian 

Harazduk at iharazduk @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 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 "Prepar ing the Institutional Response" for step­

by-step visual instruction s 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 corresponding 'Document Type.' 

Example : the document type submitted to satisfy respo nse: 
Finding 1 Narrative task must be labeled Narrative 1. 

If a campus needs to submit multiple pieces of information to support one citation response, thi s information 
should be combined into one document prior to uploading. Note: The capacity size for each upload task is 
100MB, if this combined document excee ds this limit, then the campus may separa te the document and upload 

each of these documents separately with different file names, as long they are labeled with the correct 
"Document Type." 

Response Tasks 
Below is the fo1mat 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 
Narrat ive 2 
Supporting Document 2 
Narrativ e 3 
Supporting Document 3 
Narrat ive 4 
Supporting Document 4 

Responses should be professional in appearance. The responses should be paginated and well-organized to 
ensure a complete and sufficient review. 

Sincerely , 

Linda J. Lundb erg 
Accreditation Content Editor 
Accreditation and Institutional Development 

Enclosures 



750 First Street, NE, Suite 980 
Wash ington, DC 20002-4241 

TEL: (202) 336-6780 
FAX: (202) 842 -2593 

www.ac ics.org 

PREPARING THE INSTITUTIONAi.. RESPO NSE 

Upon receipt of an evaluation team report or Council motion letter that includes findings, the 
institution is invited to respond before the Council takes action on the respective application . 
This document provides guidelines for preparing and uploading that response to your institutional 
account. 

FORMAT 

Visit Response 

Your response should pertain to the findings notated in the report or letter. The following 
information provides suggestions for developing your respon se. Please include information on any 
significant changes that have taken place at the institution since the site visit. 

We look forward to receiving your response. You will be notified in writing of the Council's 
decision following its next meeting. 

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 associated with the visit (this is 
noted on the cover page of the team report). Each finding must include a narrati ve and supportin g 
documentation (if applicable). If supporting documentation covers more than one finding, the 
campus 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. 

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" (if responding to a visit report) or "Deferral Documents" (if responding to a Counci l 
motion letter) and upload each response document as described below. (Please see the enclosed 
document "Citation Upload Process" for step-by-step visual instructions 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 corresponding 'Document Type.' 

Example: the documen t type submitted to satisfy response: 
Finding 1 Narrative task must be labeled Narrative 1. 
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If a campus needs to submit multiple pieces of information to support one citat ion response, this 
information should be combined into one document prior to uploading. Note: The capacity size 
for each upload task is 100MB, if this combined 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 conect "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. 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 
Narrative 5 
Supporting Document 5 

Responses should be professional in appearance. The responses should be paginated and well­
organized to ensure a complete and sufficient review. 

CONTENT 

It is important to prepare a response that clearly identifies institutional changes and includes 
documentation to support the institution ' s explanation. Failure to provide adequate 
documentation may result in the deferral or denial of the institution's application. 

When areas of noncompliance and/or concerns are identified, the campus must provide the 
Council with documented evidence of their correction. Examples of documentation include 
the following: 

• Copies of official transcripts; 
• Completed forms (i.e., counseling, refund calculation , library sign-in/sign-out forms, 

student acknowledgement of receipt of catalog, or information about campus); 
• Minutes of meetings held since the visit or last Council review (i.e., faculty, staff, 

advisory board); 
• Refund calculation sheets, canceled checks, account cards, and last day of 

attendance determination sheets; 
• Roster of all students who graduated that includes entries such as employment 

status, name of program, graduation date, and, if employed, the place of employment, 
job title, placement category, and evidence of employment; 



Rev. August 1, 2015 Preparing the Institutional Response Page3 

• Continuing education grade reports or certificates of attendance at professional 
conferences or trade shows; 

• Photographs, invoices, and delivering receipts to evidence the acquisition of 
equipment, books, or materials. 

Note: Documents should not include any personal information (i.e. bank account numbers, 
social security numbers, etc.). 

These are just a few examples of documentation considered acceptable by the Council. 
Responses will vary depending on the findings of the team and/or Council. Please note 
that in a majority of all findings, submission of supporting documentation will be necessary in 
order to sufficiently evidence that the campus is in compliance and that the citation has been 
remediated. 

If you need assistance in preparing the response, contact the ACICS staff representative who 
coordinated the visit to your campus. 

RESPONDING TO THE TEAM REPORT 

Read the entire report carefully. The response must address each finding identified on the 
summary page. If the campus deems it necessary to respond to areas of the report outside of this 
summary page, please contact the ACICS coordinator conducting the visit or Ian Harazduk at 
iharazduk@acics.org. In addition , the campus may respond and provide information about any 
areas in the team report in which the campus disagrees. 

COUNCIL ACTION AFTER REVIEW OF THE RESPONSE 

A response received in a timely manner prior to the Council meeting will be reviewed at 
that meeting. The response due date will be provided on the cover page of the team report or the 
accompanying letter. If the Council does not feel that the response is complete, sufficiently 
detailed , or properly documented, the decision of the Council on the application will be to take 
an action that requests additional information or to deny the application. The letter from the 
Council will list specific information that must be submitted to answer the Council's 
concerns. The campus may submit additional items not requested by the Council if it 
believes the materials further support the campus's compliance with the Accreditation 
Criteria. The format used to respond to the action letter from the council should follow the 
guidelines identified in responding to an evaluation team report. 

All questions about responding to the Council should be directed to the AC/CS staff 
representative who coordinated the on-site evaluation visit. 



Step 1: 

Step 2: 

Citation Upload Process 

Login 

From the ACICS website (www.acics.org) click on "Login" and enter the corporate or 
campus (main or branch) ACICS member center username and password when 
prompted . 

AboutACICS 

ACCREDITING COUNCIL FOR 
INDEPENDENT COLLEGES AND SCHOOLS 

ACICS Resources News and A lerts 

Click the appropriate " In Process Application" to upload the response documents 
into that applicat ion 

In-Proc ess App lications 

Choose a locat ion to view app lications: 

§oose ... 

Search Applicat ions 

• App liw1tion Description Statu.s 

Renewal Grant Fee 
enewal of Accreditatio - 59122 - Brooklyn, NY 

Pending Review 
(00010106) 

1 App liw1tions 

Rev. Augustl,2015 



Step 3: 

Once in the appl ication, click "Citation Documents ," if responding to a visit report, or 
"Deferral Documents ," if responding to a Council motion letter. 

Application Statu s 

App licat ion ntle: Renewal of Accreditation 
App lication Status: IN PROCESS 
Linked Application: No 
Assigned To: Unassigned 
Numb er of Citations: 10 
Comments: 
No comments at this t ime 

Associated Forms: 
There are no application web forms for th is app lication 

C-Citation Documen~ 
Deferral Documents_/ 

To upload a document for your response, 'drag and drop' the document onto the web 

page OR click 0 new document to browse for the document. Please make sure that 

you label the document with the respective "Document Type" (i.e. Narrative 1). 

Upload each document (separately or a ll at once) and label each document with the 
appropriate finding. 

Inst ruction s 

Use th is page to upload citat ion documents that have been requested by an analyst. Drag and drop the 
documents into the section below to upload them. Once the documents are uploaded, choose the 
corresponding Citation Type for each documen t. 

Up load completed (1 added) DISM ISS 

Cl Name Doc um ent Type 

~ Narrative 1 - CEP C • • ·ru ,/ 

i:t ->UIJIJU' .... g Document 1 
Narrative 2 
Supporting Document 2 
Narrative 3 
Supporting Document 3 
Narrative 4 
Supporting Document 4 
Narrative 5 
Supporting Document 5 
Narrative 6 
Supporting Document 6 
Narrat ive 7 
Supporting Document 7 
Narrative 8 
Supporting Document 8 
Narrative 9 
Supporting Document 9 
Narrative 10 
Supporting Document 10 

Modified By Modified Versi on 

pat mcgown@statuspeer.com A few seconds ago 1.0 

Rev.Augustl,2015 



Note: Each citation task should inc lude only one uploaded document. If there are multiple 
documents in response to a citation, then the documents should be combined into one document. In 
addition, the system has a maximum capacity of 100MB per document upload. If the document is 
unable to be compressed to less than 100MB, please separate the document and upload each of 
these documents separately with different file names, but label them with the same "Document 
Type." 

For additional assistance with uploading documents, please contact Ian Harazduk 
at iharazduk@acics.org or the ACICS Help Desk at ebiz@acics.org. 

Rev.Augustl,2015 
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PROGRAMS OFFERED BY 
Ridl ey-Lowell Business & Technical Institute 

B' h t NY mg am on, 

Enroll: 
Full-

APPROVED time/ 

CAR 
Retention & Placement(%) 

2014 2013 

CREDENTIAL ACICS PROGRAM Clock Part-
EARNED CREDENTIAL TITLE Hrs. time Ret. Pia. Ret. Pia. 
Diploma Diploma Medical 960 4/0 70 66.67 62.5 87.5 

Admini strative 
Assistant (Day) 

Diploma Diploma Medical 720 0/4 50 60 65.91 66.67 
Administrative 
Assistant 
(Evening) 

Diploma Diplom a Netwo rking & 960 7/0 70 80 70 75 
Technical 
Support 
Speciali st 

Diploma Diplom a Cosmetology 1,000 12/28 73 65 73.43 75 
Diplo ma Diploma Medical 1,260 15/0 90 72.73 73.91 68.75 

Assistant (Day)* 

Diploma Diploma Medical 1,260 015 74 60 73.68 66.67 
Assistant 
(Evening)* 

Total Enrollment: 75 I 

* The Medical Assistant (Day) and Medical Assistant (Evening) programs were not reviewed by 
the team because they are accredited by the Commissio n on Accreditation of Allied Health 
Education Programs (CAAHE P). Their last review was in 20 13, from which they received a 10-
year grant expiring in 2023. 
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INTRODUCTION 

Having started as separate schools of business instruction , the Ridley and Lowell schools were associated in 
1968. In 1976 the schools were incorporated under the Ridley-Lowell Business & Technical Institute (Ridley­
Lowell), and later that same year became accredited by the Accrediting Council for Independent Colleges and 
Schools (ACICS). The Ridley-Lowell Business & Technical Institute is currently owned by the Ridley-Lowel~ 
School of Business, Inc., which now operates eight campuses located in New York, Connecticut, and, most 
recently, Rhode Island. The Officers of the Corporation are Mr. W.T. Weymouth , president , and Ms. Norma 
Ml eymouth, vice president. The campus is located in downtown Binghamton, New York. The campus is 
comprised of two buildings within walking distance of one another. The cosmetology program is located on 
the first floor of a modern office building and its professional salon area is visible to pedestrian traffic. The 
remaining programs are housed in a two-story historic building located in a mixed zone of small businesse L 
nd residential dwellings. The campus is easily accessible by bus, and there are public and private parking lots 

nearby. Eighty percent of students are between the ages of 18-39, and half of those students are under the age 
of 25. The student body is a_QQ.fOXimately 75 ercent Caucasian, 20 ercent African American, and 82 ercent 
emale. 

e campus has experienced a significant drop in enrollment from a high of 390 students in 2012-2013 to the 
present 75 students. Since 2014 several programs have been discontinued and two newly approved program J 
esthetics and electrical systems technician, have yet to enrolled any students. The ci~ of Binghamton has an 
unem loyment rate above 20 ercent. 
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MISSION 

1.01 Give the page number in the camp us cata log on which the mission statement can be found . 
The mission appears on page 12 of the Ridley-Lowell Busine ss and Technica l Institute' s Catalog 
Volume XV effec tive August 11, 2015, and Catalog Addenda Volume XV. 

1.02 Does the campus have an appropriate mission statement with a set of supporting object ives? 
~Yes 0No 

1.03 Are the object ives devoted substantially to caree r-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 

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 implem entation of its mission? 
~Yes 0No 

CAMPUS EFFECTIVENESS 

1.07 Does the campus have a current Campus Effective ness 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 App licable 

1.09 Does the CEP describe the following? 
(a) The characteristics of the programs offered. 
~Yes 0No 
(b) The characte ristics of the student popu lation. 
~ Yes 0No 
(c) The types of data that will be used for assessment. 
~Yes 0No 
(d) Spec ific goals to impro ve the educational processes . 
~ Yes 0No 
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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. 
0Yes ~ No D Not Applicable (new branch only) 
(d) Level of employer satisfaction. 
0Yes ~ No D Not Applicable (new branch only) 
(e) Student learning outcome s. 
D Yes ~No 

If No for any applicable item, insert the section number in parentheses and explain: 

Page 5 of 49 

(Section 3-1-111): There is no documentation to evidence that the campus measures employeli 
satisfaction, graduate satisfaction, and student learning outcomes. Although the CEP states that surveys 
will be sent to employers and graduates at 90-day intervals, the documentation does not provide results 
of the surveys or any analysis of the survey data. The team was told by the administrative staff that an 
insufficient number of surveys had been returned by graduates and employers. The campus director 
explained that the campus continues to encounter healthcare privacy issues in track ing employer 
satisfaction, especially for graduates of the medical programs. Consequently, graduate and employer 
survey results were not documented, summarized, or analyzed; and there was no description of how the 
results were to be used to improve the programs and outcomes. Although the CEP states that pass rates 
on certification exams will be used to measure student learning outcomes for the medical assisting and 
cosmetology programs, it does not identify how and when the pass rate results will be collected for the 
National Center for Competency Testing (NCCT) exam for medical assisting students, and the 
Appearance Enhancement exam for the cosmetology students. While the campus reported some pass 
rates, there was no documentation summarizing and analyzing the exam results; and, therefore, there was 
no written ex lanation of how the results were to be used to im rove the rograms and outcomes. 

1.11 Define the measurable student learning outcomes used by the campus and how these outcomes are being 
assessed . 
(Section 3-1-111) : As mentioned above, the campus does not assess its student learning outcomes. The 
CEP lists four measures of student learning outcomes: (1) student grade point average , (2) certification 
exam pass rates, (3) satisfactory academic progress (SAP), and (4) pre-test and post-test. However, there 
was no documentation to evidence that any of the four measures were being systematically collected a 
regular set intervals. There was no documented summary and analysis of the outcomes, and no 
explanation of how the results are used to improve the educational processes. The campus director stated 
that the outcomes were being monit ored and analyzed informally in frequent meetings among the 
admini strative staff, which she described as small enough to meet at frequent intervals. For example, the 
campus director explained that in talking about the results of the Wonderlic re-test and ost-test, the 
campus was having discussions about the effectiveness of the measure. 
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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 campu s to assess each outcome 
~ Yes D No D Not Applicable 
(b) How the data was collected. 
D Yes ~ No D Not Applicable 
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(c) An analysis and summary of the data collected and an exp lanation of how the data will be used to 
improve the educational proce sses. 

D Yes ~ No D Not Applicable 

If No for any applicable item , insert the section number in parenthe ses and explain: 
(Section 3-1-111): The CEP does not identify how data is collected, analyzed, and used to improve the 
educational processes. While the CEP does identify data to be collected, it does not always specify how 
and when the data is collected. As previou sly noted , there is no documented summary and analysis of the 
data identified in the CEP that is used to measure student learning outcomes, employer satisfaction, and 
graduate satisfaction. For example there wasllundberg no analysis of the employer surveys, graduate 
surveys, the Wonderlic pre-test and post-test , or pass rates on certification exams for the medical 
assisting and cosmetology program s. Also, there is no documentation ex laining how the data will be 
has been used to imerove the educational proces ses. 

1.13 Has the campus publi shed annual placem ent and retention goals in its CEP that demonstrate its ability to 
maintain or improve retention and placem ent outcomes? 
~ Yes 0No 

1.14 Has the campus publi shed specific activities that will be undertak en to meet placem ent and retention 
goals? 
~Yes 0No 

1.15 Describe the specific activities that the cam12us will undertake to meet these goals. 
To meet its placement goal, in 2011 the campus introduced the College System website where employers 
can post job openings and students and graduates can upload resumes. As of the writing of the CEP, 65 
employers and 360 students and graduates from the campus had registered on the website. To assis~ 
students with job search skills, the career services office coordinates student workshops to provid 
eeparation for resumes and job interviewing. The se skills also are reviewed in the Career Develo ment 
course that most students must take. 

To reach the retention goal the campus conducts a mandatory orientation for new students that review s 
the services and resources available to assist students with academic tutoring. The members of the 
faculty maintain daily office hours for academic advising and additional instruction. The administrative 
office monitor s daily attendance to identify students who need advising to promote attendance. Mid-term 
grades are reviewed to identify students who are in need of counseling to encourage them to use the 
academic assistance offered b:x the facult . 
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1.16 Does the campus have documentation to show the following? 
(a) That the CEP has been implemented. 
D Yes C8J No 
(b) That specific activities listed in the plan have been completed. 
D Yes C8J No 
(c) That periodic progress reports have been completed. 
D Yes C8J No 

If No for any item, insert the section number in arentheses and ex12,lain: 
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(Section 3-1-112): There is no documentation to evidence that the specific activities identified in the 
CEP have been implemented. The CEP does not assign specific individuals or offices the responsibility 
for monitoring and completing each activity, and there are no progres s reports to evidence if and when 
activities were completed. For example, in reference to placement the CEP states under its "Outreach" 
section that career fairs are a good idea; however, there is no plan to hold or attend career fairs and no 
progre ss reports to document completion of the plan. Similarly, the CEP states on page 12, "S tudents are 
always encouraged to volunteer for an internship program during or immediately following the final 
term"; however , there was no documentation of how this is implemented, tracked for completion, how 
often students volunteer for intern ships, or how the campus makes these available to students outside of 
the medical assisting program. On page 11 of the CEP a plan to improve retention in the medical 
administrative assistant evening program includes "contacting students whose attendance is of concern, 
targeting students who are experiencing academic difficultie s and encouraging them to take advantage of 
the free tutoring services available to them and work with students to accommodate scheduling needs. " It 
then states that the current retention rate for that program is 77 percent showing that the plan is working. 
However, there are no progress reports that the plan was implemented and no specific person is 
identified to monitor and document completion of the plan. With reference to student learning outcomes 
(SLOs), the CEP identifie s measures, but there is no plan to improve the outcomes. The last paragraph 
under the SLOs section reads, "Attention needs to be given to any items that cannot be viewed in a 
positive light, and a plan formed to correct the P.roblems found." 

1.17 Who is responsible for implementing and monitoring the CEP? Describe this individual's qualifications. 
If a committee is utilized please describe the comm ittee. 
Ms. Rebecca Scales, campus director , is responsible for implementing and monitoring the CEP. Ms. 
Scale s holds a diploma in medical assisting from Ridley-Lowell Business & Technical Institute and a 
bachelor's degree in music education from Wilkes University. She worked as a medical assistant for 
over three years and has taught at the campus for five years prior to assuming the cam_eus director 
position in October 2014. She is assisted by the administrative offices. 

1.18 Does the campus have documentation to show that the CEP is evaluated at least annually? 
D Yes C8J No D Not Applicable (new branch or initial applicant only) 

If No, insert the section number i1,l.Parentheses and ex12lain: 
(Section 3-1-113): There is no documentation that the CEP is evaluated annually. While the CEP is 
mentioned in some meeting minutes , there was no documentation that data were collected, summarized, 
and analyzed for graduate and employer satisfaction , as well as for student learning outcomes. TherT 
also was no evidence of progress reporting for activities identified for these elements. 
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GENERAL COMMENTS: 
Most elements of the CEP are not being assessed, specifically graduate satisfaction, employer satisfact ion, and 
student learni ng outcomes. There is no documentation of the systematic collection, summary, or analysis of data 
to measure the effect iveness of the educational rocesses. 

2. ORGANIZATION 

2.01 Is the following information regarding the campus appropriately stated in the catalog? 
(a) Governance, contro l, 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) Adequate ly train its employees? 
~Yes 0No 
(b) Provide them with constant and proper supervision? 
~Yes 0No 
(c) Evaluate their work? 
~Yes 0No 

2.03 Is the administration of the campus efficient 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? 
~Yes 0No 
(b) Know the person to whom they report? 
~Yes 0No 
( c) Understand the standards by which the success of their work is meas ured? 
~ Yes 0No 

2.05 Does the administration maintain documentation of the evaluation of the faculty and staff? 
~Yes 0No 

2.06 Has the camp us adopted a policy on academic freedom that has been commu nicated to the facu lty? 
~Yes 0No 

2.07 Does the camp us have an appropriate gr ievance policy for faculty and staff? 
~Yes 0No 

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? 
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IZ!Yes □No D Not Applicable (initial applicants only) 

2.09 Who is responsible for the financial oversight of the campu s, and what are this person 's qualifications? 
Mr. W. T. Weymouth , president , is responsible for the financial oversight of the campus. Mr. Weymouth 
has a bachelor's degree from Husson College, a master's degree from Syracuse University, and a 
certificate of advanced study from Fordham University. In 1976, Mr. Weymouth acquired the Ridley­
Lowell Business & Technical Institute schools, which he placed under one cor orate structure. Prior to 
operating the schools he worked with ITT Technical Institute. 

3. ADMINISTRATION 

3.0 1 Is there evidence that the chief on-site administrator(s) or the self-stu dy coordinator for the campus 
attended an accreditation workshop within 18 month s prior to the final submi ssion of the self- study? 
IZ! Yes D No 

3.02 Are all staff well trained to cany out administrative functions? 
IZ! Yes D No 

3.03 Who is the on-site administrator, and what are this erson's _qualific ation s? 
Ms. Rebecca Scale s is the on- site administrator, having assumed the position of campus director October 
2014. As noted previously, Ms. Scales holds a diploma in medical assisting from Ridley-Lowe( ~ 
Business & Technical Institute and a bachelor's degree in music education from Wilkes Univer sity. She 
worked as a medical assistant for over three years and has taught at the campus for five years prior to 
assuming the campus director position 

3.04 Doe s the campus list degrees of staff member s in the catalog ? 
IZ! Yes D No 

If Yes, is appropriate evidence of the degrees on file? 
IZ! Yes D No 

3.05 Is ther e 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 partic ipate in financial aid) 
(b) Admissions. 
D Yes IZ! No 
(c) Cuniculum. 
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 
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(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 

If No for any applicable item , insert the section number in parentheses and explain: 
(Section 3-1-303(a)): Adequate records are not maintained for the admission of all students. For 
students enrolled in the medical administrative assistant and medical assistant programs, the enrollmen~ 
agreements, transcripts, and notice of dismissal conflict with the admissions policy stated in the camr,us 
catalog. For a detailed explanation, see 4.08 in the Student Relations section of the team report. As a 
consequence of the campus's admi ssions practice for students in the medical assistant and medical 
administrative assistant programs, student transcripts do not always correlate to the program of stud 
identified on the student's enrollment agreement. 

3.06 Does the campus admit ability-to-benefit student s? 
~ Yes ~ No (Skip to Question 3.11.) 

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? 
0Yes ~No 

If No, insert the section number in parentheses, list student names, and explain: 
(Section 3-1-303(e)): Appropriate transcripts are not maintained for some students. For the medical 
administrative assistant program, some student transcript s included course numbers that did not match 
those listed for the program in the catalog. The discrepancie s are specifically identified in the Section 9 
eogram report for the medical administrative assistant. Also, the student transcripts do not reflect an 
accurately calculated grade point average. A full ex12lanation of the calculation errors a ears in the 
response to question 4.27 in the team report. 

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 
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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? 
[8J Yes D No 

GENERAL COMMENTS: 
he admissions records, transcripts, and documentation related to the medical administrative assistant and medical 

assistant program proved challenging to review. As described in the Student Relations section of this report, the 
dual enrollment of students in these two programs resulted in documented discrepancies across multiple records. 

4. RELATIONS WITH STUDENTS 

FOR ALL PROGRAMS 

4.01 How many student files were reviewed during the evaluation? 
While on-site, the team reviewed 21 student files including unofficial transcripts, 21 student ledger 
cards, and 14 financial aid files. The selection of files for review included students who started, dropped, 
transferred programs, graduated, and were enrolled at the beginning of the 2014 Campus Accountability 
Report reporting P.eriod. Files of two students not meeting Satisfactory Academic Progres s were 
evaluated. 

4.02 Does the campus ensure that its student relations reflect high ethical standards? 
[8J Yes D No 

4.03 Does the campus have appropriate admissions criteria? 
[8J Yes D No 

4.04 Does the campus contract with third parties for admissions and recruiting purposes? 
D Yes [8J No 

4.05 Is there evidence to document that admissions criteria are applied consistently 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)? 
[8J Yes D No 

4.06 Does the admissions policy conform to the campus's mission? 
[8J Yes D No 

4.07 Is the admissions policy publicly stated? 
[8J Yes D No 

4.08 Is the admissions policy administered as written? 
D Yes [8J No 

If No, insert the section number in parentheses and explain: 
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(Section 3-1-411(b)): The admissions policy is not administered as written. Student s who express an 
interest in enrolling in the medical assistant program are informed during the admissions interview that 
they will start in the medical administrative assistant program . If they achieve a 2.5 GPA after their first 
term of enrollment, student s may be transferred out of the medical administrative assistant program into 
the medical assistant program . During the enrollment process, student s complete enrollm ent agreements 
for both the medical admini strative assistant and medical assistant programs. Additionally, students will 
complete a "Medical Assistant Program Entrance Agreement" that specifically states that they 
" ... understand that in order to be accepted into the Ridley-Lowell Medical Assistant program , I must 
achieve at least a 2.5 GPA at the end of the first semester. If a 2.5 GPA is not achieved in the first 
semester, a cumulative GPA of at least a 2.5 will be required for entrance into the Medical Assistant 
program." This practice was shared and confirmed during interviews with campus staff but is not stated 
in the campus catalog. Moreover, as shared in interviews with campus staff, once a student completes 
their first term, the enrollment agreement for the program the student will not be staying in is destroyed. 
Some student file and CAR issues related to this practice include the following: (1) Student­
- shows as a new enrollment in the medical admini strative assistant program on the most recent 
CAR last submitted to the Coun cil. Additionall y, she shows as a transfer-out from the same program and 
a transfer-in to the medical assistant program on the same CAR. However, the only enrollment 
agreement in the student 's file is for the medical assistant program and the unofficial transcript in the file 
shows enrollment in the medical assistant program. (2) Student shows as a new 
enrollm ent in the medical administrative assistant program on the CAR. However, her enrollment 
~ and her ledger card show her enrolled in the medical assistant program. (3) Student 
- shows as a new student enrollment in the medical admini strative ass istant program 
on the CAR. However , her file contains two enrollment agreements, one for medical ass istant and one 
for medical administrative assistant, both signed on 9/18/13. The file contains a letter dated Novem ber 
12, 2013 that the student was dismissed "for lack of attendance" with a last day of recorded attendance 
on October 28, 2013. It is not stated which program she was dismissed from . 

Page 16 of the Ridley-Lowell Business & Technical Institute - Binghamton , New York campus 
academic catalog, Volume XV, dated 8/11/15 notes that incoming students "must remit a non­
refund able $30 deposit towards the $100 application fee payable to Ridley-Low ell Business & Technical 
Institute." Durin g an intervi ew with campus staff, incoming students are not required to make this 
deposit. Additionally, student ledger cards reviewed by the team showed a $100 ap lication fee charge, 
but did not show a student payment of a $30 deposit. 

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? 
~Yes ONo 
(b) Outlines all program related tuition and fees? 
~Yes ONo 
(c) Has a signature of the student and the appropriate school representative? 
~Yes ONo 

Is there evidence that a copy of the agreement has been provided to the student? 
~Yes ONo 
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4 .10 Who is responsible for the overs ight of student recru itment at the campu s and what are this person's 
qualifications? 
Mr. Jeff Swan , admi ssion s represe ntative, is respon sible for the oversight of student recruitment at the 
campus. Mr. Swan has been in his current position at the campus since June 2015. He hold s a di loma in 
medi cal assistant from Ridley-Lowell Business & Technical Institute. 

4.11 Describe the recruitin g process for new students . 
Recruitm ent for new students at the campu s begins with marketing and adv ertising, which are handled 
by the campus director and president. A variety of advertising is used to genera te interest in the college 
including TV, bus advertising, the Internet , and referral s. Pro spective students will contact the campu s 
and schedule an interview with the admissions repre sentative. During the interview, the campu s will 
provide program information and conduct a tour of the campu s. The application process to Ridley­
Lowell is the same for all pro spectiv e students. Appli cants for admission to the diploma programs are 
required to have an interview with the admission s represe ntative, be over the age of 17, and provide 

roof of high school di loma or GED . 

Based on interviews, observations, and a review of recruitment materials, is the process compa tible with 
the educat ional objectives for the campus? 
~Yes 0No 

4.12 Are individuals engaged in admissions or recruitment activities communicating current and accura te 
information regarding the following? 
(a) Courses and programs. 
~Yes 0No 
(b) Services. 
~Yes 0No 
(c) Tuition. 
~Yes 0No 
(d) Terms. 
~Yes 0No 
(e) Operating policies. 
~Yes 0No 

4.13 Does the campus use prospective student names obtained as a result of a survey, canvass, or promi se of 
future employment or income while a student, or as a result of other marketing act ivity? 
0Yes ~No 

4.14 Does the state in which the campu s operates require representatives to be licensed or registered? 
~Yes 0No 

If Yes, is evidence of licensure or registration on file? 
~Yes 0No 

4.15 Are the titles of recruitment and emo llment personnel appropri ate? 
~Yes 0No 
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4.16 Does someone other than recruitment and emollment personnel make final decisions regarding financial 
aid eligibility, packaging, awarding, and disbursement? 
~ Yes D No D Not Applicable (camp us does not participate in financial aid) 

If Yes, who holds this responsibility and what are this person's qualifications? 
Mr. Richard Griffis, financial aid director, is responsible for the final decisions regarding financial aid 
eligibility, packaging, and awarding. Disbursement of financial aid is handl ed through the president 's 
office. Mr. Griffis has been with the campus for 36 years and in the financial aid field for 35 years . In 
addition to his financial aid exper ience, Mr. Griffis has taught at the campus and served as a campus 
director . He holds a bachelor's degree in accounting from Binghamton University and professional 
member shi in the National Association of Student Financial Aid Administrators (NASFAA). 

4.17 Are all recruiters supervised by the campus to ensure that their activities are in compliance with all 
applicable standards? 
~Yes 0No 

4.18 Does the campus have written policies and procedures for evaluating and accepting transfer of credi t? 
~Yes 0No 

4.19 Is there evidence that the campus properly awards transfer of credit? 
~ Yes D No D Not Applicable 

4.20 Does the campus publicize its transfer credit policies, including policies related to accept ing transfer credit 
from another campus? 
~Yes 0No 

4.21 Has the campus established articulation agreements with other institutions? 
D Yes ~ No(Skip to question 4.23 for Master's Degree Programs or4.24 for all programs) 

FOR ALL PROGRAMS 

4.24 Is the standards of satisfactory academic progress policy published in the catalog? 
~Yes 0No 

If Yes, state the page number(s) where the standards of satisfactory academic progress policy is published? 
The standard s of satisfactory academic progress policy are published on pages 42-43 of the Ridley­
Lowell Business & Technical Institute - Binghamton academic catalog, Volum e XV, effective 
8/11/2015. 

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 students to complete a program as 1.5 times the 

norma l 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. 

0Yes ~No 
( c) Procedure s for re-establishin g satisfac tory academic progress. 
□ Yes ~No 
( d) A definition of the effects of the following on the CGP A and successful course-completion 

percenta ge: 
Withdrawal s. 
~Yes 0No 
Incomplete grades. 
~Yes 0No 
Repeated courses. 
~Yes 0No 
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. 
0Yes ~No 
An appeal process. 
0Yes ~No 
An extended-emollment status. 
D Yes ~ No D 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. 
D Yes ~ 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 and Appendix D): The satisfactory academic progress (SAP) policy publi shed in the 
catalog does not contain all of the required components. The catalog contains two schedules, one on 
page 37 and one on page 43, that designate the minimum percentage of work that a student mus~ 
successfully complete at the end of each evaluation increment to complete the program within the 
maximum time frame. However , the two charts contain conflicting information regarding minimum 
cumulative grade point average (CGPA). The chart on page 37 requires a minimum 1.5 CGPA at the end 
of the individual term, but the chart on page 43 require s a minimum 1.2 GPA, but does not indicate i~ 
this is a cumulative GPA requirement. As explained by the campus, the language on page 37 of the 
catalog is a New York State requirement for satisfactory academic progres s and the policy on pages 42-
43 is the U.S. Department of Education's policy . However, as confirmed in multiple interviews with 
campus staff, the campus utilizes and follows a 2.0 minimum GP A requirement. 
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The SAP policy does not contain procedures for re-establishing satisfactory academic progress. 

The catalog does include definitions of withdrawals, incomplete grades and repeated courses on the 
effect of CGP A and successful course-completion, but not in the standards of satisfactory academic 
progress policy on pages 42-43 of the catalog, but on page 36 of the same catalog. 

The catalog notes a probationar y eriod on age 36, but also includes contradictory language of a 
warning period on page 43. 

The team interviewed the director, Ms. Rebecca Scales, who is responsible for the administration of 
SAP. During the interview , Ms. Scales noted that the campus does not utilize an extended enrollmen 
status, but the catalog contains language on page 37 of such a status : "If the standards for satisfactory 
academic progre ss are not achieved after the probationary period , the student will be dismissed, or may 
continue in an extended enrollment status, if eligible." 

The SAP policy in the catalog does not contain language of the effect when a student seeks to earn an 
additional credential. 

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? 
D Yes ~ No D Not Applicable (no student s are in violation of SAP) 

If No, insert the section number in arentheses, list student names, and ex lain: 
(Section 3-1-422 and Appendix D): Students who are not making satisfactory academic progress are 
not properly notified. Student medical administrative assistant program , earned a 
grade point average of 1. 96 in her first term of enrollment. At the end of her second term of enrollment, 
the student earned a term grade point average (GPA) of 1.84 and a cumulative grade point average of 
1.90. The student was put on probation and notified via a probation notice signed and dated 9/22/15. 
However , the notice informed the student that they were being placed on probation for unsatisfactory 
academic progress for a term GPA of 1.84, not for failure to meet the cumulative requirement of 2.0. 
Additionally, the unofficial tran script for the student shows that the student earned a term GPA of 2.04 
instead of the correct term GPA of 1.84. The campus explained that the student database system, 
STARS, used by the campus does not include the calculation of "F" grades in the term GPA , but does 
include the calculation in the cumulative GPA. Consequently, the unofficial transcript shows an 
incorrect term GP A for the student' s second term of enrollment. 

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 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? 
D Yes D No ~ Not Applicable (all programs are less than two years) 
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4.30 Are students who are not making satisfactory academic progress at the end of the second year dismisse d or 
allowed to continue without being eligible for Federal financial aid? 
D Yes D No ~ 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 ? 
0Yes ~No 

If No, insert the section number in parentheses, list student names, and explain: 
(Section 3-1-422 and Appendix D): Qua~ts are not evaluated cumulatively for al 
periods of a student's enrollment. Student- enrolled in the medical administrative 
assistant program, earned a 1.90 cumulative grade point average after her second term of enrollment. She 
was notified of probationary status for earning a 1. 84 term grade point average. 

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 progre ss? 
D Yes ~ No D Not Applicable (there are no such students) 

If No, insert the section number in parentheses, list student names, and explain: 
(Section 3-1-421 and Appendix D): The satisfactory academic progre ss (SAP) policy published in the 
catalog does not contain all of the required components. The SAP policy does not include appropriate 
procedures for reestablishing SAP. The academic catalog's "Appeal Policy " section located on page 37 
of the catalog states, "To appeal a decision regarding satisfactory academic progress , please follow the 
appeal policy stated in this catalog on page 37." There is no such policy on page 37. There is, however, 
an appeal policy located on page 35 of the catalog. Said policy does not include any language or 
definition of mitigating circumstances for appealing the action of being placed on probation or warning. 
Additionally, the satisfactory academic progr ess policy is on pages 42-43 of the catalog. 

4.34 Are students who are placed in an extended-enrollment status denied eligibility for federal financial aid 
(unless there are mitigating circumstances? 
D Yes ~ No D Not Applicable (campus does not have extended enrollment and/or does not 
participate in financial aid) 

If No, insert the section number in parenthe ses, list student names, and explain: 
(Section 3-1-421 and Appendix D): The satisfactory academic progress (SAP) policy does not include 
appropriate procedures for reestablishing SAP. The catalog language on page 37 regarding extended 
enrollment does not include information on student financial aid eligibity in an extended enrollment 
status or the im2act if mitigating circumstances exist. In interview s with the cam2us staff, the team was 



VER. September 1, 2015 ACICS INITIAL, RENEWAL OF ACCREDITATION , OR BRANCH INCLUSION REPORT Page 18 of 49 

informed that they do not offer an extended enrollment. Because of the conflicting information , the team 
was unable to determine if the campus is meeting this criteria. 

4.35 Do credits attempted during the extended-enrollm ent status count toward the 1.5 times of normal program 
length? 
D Yes [8J No D Not Applicable (campus does not have extended enrollment) 

If No, insert the section number in parentheses , list student names, and explain: 
(Section 3-1-421 and Appendix D): Satisfactory academic progress could not be determined with 
respect to the extended-enrollment status. As noted previously, the catalog language on page 37 
regarding extended enrollment does not include information on student financial aid eligibity in an 
extended enrollment status or the impact if mitigating circumstances exist. In interviews with the campus 
staff, the team was informed that they do not offer an extended enrollment status. Becau se of the 
conflicting information, the team was unable to determine if the campus is meeting this criteria. 

4.36 For student s who ha ve exceeded one and one-half times the standard time frame and were awarded the 
original credential, were any additional financial obligations waived? 
D Yes D No [8J Not Applicable (there is no such student) 

4.37 Are student s required to have a minimum CGPA 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. Rebecca Scales, campus director, is responsible for the administration of satisfactory academio 
progre ss. Ms . Scales has been with the campus for six years holding position s of faculty member and 
department chair before assuming her current position. Ms. Scale s holds a bachelor 's degree in music 
education from Wilke s University and a diploma from Ridley-Lowell Busine ss & Technical Institute. 

4.39 How does the cam pus encourage and assist students who are experiencing difficulty in progress ing 
satisfactoril y in their P.!ograms? 
The campus encourages and assists students who are experiencing difficulty in progressing satisfactorily 
in their programs by requiring faculty members to submit mid -term grades, which are rev iewed by the 
campus director. Any student who receives failing grades is required to meet with her to discuss 
stategies for improvement. Some of those stategies include tutoring and a reduced course load for the 
next term. 

4.40 Does the campus finance any of the following? (Mark all that apply.) 
(a) D Scholarships. 
(b) D Grants. 
(c) D Loans. 
(d) [8J The campus does not offer scholar ships, grants, and/or loans. (Skip to Question 4.42.) 
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4.42 Are all similarly circumstanced students who enrolled at the same time and in the same programs charged 
the same tuition and fees? 
~Yes 0No 

4.43 Are tuition and fees clearly stated in the catalog? 
~Yes 0No 

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 balance 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 Applicable (camp us has not changed tuition or fees) 

4.46 Is the campus's refund policy publi shed in the catalog? 
~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 camp us part icipate in Title IV financial aid? 
~ Yes D No (Skip to question 4.57) 

4.50 Who is responsible on-site for admin istering student financia l aid, and what are this person's 
qual ifications? 
As prev iously noted, Mr. Richard Griffi s, financial aid director , is responsible for the on-site 
admin istration of student financial aid. Mr. Griffis has been with the camp us for 36 years and in the 
financial aid field for 35 years. He hold s a bachelor's degree in accounting from Binghamton Univer sity 
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and professional membership in the National Association of Student Financial Aid Administrators 
(NASFAA). 

4.51 Is the person who determines the amount of student awards not also responsible for disbursing those 
awards? 
IZ] Yes D No 

4.52 Are final student financial aid award determinations made by administrative individuals who are not 
responsible for recruitment? 
IZ] 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? 
IZ] Yes D No 

4.54 Describe how the financial aid office stays cmrnnt with regulation and policy changes in financial aid 
(include all apJ?royriate memberships in professional organizations held by this individual). 
The financial aid office stays current with regulation and policy changes in financial aid through Mr. 
Richard Griffis' membership in the National Association of Student Financial Aid Administrators 
(NASFAA). He receives daily e-mail updates regarding on-going changes in the industry. 

4.55 Is there evidence that the financial aid administrator regularly participates in professional awareness 
activities? 
D Yes IZ] No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-434(c)): There is no evidence on file that the financial aid administrator regularl 
participates in professional awareness activities. While Mr. Griffis, the financial aid director, holds 
active member ship in the National Association of Student Financial Aid Administrators (NASFAA), the 
last professional development activity that was documented occurred on April 14 and 15, 2014, for 
participation at the Mid-Atlantic 11th Annual Conference Worksho p_ of Regions I, II and III Private 
Career Colleges and Schools. 

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? 
IZ] Yes D No 

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 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 offers a variety of student services. Tutoring is available for all students. The campus 
maintain s outside resources available to assist students with transportion , childcare, and other services. 
Additionally, the campus offers new student orientation. During this event, the campus director 
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welcomes the new students, department chair s are introduced to the students, student handbooks are 
distributed, and student s complete their financial aid entrance loan counseling. 

4.59 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 Not Applicable, explain: 
(Section 3-1-441(c)): Follow -up studies on graduate and employer satisfaction are not conducted at 
specific measuring point s following the placement of the campus's graduate s. The campus effectivess 
plan does include sample survey instrument s used in collectin g graduate and employer information, but 
no survey results were included. Additionall y, in interviews with the staff, the team was informed that 
the campus received an insufficient number of responses and had difficulty in getting graduates and 
employers to complete the surveys. 

4.60 Who is the person on staff responsible for the oversight of counseling students on employment 
opportunities, and what are this person ' s qualifications? 
Ms. Donna Wells, career services advi sor, is the person on staff responsible for the oversight of 
counseling students on employment opportunties. Ms. Wells has been with the campus since Janu ary 
2015. Prior to joining the campus, Ms. Well s had 14 years of experience in financial aid with QroQrietary 
schools in Massasschusetts and New Hamp shire . 

4.61 Does the campus offer employment assistance to all students? 
~ Yes D No D Not Applicable (campus emo lls only international students on a student 
visa) 

4.62 Does the campus use placement percentages or salary projections as part of its recruiting activities? 
OYes ~No 

4.63 The beginning enrollment on the most current Campus Accountability Report (CAR) is 150. 
The ending enrollment reported on the previous year's CAR is 150. 

4.64 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? 
D Yes ~ No D Not Applicable 

If No, insert "Section 3-l -303(a)" in arentheses and ex lain: 
(Section 3-1-303(a)): The team was not able to verify the retention rate for the campus and for the 
medical assistant and medical admini strative assistant programs as reported on the Campus 
Accountabilt y Report (CAR) last submitted to the Council. As noted previously, students interested in 
emollin g in the medical assistant program are emolled in the medical admini strative assistant program 
and must achieve a 2.5 GP A to be transferred into the medical assistant program after their first term of 
enrollm ent. Student shows as a new enrollment in the medical administrative assistan 
program on the CAR last submitt ed to the Council. Additionally, she shows as a transfer-out from the 
same program and a transfer-in to the medical assistant program on the same CAR. However, the only 
enrollm ent agreement in the student's file is for the medical assistant program, and the unofficial 
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transcript in the file shows enrollment in the medical assistant program. Student shows 
as a new enrollment in the medical administrative assistant program. However, her enrollment 
~ and her ledger card show her enrolled in the medical assistant program . Student 
- shows as a new student enrollment in the medical administrative ass istant program. 
However, her file contains two enrollment agreements, one for medical assistant and one for medical 
administrative assistant both signed on 9/18/13. The file contains a letter dated November 12, 2013, that 
the student was dismissed "for lack of attendance" with a last day of recorded attendance on October 28, 
2013. The team was unable to determine which program she was dismissed from. 

4.65 Are students who receive financial aid counseled concerning their student loan repayment obligations? 
[gl Yes D No D Not Applicab le (camp us does not participate in financial aid) 

4.66 Describe the process the campus utilizes to ensure that students are counseled concerning their student loan 
repayment obligations. 
The campus begins the process of educating student s regard ing their student loan repayment obligations 
when the students have their initial meeting with financial aid. Students will complete an entrance 
counse ling at new student orientation. Exit counseling is conducted two to three weeks prior to 
graduation. If the student stops attending prior to graduation, the campus will forward exit_paperwork to 
the student via certified mail. 

5. EDUCATIONAL ACTIVITIES 

FOR ALL PROGRAMS 

5.01 Are the crede ntials awarded by the camp us in compliance with its accreditatio n approva l and in 
compliance with applicab le state laws? 
[gl Yes D No 

5.02 Who is assigned to oversee the educational activities of all programs at the campus, and what are this 
person's qualifications? 
The campus director, Ms. Rebecca Scales, oversees all the educational activities of all programs at this 
campus. Ms. Scales holds a diploma in medical assisting from Ridley-Lowell Business & Technical 
Institute and a bachelor's degree in music education from Wilkes University. Ms. Scales worked as a 
medical assistant for over three years and has taught at the cam us for five years rior to assuming the 
campus director position in 2014. 

5.03 Does this person have appropriate academic or experiential qualifications? 
(g!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 . 
The campus has a designated department chair for each of its programs. The department chair conducts 
regular faculty meetings, monitors faculty in-service and professional development activities, and review 
student evaluations of instructors. The chairs also oversee the program advisory board meetings that allow 
input from local employers. 
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5.05 Is the time devoted to the administration of the educational programs sufficient? 
[8'.!Yes 0No 

5.06 Is there a published policy on the responsibility and authority of faculty in academic governance? 
[8'.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. 
[8'.i Yes D No 
(b) Selection of course materials, instructiona l equipment and other educational resources. 
[8'.i Yes D No 
(c) Systematic evaluation and revision of the cmTiculum. 
[8'.i Yes D No 
( d) Assessment of student learning outcomes. 
[8'.i Yes D No 
(e) Plannin g for institutional effectiveness. 
[8'.i Yes D No 

5.08 Is there evidence that this policy has been adopted and faculty members are aware of it? 
[8'.I Yes D No 

5.09 Does the campus have any program s that require specialized or programmatic accreditation to obtain entry­
level employment or licensure by the state in which the campus is approved? 
[8'.i Yes D No (Skip to question 5.10 for renewal of accreditation. Skip to 5.14for initial grants or 
branch inclusion) 

If Yes, does the camp us: 
(a) Carry the programmat ic accreditation or is cu1Tently in the process of obtaining such accreditation in a 

timely manner for programs in which it is required by the state in order for students to attain entry-level 
employment? 
[8'.i Yes D No D Not Applicab le (there is no such requirement by the state) 

(b) Notify students as to: 
(1) Which programs hold specialized or programmatic accreditation? 

[8'.i Yes D No 
(2) Whether successful completion of a program qualifies a student to receive , apply to take, or take 

licensure exams in the state where the campus is located? 
[8'.i Yes D No 

(3) Any other requirements that are generally required for employment? 
[8'.i Yes D No D Not Applicab le (no other requirements) 

FOR RENEWAL OF ACCREDITATION ONLY 

5.10 Does the campus have any program s with current specialized or programmatic accreditation? 
[8'.I Yes D No (Skip to question 5.14) 
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5 .11 Does the program meet the needs of its students and the requirement s of the Council, as shown by student 
achieveme nt 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 in 
length)? 
IZ] Yes D No 
(b) Student placement rate of 70 percent? 
IZ] Yes D No 

5.12 Was the team able to verify the backup documentation to support the placement rate for the program(s) that 
hold specialized accred itation as reported on the last Campus Accountability Report submitted to the 
Council? 
IZ] Yes D No D Not Applicable 

How many calls to employers or graduate s were attempted? 
Nine calls were made to the graduates in the medical assistant programs. 

How many calls to employers or graduates were successful? 
Two calls were success ful. 

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 confirmat ions. 

ffhe two successful calls confirmed the em loyment of medical assistant raduates as re orted on the 2014! 
CAR. 

5.13 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes IZ] No D Not Applicable 

If No, insert "Sec tion 3-1-303(a) " in _12arentheses and exQlain: 
(Section 3-1-303 (a)): There was no documentation to verify the status of graduates reported as "not 
available for placement." The camp us did not provide the requested documentation for any of the 

raduates re orted as waived on the 20 14 CAR. The graduates are: 
continuin g ed 
healtlil 
health 
health 

~ he campus provided the team with each graduate's file containing a waiver form, but it had not been 
signed by the graduate in any of the four files. The files did not contain any external verification for the 
waiver rep_orted . The team could not verify any of the four waivers re orted on the CAR . 

FOR ALL CAMPUSES 

5. 14 Are the educational programs consistent with the campus's mission and the needs of its student s? 
IZ] Yes D No 



VER. September 1, 2015 ACICS INITIAL, RENEWAL OF ACCRED ITATION , OR BRANCH INCLUSION REPORT Page 25 of 49 

5.15 Do the formation of policies and the design of educational programs involve students, graduates, 
administrators, faculty, and other interested parties such as advisory committees? 
[8'.!Yes 0No 

5.16 What provisions are made for individual differences among students in the learning environment? 
Students are in small classes with easy access to their instructor for assistance. Student tutoring is also 
available. 

5.17 Describe the system in place to evaluate, revise, and make changes to the curriculum. 
Faculty are encouraged at faculty meetings to report and discuss any concerns with their courses/ program. 
The program advisory board also reviews the curriculum. Text publishers are an additional resource that 
the faculty consults in evaluating the curriculum. 

5.18 Does the faculty participate in this process? 
[8'.i Yes D No 

5.19 Is credit appropriate ly converted in relation to total student contact hours in each class? 
[8'.i Yes D No 

5.20 If the campus awards academic credit to students who demonstrate subject competency based on 
academic, occupational, or personal experiences, is there an estab lished systematic method for evaluating 
and award ing academic credit to which the campus adheres? 
[8'.i Yes D No D Not Applicab le (campus does not award such credit) 

If Yes, is there appropriate documentation of the assessme nts of knowledge , skills, or compete ncies 
required? 
[8'.i Yes D No D Not Applicab le (no student has made such a request) 

5.21 Are courses and breaks scheduled appropriately, given the students' academic background and the 
coursewo rk involved? 
[8'.i Yes D No 

5.22 Are the following appropriate to adequate ly support the number and nature of the general education 
courses? (If only nondegree programs are offered with no general education courses, skip to 5.23) 
( a) Facilities. 
[8'.i Yes D No 
(b) Instructional equipment. 
[8'.i Yes D No 
(c) Resources. 
[8'.i Yes D No 
(d) Personnel. 
[8'.i Yes D No 

5.23 Does the campus provide an environment for its faculty that is conducive to effective classroom 
instruction? 



VER. September 1, 2015 ACICS INITIAL, RENEWAL OF ACCRED ITATION, OR BRANCH INCLUSION REPORT Page 26 of 49 

IZ!Yes □ No 

5.24 Are the quantity and type of instructional materials and equipment proportionat e to the size of the campus 
and types of programs ? 
IZ! Yes D No 

5.25 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? 
IZ! Yes D No 

5.26 Are official transcripts for all qualifying credentials and for those creden tials listed in the catalog on file for 
all instructors? 
IZ! Yes D No 

5.27 Have faculty transcripts from institution s 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 IZ! Not Applicab le (no faculty member s hold foreign credentia ls) 

5.28 Is there documented evidence of a systematic program of in-service training at the campus? 
IZ! Yes D No 

If Yes, how is this documented? 
The schedule, minutes/program description , and signed attendance sheets were provided to the team. Each 
faculty member's file contains completion certificates for the in-services attended. 

5.29 Is there evidence that appropriate faculty developm ent plans have been developed and implemented 
annually, including documentation to support comp leted activities listed on the plans? 
IZ! Yes D No 

5.30 Is there evidence that full-time and part-time instructors participate in regularly scheduled faculty 
meetings? 
IZ! Yes D No 

5.31 Is there an adequate core of full- and/or part-time faculty to assure sound direction and continuity of 
development for the educational program s? 
IZ! Yes D No 

5.32 Does the institution utilize contracts and/or agreements with other institutions or entities? 
D Yes IZ! No 
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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 camp us is located in downtown Binghamton, New York, conveniently located near numerous bus 
stops and residenti al areas within reasonable walking distance. There is access to both public and private 
parking in close proximity to the school. The campus consists of two buiildings within walking distance 
to one another. The medical and technology programs are housed in an historic designated two-story 
brick building, while the cosmeto logy programs are on the first floor of a modern office building. The 
salon in the cosmetolo gy building is visible to pedestr ian traffic and gives a very profess ional and 
inviting impression. Both structures overlook the river. Both buildings have classrooms that are no~ 
currently in use that offer ample space to expand. 

6.02 Does the campus utilize any temporary additional space locations? 
0Yes ~No 

6.03 Does the campus utilize learning sites? 
□ Yes ~N o 

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 comp liance with fire, safety, and sanitation 
regulations? 
D Yes ~ No D Not Applicab le 

If No, insert the section number in parentheses and explain: 
(Section 3-1-602) : The fire exti nguishers inside the cosmetology building were not in compliance with 
fire and safety codes. Although there was documentation that the cosmetology building had passed a fire 
department inspection in March 2015, the team noted the presence of expired fire extinguishers in the 
building. 

COMMENDATIONS: 
IT'he facility that houses that Cosmetology program is well-lit, spacious, and provides a professional and modern 
~mpression to the public. 
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7. PUBLICATIONS 

7.01 What catalog was used during the evaluation (please include the year, numb er, and volume if agp_£opriate)? 
The catalog reviewed on-site is the Ridley-Lowell Business and Technical Institute Volume XV and 
Catalog Addenda Volume XV, effective August 11, 2015. 

7.02 Does the self-study or branch application part II accurately portray the campus? 
~Yes 0No 

7.03 Does the camp us publish a catalog that is appropr iately printed and bound and avai lable to all enrolled 
students? 
~Yes 0No 

7.04 Does the catalog contain the following items? 
(a) A table of contents and/or an index. 
~Yes 0No 
(b) An indication of the year or years for which the cata log is effective on the front page or cover page 
~Yes 0No 
( c) The names and titles of the administrators. 
~Yes 0No 
(d) A stateme nt of legal contro l which includes the names of trustees, directors, and officers of the 

corporatio n. 
~Yes 0No 
(e) A statement of accreditation 
~ Yes D No D Not App licable (initial app licant) 
(f) A mission stateme nt. 
~Yes 0No 
(g) A listing of full-time facu lty members which lists all qualifying credentia ls held along with the 

award ing institutio n and the area of teaching spec ializatio n. 
~Yes 0No 
(h) An academic calendar. 
~Yes 0No 
(i) A full disclosure of the admissio n requirements. 
0Yes ~No 
(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 curriculum with a unique identifying number and title, the 
credit or clock hours awarded; the total credit or clock hours required to comp lete the curr iculum ; any 
necessary requirements for certification, licensing, or registration needed to work in the field; and any 
additiona l requirements that must be met to complete the cunicu lum. 

0Yes ~No 
(k) A description of each course offered that includ es the identify ing number, title, cred it 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. 
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IZ! Yes D No 
(m) A definition of the unit of credit. 
IZ! Yes D No D Not Applicable (The camp us 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. 
IZ! Yes D 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. 
D Yes D No IZ! 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: 
(Section 3-1-701 and Appendix C): As addressed in Section 4, the campus's Satisfactory Academic 
Progress policy is not clearly explained in the catalog. Further, the admissions criteria in the catalog state 
that a $30 deposit will be collected upon enrollment; however, this is not documented in the student files. 
Lastly, the medical administrative assistant and the evening medical administrative assistant 
not fully disclosed as two separa te programs, as described in Section 9. 

7.05 Does the campus offer degree programs? 
D Yes IZ! No 

7.06 Does the campus offer courses and/or programs via distance education? 
D Yes IZ! No (Skip to Question 7.07.) 

7.07 Does the catalog contain an addendum/supplement? 
IZ! Yes D No (Skip to Question 7.08.) 

(a) Is the catalog updated at an appropr iate interval (the addendum/su pplement should not be used as a 
substitute for meeting this expectation)? 

IZ! Yes D No 
(b) Does the addendum supplement include the school name, location, and effect ive date for the entire 

document (or for individual sections if effect ive dates vary)? 
IZ! Yes D No 
( c) Do students receive a copy of the addendum/s upplement with the catalog? 
IZ! Yes D No 
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7.08 Is the catalog available online? 
~ Yes D 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? 
D Yes ~ No (Skip to Question 7.10.) 

7 .10 Is all advertising and promotional literatme , through any type of media (socia l media, website, newspapers, 
etc.), truthful and dignified? 
~Yes 0No 

7 .11 Is the correct name of the camp us listed in all advert ising, web postings and promotional literature? 
~Yes 0No 

7.12 Where does the camp us advertise (publications, online, etc.)? 
The camp us advertises via its catalog, television and radio s ots, and on social media to include Facebook, 
Twitter , Linkedin, Instagram, and Google+. 

Are all print and electronic advertiseme nts under acceptab le headi ngs? 
~Yes 0No 

7 .13 Does the campus use endorsements, commendations, or recommendations in its advertising? 

7.14 

7.15 

7.16 

7.17 

~ Yes D 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 cunent conditions? 
~Yes 0No 

Does the campus utilize services funded by third parties? 
D Yes ~ No (Skip to Question 7.15.) 

Does the camp us avoid offering monetary incentives to attract students and avoid making guarantees for 
job placement or salary for graduates? 
~Yes 0No 

Is the phrase "for those who qualify" properly used in all advertising that references financial aid? 
~ Yes D No D Not Applicab le (campus does not participate in financial aid) 

What institutio nal performance inform ation does the cam pus routinely I?rovide to the public? 
The cam us p..!:!9lishes its lacement rates and average com letion rates ! 

Where is this information published and how frequently is this info1mation being updated? 
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The information above is published on the campus's website under the 'Consumer Information' link and is 
update annually. 

8. LIBRARY , INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

FOR ALL PROGRAMS 

8.01 Does the campus develop an adequate base of library resources? 
C2J Yes D No 

8.02 Does the campus ensure access of library resources to all faculty and students, including students at 
nonmain campuses? 
C2J Yes D No 

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? 
C2J Yes D No 

8.04 Are adequate staff provided to support the development , organization of the collection, and access of 
library resources? 
C2J Yes D No 

8.05 Describe how the campus develops continuous assessment strategies for resources and information 
services? 
Faculty are encouraged to request items as part of curriculum review and to create an online researcq 

roject as reguired in most courses . 

Are these methods appropriate? 
C2J Yes D No 

8.06 Is the library staff adequately trained to support the library? 
C2J Yes D No 

FOR NONDEGREE PROGRAMS ONLY 

8.25 Are appropriate reference matelials and peliodicals available for all programs offered? 
C2J Yes D No 

8.26 Are the instructional resources organized for easy access, usage, and preservation? 
C2J Yes D No 

8.27 Is there a current inventory of instructional resources? 
C2J Yes D No 
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8.28 Doe s the campus have appropriate and sufficient instructional resources, equipment, and materials to meet 
its educational program objectives and the needs of its students? 
~Yes 0No 

GENERAL COMMENTS : 
he library is left open when the building is open for classes. All staff have been trained in using the institution's 

on-line collection of 7,000 e-books, Gale and EBSCO databases, as well as Grolier on-line. Each classroom 
houses additional _print resources to su_p_port the courses and _programs. 

9. PROGRAM EVALUATION 
riploma in Medical Administrative Assistant (Day 

iploma in Medical Administrative Assistant (Evening) 

FOR ALL PROGRAMS 
9.01 Is licensure, certification or registration required to practice in the spec ific career field? 

D Yes ~ No (Skip to question 9.02) 

9.02 Who is assigned to administer the academic program( s), and what are this erson's gualifications? 
Ms. Rebecca Scales, campus director , is respon sible for the development and administration of the day and 
evening medical administrative assistant program s. Ms. Scales is licensed by the New York State 
Education Department to teach in both the medical assisting clinical and office programs. Ms. Scales has a 
bachelor's degree in music education from Wilkes University and a diploma in medical assisting from 
Ridley-Lowell Business & Technical Institute. She also is a Certified Medical Assistant (CMA). Ms. 
Scale s is assisted by Ms. Jessica Stetts, lead instructor, for the medical administrative assistant diploma 
program. Ms. Stetts is licensed by the New York State Education Department in medical assisting- clinical 
(only). 

9.03 Doe s 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 student s 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 (program s> 1 year in length) OR 70 percent (program s ::S 1 year in 
length)? 
D Yes ~ No D Not Applicable (Branch Inclusion only) 
If no , please list programs that fall below the standard s. 
(Section 3-1-303(a)): Student retention rates reported on the CAR for the medical administrative assistan~ 

rogram s could not be verified. The campus director indicated that initially , uP.9n admission, students are 
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dually enrolled in both the medical assisting and medical administrative assistant programs and they sig 
an enrollment agreement for both programs. See Section 4, page 21, for a more detailed description of 
this issue. 

(b) Student placement rate of 70 percent ? 
D Yes ~ No D Not Applicable (Branch Inclusion only) 
If no~ ease list .e_rograms that fall below the standards. 
Diploma in medical administrative assistant (Day) 
DiP.loma in medical administrative assistant (Evening) 

If No, does the campus provid e one of the following: 
A Campus Effectiveness Plan (CEP) that includes an improvement plan for this program with data , 
analysis and activities to meet or exceed Council requirements? 
OYes ~No 

If No, insert section numbers 2- 1-809, 3-1-111, 3-1-512, and in parentheses and explain: 
(Section 2-1-809, 3-1-111, 3-1-512): The Campus Effectiveness Plan (CEP) does not include 
improvement plans for the programs ; consequently, the school is not documenting its activities for 
improvement and no one is assigned the respon sibility for monitoring and reporting on the plans. The 
documentation provided to the team and the placement calls made by the team found that program 
graduates were reported as employed in healthcare facilities in roles unrelated to their course of study. The 
CEP does not include an improvement plan to meet or exceed Council requirement s in the medical 
administrative assistant diplf ma PLQgrams, (Day and Evening), as it does not track the documentation of 
the recommended changes. 

9.07 List the community resources and describe how they are utilized to enrich the program( s). 
Community resources are utilized to enrich the program of study and include artici ation in health fair 

rovidin free blood ressure and lucose checks and field tri s. 

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? 
OYes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-513 (a), 3-1-701 and Appendix C): The program description in the catalog does not provide 
an accurate description of the medical administrative assistant evening program. The program description 
in the campus catalog states that enrolled students will obtain training in medical transcription. However, 
the ME109 Medical Machine transcription course is only offered to students enrolled in the day program. 
Also, for the MA 119 Essentials of Pharmacology course there is a discrepancy between the hours listed in 
the catalog (60) and the hours listed in the credit analysis and syllabus (30). The MA 109 Medical Office 
Procedures is not listed in the catalog, although it is listed on the credit analysis report for the rograms and 
appeared on student transcri ts. 
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(Section 3-1-513 (b), 3-1-701 and Appendix C): Some course rer~uisites are not accurately described 
in the campus catalog. 
Specifically, for the course, MAl 19 Essentials of Pharmacology , no prerequisite is listed in the catalog, bu~ 
one is listed on the course syllabus. Conversely, for the course, MAl 13B Anatomy and Physiology II, the 
catalog lists a prerequisite, but one is not required. Also, the prerequisites listed in the catalog and those 
identified on the syllabus do not match for the courses MA109 Medical Office Procedures (60 hours) and 
MAl 10 Medical Office Procedures (90 hours). 

9.10 Does the program include an extemship? 
D Yes IZ! No (Skip to question 9.11) 

9. I I Does the program use independent studies? 
D Yes IZ! 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 prerequisites appropriate, are they identified in the catalog, and are they being followed? 
D Yes IZ! No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-513 (b)): Some course prerequisites are not accurately described in the campus catalog and 
are not being followed. Specifically, for the course, MAI 19 Essentials of Pharmacology, no prerequisite 
·s listed in the catalog, but one is listed on the course syllabus. Conversely, for the course, MAI 13B 
rAnatomy and Physiology II, the catalog lists a prerequisite, but one is not required. Also, the 
prerequisites listed in the catalog and those identified on the syllabus do not match for the courses 
IMA109 Medical Office Procedures (60 hours) and MAI 10 Medical Office Procedures 90 hours ). 

9.15 Is an appropriately detailed syllabu s on file for each course that include s 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 
(t) Instructional materials and references 
IZI Yes D No 
(g) Topical outline of the course 
IZ! Yes D No 
(h) Instructional methods 
IZ! Yes D No 
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(i) Assessment criteria 
~Yes 0No 
U) Method of evaluating students 
~Yes 0No 
(k) Date the syllabus was last reviewed 
~Yes 0No 
For Title IV partic ipant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(1) Out-of-class work assignme nts that support the learning objectives for the course 
D Yes D No ~ Not Applicable (Branch Inclusion OR clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the 

work assignments 
D Yes D No ~ Not Applicable (Branch 

Inclusion OR clock hour program) 

9. 16 Do students confirm that they receive a course syllabus 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 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 employers were attempted? 
The following numbers of calls were made to employers or graduates for the following PJOgrams: 
Diploma in Medical Administrative Assistant (Day): 4 
Diploma in Medical Administrative Assistant (Evening): 4 

How many calls to graduates or emplo yers were successfu l? 
The following numbers of calls, by program, were successful: 
Diploma in Medical Administrative Assistant (Day): 3 
Diploma in Medical Administrative Assistant (Evening): 4 

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 confirmations. 
Diploma in Medical Administrative Assistant (Day): 2 
Di loma in Medical Administrative Assistant (Evening): 0 

If No, insert "Section 3-1-303(a)" in parentheses and explain: 
(Section 3-1-303 (a)): Students recorded as successfully placed on the CAR are not working in the field oJf 
study. The followin student s were not workin in the field , but were classified on the CAR as working 
in the field: (1) are working as teacher's aides in general education 
~ chools, (2) is employed in housekeeping for a senior living center, 3 
- is em toyed in a business office that coordinates the sales and service for owered 
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Successful placement in the field was confirmed for 
call, both had been terminated from emQ_}oyment. 
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the organization provided. 
but at the time of the 

9.19 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes D No cg] Not Applicable 

FOR RENEWAL OF ACCREDITATION AND INITIAL GRANTS ONLY 

9.20 Does the campus participate in Title IV financial aid? 
cg] Yes D No (Skip to question 9.23) 

9.21 Does the campus's written procedures (as evidence d 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 D No cg] Not Applicable (Clock hour programs only) 

9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
D Yes D No cg] Not Applicable (Clock hour programs only) 

FOR ALL VISITS 

9.23 Are the following appropriate to adequately support the number and nature of the program? 
(a) Facilities. 
cg] Yes D No 
(b) Instructional equipment. 
cg] Yes D No 
(c) Resources. 
cg] Yes D No 
(d) Personnel. 
cg] Yes D No 

9.24 Are the following elements appropriately incorporat ed into the instruc tional components of the program? 
(a) Systematic planning. 
cg] Yes D No 
(b) Well-defined instructional objectives. 
cg] Yes D No 
(c) The select ion and use of appropriate and current learning materials. 
cg] Yes D No 
( d) Appropriate modes of instructional delivery. 
cg] Yes D No 
(e) The use of appropriate assessment strategies . 
cg] Yes 0No 
(f) The use of appropriate experiences. 
cg] Yes D No 
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FOR NONDEGREE PROGRAMS ONLY 
9.25 Is there an adequate core of full - and/or part-time faculty to ensure sound direction and continuity of 

deve lopme nt for the educationa l programs? 
~Yes 0No 

FOR NONDEGREE PROGRAMS, AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.26 Are all faculty assigned to teach in no more than three fields of instruction, with no more than five 
preparat ions? 
~Yes 0No 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE 'S, 
AND BACHELOR'S DEGREES ONLY 

9.27 Do the faculty member s' qualifications meet the minimum requ irement s outlined in the Accreditation 
Criteria, and are their qualification s academica lly and experientially appropri ate to the subject matt er 
they teach and the level of the credential awarded? 
~Ye s 0No 

9.28 Is the size of the faculty appropriate to the total student enrollmen t? 
~ Yes 0 No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE 'S DEGREES ONLY 

9.31 Do all instructors teach no more than 32 hom s per week (except for an overload of one subject allowed 
with additional compensation)? 
~ Yes 0 No 

9.32 What is the current student/teacher ratio? 
Diploma in Medical Administrative Assistant (Day): 7:1 
Diploma in Medical Admini strative Assistant (Evening): 3:1 

9.33 Is the current student-teacher ratio reasonable for the mode of delivery and course content ? 
~Yes 0 No 

9. PROGRAM EVALUATION 
Di loma in Cosmetolo 

FOR ALL PROGRAMS 

9.01 Is licensure, certification or registration required to practice in the specific caree r field? 
~ Yes D No (Skip to question 9.02) 
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If Yes, describe how the program provides students with the necessary skills to obtain licensure, 
certification or other registration necessary to practice in the specific occupational or professional area. 
Ridley-Lowell Business and Technical Institution requires 1000 clock hours for the cosmetolgy program. 
The University of the State of New York Education Department for hairdressing and cosmeto logy re uires 
1000 clock hours in order to sit for the state licensing exam. 

(a) Is there a federal or state licensing agency pass rate established for this program? 
cg] Yes D No 

If Yes, what is the minimum pass rate set by the federal or state licens ing requirements? 
e minimum pass rate is 70 percent. 

(b) What are this program's pass rates for the past three years? 
Year : 2013 Pass Rate: 100 D Not Avai lable 
Year: 2014 Pass Rate: 80 D Not Available 
Year: Pass Rate: cg] Not Available 

( c) Does the current year's program pass rate exceed or meet the higher of the two pass rates, as set by 
either state or federal requirements or the Council standard of 70 percent? 
cg] Yes D No D Not Applicable 

9.02 Who is assigned to administer the academic program(s), and what are this person's qualifications? 
Ms. Gina Stacconi was appointed department chair of the cosmetology program on November 1, 2014. 
Ms. Stacconi holds an associate's degree in liberal arts and science from Tompkins Cortland Community 
College and has over 10 years of experience as a licensed cosmetologist. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
cg] 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)? 
cg] Yes D No 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
cg] 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)? 
cg] Yes D No D Not Applicable (Branch Inclusion only) 
(b) Student placement rate of 70 percent? 
D Yes cg] No D Not Applicab le (Branch Inclusion only) 

If No, does the campus provide one of 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 requirement s? 
□ Yes ~No 

If No, insert section numbers 2-1-809, 3-1-111, 3-1-512, and in parenthe ses and explain: 
(Section 2-1-809, 3-1-111, 3-1-512): The CEP does not include an imP.rovement P.lan for the cosmetolog 
P.rogram. 

9.07 List the community resources and describe how they are utilized to enrich the program(s). 
The cosmetology program brings in guest speakers from the cosmetology industry to educate students on 
product knowledge. Students in the cosmetology rogram artici ate in the community health fair giving 
free haircuts and manicure s. 

9.08 Is the utilization of comm unity 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 extemship? 
D Yes ~ No (Skip to question 9.11) 

9.11 Does the program use independent studies? 
D Yes ~ 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? 
~Yes 0No 

9.14 Are course prerequisites appropriate, are they identifi ed in the cata log, and are they being followed? 
~Yes 0No 

9.15 Is an appropriately detailed syllabu s on file for each course that includes the following element s? 
(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 
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(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 
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 
D Yes D No ~ Not Applicable (Branch Inclusion OR clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the 

work assignments 
D Yes D No ~ Not Applicable (Branch 

Inclusion OR 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 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) 

How many calls to graduates or employers were attempted? 
There were six calls made to em layers or graduates. 

How many calls to graduates or employers were successful? 
There were six successful calls. 

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. 
All successful calls confirmed the employment of the graduates as reported on the 2014 CAR. 

9.19 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes ~ No D Not Applicable 

If No, insert "Section 3-1-303(a)" in parentheses and explain: 
(Section 3-1-303(a)): Graduates reported as "not available for placement" on th~tability 
~ be verified. No documentation was provided for the graduates-and 
- both of whom were classified as "not available for lacement" on the 2014 CAR. Both o 
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the graduates' files were reviewed and contained a waiver form; however, the forms had not been signed 
by the two graduates. The file did not contain any external documentation to verify the recorded 
classification of the students. 

FOR RENEWAL OF ACCREDITATION AND INITIAL GRANTS ONLY 

9.20 Does the campus participate in Title IV financial aid? 
~ Yes D No (Skip to question 9.23) 

9.21 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. Departmen t of Education for Title IV funding? 
D Yes D No ~ Not Applicable (Clock hour programs only) 

9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
D Yes ~ No ~ Not Applicable (Clock hour programs only) 

The team reviewed a file for all students of graded homework and projects. The students' grades are logged 
and ke t both in hard co y and excel gradebook. 

FOR ALL VISITS 

9.23 Are the following appropriate to adequately support the number and nature of the program? 
(a) Facilities. 
~Yes 0No 
(b) Instructional equipment. 
~Yes 0No 
(c) Resources. 
~Yes 0No 
(d) Personnel. 
~Yes 0No 

9.24 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. 
~Yes 0No 
( 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 
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FOR NONDEGREE PROGRAMS ONLY 

9.25 Is there an adequat e core of full- and/or part-time faculty to ensure sound direction and continuity of 
development for the educational program s? 
~Yes 0No 

FOR NONDEGRE E PROGRAMS , AND OCCUPATIONAL ASSOCIAT E'S DEGRE ES ONLY 

9.26 Are all faculty assigned to teach in no more than three fields of instruc tion, with no more than five 
preparat ions? 
~Yes 0No 

FOR NONDEGRE E PROGRAMS , OCCUPATIONAL ASSOCIA TE'S , ACADEMI C ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.27 Do the faculty membe rs' qualifications mee t the minim um requiremen ts outlined in the Accreditation 
Criteria, and are their qualifica tions academica lly and experientially appropriate to the subject matter 
they teach and the level of the credential awarded? 
~Yes 0No 

9.28 Is the size of the faculty appropria te to the total student enrollmen t? 
~Yes 0No 

FOR NONDEGRE E PROGRAMS AND OCCUPA TIONAL ASSOCIATE 'S DEGREES ONLY 

9.31 Do all instructors teach no more than 32 homs per week (except for an overload of one subjec t allowed 
with additional compensation)? 
~Yes 0No 

9.32 What is the cun-ent student/teacher ratio? 
The student teacher ratio is 7: 1 

9.33 Is the current student-teacher ratio reaso nable for the mode of delivery and course content? 
~Yes 0No 

9. PROGRAM EVALUATION 
p iploma in Networking and Technical Support Specialis i 

FOR ALL PROGRAM S 

9.01 Is licensure, certification or registration required to practice in the specific career field? 
D Yes ~ No (Skip to question 9.02) 

9.02 Who is assigne d to adminis ter the academic program(s), and what are this person's qualifications? 
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Mr. Sean Lewis is the assigned department chair. Mr. Lewis holds a diploma in Networking and Technical 
Support Specialist (NTTS) from Ridley-Lowell Business and Technical Institute and has over 10 years of 
professional experience in technical su ort rior to joinin g the cam us in 2014. Mr. Lewi s also movides 
technical SU_QP.Ort for the cam us. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
i:gj Yes D No 

9.04 Is there evidence that the program administrator has sufficient authority and respon sibility for the 
development and administration of the educational program(s)? 
i:gj Yes D No 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient ? 
i:gj Yes D No 

9.06 Does the program meet the needs of its student s and the requirement s of the Council, as show n 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)? 
i:gj Yes D No D Not Applicable (Branch Inclusion only) 

(b) Student placement rate of 70 percent? 
i:gj Yes D No D Not Applicable (Branch Inclu sion only) 

9.07 List the community reso urces and describe how they are utilized to enrich the program( s). 
In addition to the program advisory committee, students have participated in a field trip to the cosmetolog 
building to see all of the server/network equipment that provide s internet and communication services to 
the original campus building. Students shadow their instructor , Mr. Lewis, in any help desk r uests durin g 
the time they are on campus. 

9.08 Is the utilization of community resources suffici ent to enrich the program? 
i:gj 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? 
i:gj Yes D No 

9.10 Does the program includ e an externship? 
D Yes i:gj No (Skip to question 9.11) 

9.11 Doe s the program use independent studies? 
D Yes i:gj No (Skip to question 9.13) 

9 .13 Are the curriculum and leng th of the program appropriat e to meet the educational and plac ement objectives 
of the program? 
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IZ!Yes □ No 

9.14 Are course prer equisites appropriate, are they identified in the catalog, and are they being followed? 
IZ! Yes D No 

9.15 Is an appropriately detailed syllabu s on file for eac h course that includ es the following elements? 
(a) Title and course descriptions 
IZ! Yes D No 
(b) Course number s 
IZ! Yes D No 
(c) Course prerequi sites and/or corequi sites 
IZ! Yes D No 
(d) Instruct ional contact hours/credits 
IZ! Yes D No 
(e) Learning objectives 
IZ! Yes D No 
(t) Instruct ional materials and reference s 
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 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 
D Yes D No IZ! Not Applic able (Branch Inclu sion OR clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on completion of the 

work assignments 
D Yes D No IZ! Not Applicable (Branch 

Inclu sion OR clock hour program) 

9.16 Do student s confirm that they rece ive a course sy llabu 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 stud y? 
IZ! Yes D No 

9.18 Wa s the team able to verify the backup documentat ion to support the placement rate for the program(s) as 
reported on the last Campus Accountability Report submitt ed to the Council? 
IZ! Yes D No D Not Applicable (there have been no graduate s) 
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How many calls to graduates or employers were attempted? 
There were two calls made to graduates. 

How many calls to graduates or employers were successful? 
There were two calls that were successful. 

Page 45 of 49 

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. 
Both successful calls confirmed the employment of the graduate as reported on the 2014 CAR. 

9 .19 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes ~ No D Not Applicable 
If No, insert "Section 3-1-303~" in parentheses and explain: 
(Section 3-1-303(a)): There was no documentation to verify the classification for the one program 
graduate classified as "not av~ent" on the 2014 CAR. The campus did not provide the 
requested documentation for- reported as waived on the CAR. The campus provided the 
team with the graduate's file containing a waiver form, but it had not been signed by the graduate nor did 
the file contain any external verification for the waiver re orted. Therefore, the team could not verify the 
waiver as reported on the 2014 CAR. 

FOR RENEWAL OF ACCREDITATION AND INITIAL GRANTS ONLY 

9.20 Does the campus participate in Title IV financial aid? 
~ Yes D No (Skip to question 9.23) 

9.21 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 D No ~ Not Applicable (Clock hour programs only) 

9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
D Yes D No ~ Not Applicable (Clock hour programs only) 

FOR ALL VISITS 
9.23 Are the following appropriate to adequately support the number and nature of the program? 

(a) Facilities. 
~Yes 0No 
(b) Instructional equipment. 
~Yes 0No 
(c) Resources. 
~Yes 0No 
(d) Personnel. 
~Yes 0No 

9.24 Are the following elements appropriately incorporated into the instructional components of the program? 
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(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 
(f) The use of appropriate experiences. 
~Yes 0No 

FOR NONDEGREE PROGRAMS ONLY 
9.25 Is there an adequate core of full- and/or part-time faculty to ensure sound direction and continuity of 

development for the educational program s? 
~Yes 0No 

FOR NONDEGREE PROGRAMS, AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.26 Are all faculty assigned to teach in no more than three fields of insu·uction, with no more than five 
preparation s? 
~Yes 0No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.27 Do the faculty members' qualification s meet the minimum requ irements outlined in the Accreditation 
Criteria, and are their qualification s academically and experientially appropriate to the subject matter 
they teach and the level of the credential awarded? 
~Yes 0No 

9.28 Is the size of the faculty appropr iate to the total student enrollment? 
~Yes 0No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.31 Do all instructors teach no more than 32 homs per week (excep t for an overload of one subject allowed 
with additional compensation)? 
~Yes 0No 

9.32 What is the current student/teacher ratio? 
The student/teacher ratio is 3: 1. 

9.33 Is the current student-teach er ratio reasonable for the mode of delivery and course content? 
~Yes 0No 
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SUMMARY 

Based on the team 's review, the following areas require an explanatory response: 

Number Section Summ ary 
1. 2- 1-809, 3- 1-1 11, The Campus Effectiveness Plan (CEP) does not includ e 

3-1-512 improvement plans for the medical admin istrative assistant 
programs or the cosmetology program (pages 33 and 39). 

2. 3- 1- 111 There is no documentation to evidence that the campus measures 
employer and graduat e satisfaction, and student learning 
outcomes (page 5). 
Addition ally, the CEP does not identify how data is collected, 
analyzed, and used to improve the educational processes (page 
6). 

3. 3-1-112 There is no documentation to evidence that the activities listed in 
the CEP have been implemented (page 7) . 

4. 3- 1- 113 There is no documentation to evidence that the CEP is evaluated 
annually (page 7). 

5. 3-1-303(a) Adequate records are not maintained for the admission of all 
students (page 10). 

6. 3- 1-303(a) The team was not able to velify the retention rate reported on the 
2014 Campus Acco untabilit y Report (pages 2 1, 32, and 33). 
There was no documentation to verify the status of graduates 
reported as "not available for placement" (pages 24, 40, 41, and 
45). 
Students recorded as successfully placed on the CAR are not 
workin g in the field of study (page 35). 

7. 3-1-303(e) Appropri ate student transcripts are not maintained for some 
students in the medical administrative assistant program (page 
10). 

8. 3- 1-4 1 l (b), 3-1- The admissions policy is not admini stered as written in the 
701 and campus catalog (pages 12 and 29). 
Appendix C 

9. 3- 1-42 1 and The satisfactory academic progress (SAP) policy does not 
Appendix D, contain all of the required components and does not include 
Section 3-1-701 appropr iate procedures for reestablishing SAP (pages 15, 16, 17, 
and Appendix C and 18). 

Satisfactory academic progress could not be determined with 
respect to extended-enrollment status (page 18 and 29). 

10. Section 3- 1-422 Students who are not making satisfactory academic progress are 
and Appendix D not notified (page 16). 

Qualitative components are not evaluated cumulatively for all 
periods of a student's enrollm ent (page 17). 

11. 3-1-434(c) There is no evidence that the financial aid admini strator regularly 
participates in professional awareness activities (page 20). 
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12. 3- 1-44 1(c) Follow-up studies on graduate and employer satisfaction are not 
conducted at specific measuring points following the placement 
of the campus graduates (page 21 ). 

13. 3- 1-513 (a), 3-1- The program description in the catalog does not provide an 
701 and accurate description of the medical adminis trative assistan t 
Appendix C evening program (pages 29 and 33). 

14. 3-1-513 (b), 3-1- Some course prerequisites are not accurately described in the 
701 and campus catalog and are not being followed (page 34). 
Appendix C 

15. 3- 1-602 The fire extinguishers are not up to code in the cosmeto logy 
buildin g (page 27) . 
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RECOMMEND A TIO NS: 

Any recommendations provided in this report are not included in the report seen by the Council: 

r ublications: 
e team suggests that only the modifi ed items be included in the addendum rather than reP.rintin g each section 

· n its entirety in the addendum . 

~ edical Administrative Assistant: 
• 

• 

• 

• 

• 

Review the eligibility criteria requirement for registration for the following industry-specifia 
certification exams: CCA, CCS, and CCS-P certifications through AHIMA as well as the CMAA 
hrough NHA. Students enrolled in the Medical Administrative Assistant Diplom a programs are one to 
wo courses short of eligibility. These certifications would assist in student lacement followin ~ 

program completion. 
The addition of an externship component would rovide students with ractical field ex erience and 
possible placement upon program completion. 
Better utilization of communit y resources can create relationships between the school and local 
mployers. These organizations should be used as resources in various areas, (i.e. guest s eakers, field 

trips, health fairs, job placement). 
Better alignment of the Medical Admini strative Assistant Day and Evening programs. When offering the 
same credential , these P.rograms should be better aligned in order to comP.arably market graduates to 
potential employers 
All Medical Administrative Assistant students should be enrolled in the MA120 course and trained in 
oth First Aid and CPR/ AED. Emplo yers across this industry will also look for basic com~ tencies in 

HIPAA, ICD-10 coding guidelines , Patho- hysiology , and Public S eaking. 

~ etworking and Technical Support Specialist: 
• 

• 

• 

• 

• 
• 

• 

• 

Review each syllabus, especially for course description consistency with the current catalog and fm1 
, eferences to outdated exams and technolo gy in course descriptions and objectives. 
Adding at least one Apple terminal/laptop and toolkit for students to be able to ex lore and 
compare/contrast with windows equipmen t/environment ---------------~ 
Consider expanding the curriculum to includ e cloud , mobile /internet of things hardware suQport and 
oftware development. 

Investigate becoming the local certification exam testing site to not only make the tests accessible to 
students but to attract new students from the communit y who want to get additional certifications closeli 
o Binghamton . 

Encourage local computer clubs to meet on campus for student networking . 
Provide students with more guest speakers, field trips, virtual profe ssional meetings, technolog 
clemonstrations 
Develop a pool of potential working rofessionals to bring in as instructors, guest SP.eakers, and 
externship/job shadowing resources. 
Have students deve lop a portfolio of projects they complete in classes, "trouble sheets" to describe tasks 
they shadow/fix, and 1"ractice/certification test results (i.e.: brainbench.com). 



Jun e 14, 2016 

Ms. Debra Hooper 
Vice President/Direc tor 

Evaluation Team Report -RENEW AL OF ACCREDITATION VISIT REPORT 
ID for C ampu s Visited : 00023814 

Main Campu s ID: 00023814 
Staff Contact: Ms. Katie Morri son - Ph one: (202) 336- 6783 

Application ID: 66298 

VISIT RESPONSE DUE DATE: Jun e 24 , 2016 

Livin g Ar ts Coll ege @ School of Communication Art s 
3000 Wak efield Cro ssing Dri ve 
Raleigh, NC 27614 
acic s.lac@ living-a rts-colle ge .edu 

Dear Ms. Hooper: 

A copy of the report prepared by the Council 's eva lu ation team that recentl y visited your institution is attac hed . 
The Council invit es you to respond to thi s report in two ways before it takes f01mal action on your institution 's 
app lication for accredi tation. 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. Seco nd , plea se submit your respo nse to the find ings in the repo rt via you r online appl ica tion. The 
Council offe rs the instituti on ten day s to forma lly respond to the report; therefore , your respon se should be 
uploaded by the date indicated above. 

We look forward to receiv ing your respo nse. You will be not ified in writin g of the Council' s decis ion 
following its next meetin g. 

Visit Response 
Your respon se should pertain to the finding s notated in the report or letter. The follo wing inform ation 
provid es sugges tions for dev elopin g you r respon se . Pl ease includ e information on any signifi cant chan ges 
that have taken place at the institutio n since the site visit. 

Web-Based Submission of Campus Response 
AC ICS has imp leme nted a web- base d subm iss ion pro cess for all visi t respon ses. Th e response to each 

findin g mu st be upl oaded und er the appli cation ID numb er associa ted with the visit (this is noted on the 

cove r page of the team repo rt). Ea ch findin g mu st includ e a narrati ve and supp orting docum entatio n (if 

appli cable). If supportin g do cumentation cove rs mor e than one finding , the campus is requir ed to dupli ca te 

the docum entation and upload it in each findin g. Submi ssion of a current catalog need onl y be uploaded 

once and only if referenced in the respon se. If you have any question s, pl ease send you r 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 applica tion name and ID. The campus will then click either "Citation Document s" and upload each 
response document as described below. (Please see the attached "Preparing the Institutional 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 'Docume nt Type.' 

Example : the document type submitted to satisfy respo nse: 
Finding 1 Narrative task must be labeled Narrative 1. 

If a campus needs to submit multiple pieces of information to support one citation response, this informat ion 
should be combined into one document prior to uploading. Note : The capac ity size for each upload task is 

100MB, if this combined document exceeds this limit , then the campus may separate the document and upload 
each of these documents separat ely 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 
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, 

Linda J. Lundb erg 
Accreditation Conten t Editor 
Accreditation and Institution al Development 

Enclosures 
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RENEWAL OF ACCREDITATION VISIT REPORT 

LIVING ARTS COLLEGE @ SCHOOL OF COMMUNICATION ARTS 
3000 Wak efield Cross ing Drive 

Raleigh, NC 27614 
ACICS ID Code: 000238 14 

Ms. Debra Hooper, Vice President/Director (dhooper@living-arts-college .edu) 
( acics .lac@living-arts-college.edu) 

May 16-17, 2016 

Dr. Tommy Mosley Chair Alabama State Department Boaz, AL 
of Education - Retired 

Ms. Bonnie Marsh Student-Relations Specialist Laurel Business Institute - Uniontown, PA 
Executive Director 

Ms. Iris Harrell Educational Activities and Medical Miller-Motte Technica l Augusta, GA 
Billing and Coding Specialist College - Medical Assistant 

Program Director 

Mr. Ru ssell Poteat Interior Design Specialist and Data W ,m en Allen LLC - Frederiksted, VI 
Integrity Reviewer Retired Interior Design 

Instructor 

Mr. Joseph Aranyosi Digital Animation/Game University of Phoenix - Phoenix, AZ 
Design/Fi lmmaking/Photography Assistant Program Dean 
Specialist 

Ms. Katie Morrison Staff Representative ACICS Washington, DC 
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CREDENTIAL 
EARNED 
Bachelor of Arts 

Certificate 

Certificate 

Bach elor of Arts 

Certificate 

Certificate 

Bach elor of Arts 

Certificat e 

Certificat e 

Bachelor of Arts 

Certificat e 

Certificate 

Bachelor of 
Arts 

Certificate 
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PROGRAMS OFFERED BY 
LIVING ARTS COLLEGE @ SCHOOL OF COMMUNICATION ARTS 

RALEIGH, NORTH CAROLINA 
CAR 

Retention & Placement(%) 
APPROVED Enroll: 2015 2014 

ACICS PROGRAM Contact Qtr. Full-
CREDENTIAL TITLE Hrs. Hrs. time Ret. Pia. Ret. Pia . 
Bache lor's Degree Digital 2340 180 21 80 64 72 57 

Filmmaking 
Certificate Digital 480 32 1 90 50 85 67 

Filmmaking I 
Certificate Digital 480 32 0 100 NIA 100 NIA 

Filmmaking II ** 
Bache lor's Degree Animation and 2360 180 35 82 30 78 92 

Game Des ign 
Certificate Digita l Animation 480 32 1 NIA NIA 100 NIA 
Certificate Advanc ed Digital 480 32 0 NIA NIA NIA 0 

Animation ** 
Bach elor's Degree Digital Audio 2380 180 49 79 62 78 92 

Production and 
Desig n 

Certificate Digital Aud io 480 32 4 79 NIA 79 0 
Production and 
Design I 

Certificat e Digital Audio 480 32 0 33 NIA 100 100 
Production and 
Design II ** 

Bache lor 's Degree Interactive Media 2320 180 27 79 77 85 76 
Arts 

Certificate Digital Media 480 32 1 100 50 100 100 
Arts 

Certificate Internet Site 480 32 0 100 100 100 0 
Developm ent ** 

Bache lor's Degree Digital 2340 180 10 77 67 84 80 
Photography 

Certificate Digital 480 32 2 100 40 100 100 
Photography and 
Digital Video 
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C ontinue rom d fi oage 2 
CAR 

Retention & Placement (%) 
APPROVED Enro ll: 2015 2014 

CREDENT IAL ACICS PROGRAM Contact Qtr. Full-
EARNED CREDENTIAL TITLE Hrs. Hrs. time Ret. Pia. Ret. Pia. 
Bachelor of Bach elor's Degree Interior Design 2360 180 4 83 67 57 
Arts 

Certificate Certificate Interior Design I 480 32 0 100 NIA 100 
** 

Certificat e Certificate Interior Design Il 480 32 0 NIA NIA NIA 
** 

Diploma Diploma Medical Billing 1024 63 20 81 50 80 
and Coding 
Specialist 

Diploma Diploma Medical Assistant 1114 70 13 78 76 71 
*** 

Diploma Diploma Animation and 1080 76 0 NIA NIA NIA 
Special Effects 
Production ** 

Diploma Diploma Medical 892 59 0 67 50 100 
Admini strativ e 
Speciali st** 

Diploma Diploma Digital Audio ** 1080 76 0 NIA NIA NIA 
Diploma Diploma Digita l 1040 76 0 NIA NIA NIA 

Filmmaking ** 
Diploma Diploma Digital 1060 76 0 NIA NIA NIA 

Photo graphy ** 
Diploma Diploma Game Design and 1060 76 0 NIA NIA NIA 

Animation 
Production ** 

Diploma Diploma Interact ive Media 1040 76 0 NIA NIA NIA 
Arts* * 

Diploma Diploma Interior Design 1080 76 0 NIA NIA NIA 
TOTAL ENROLLMENT 188 

CAMPUS RETENTION(%) 79 CAMPUS PLACEMENT(%) I 

Notes: Typed in bold are any retention rates below 65 percent (programs> 1 year in length) or 70 
percent (programs::; 1 year in length) and any placement rates below 70 percent. 

** The campus reported to the team that all programs with no students enrolled will be offered 
when approva ls from other agencies have been received. 

0 

100 

0 

58 

47 

NIA 

75 

NIA 
NIA 

NIA 

NIA 

NIA 

NIA 

62 

*** The diploma program in medical assisting is programmat ically accredited by the Commission on 
Accreditation of Allied Health Education Programs (CAAHEP). The accreditation status will 
expire on September 30, 2018. 
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INTRODUCTION 

Living Arts College @ School of Communication Arts is a proprietary, non-sectarian, educational institution 
ounded in Raleigh, North Carolina, on January 31, 1992, as a North Carolina "S" Corporation by Ms. Dehn~ 

f{ooper, Mr. Roger Hauge, and Mr. Roger Klietz. The legally constituted governing board is the Board of 
irectors. Originally located in a leased space in Raleigh, the college built its own campus in 2003. The new 

space is uniquely structured to enhance learning experiences. The majority of the students are from North! 
Carolina, South Carolina, and Virginia, but students are recruited and attend from across the United States and 
· nternationall y. 

s shown in the table on pages 2 and 3, the campus currently has 188 students enrolled in 5 certificate degree 
programs, 2 diploma programs, and 6 bachelor's degree programs. Also, the diploma program in Medical 
~ ssisting is programmatically accredited by the Commission for Accreditation of Allied Health Education 
!Programs (CAAHEP). Approximately 61 percent of those enrolled are female, and 39 percent male. Based on 
· nformation self-reported by current students, the ethnic composition for females is 59 percent Black 
r African/ American, 30 percent Caucasian, 5 percent Hispanic/Latino, and the remainder distributed between 
~ sian, American Indian/ Alaska Native, two or more races, and race undisclosed. The ethnic composition fori 
, ales is 4 7 percent Black/ African American, 35 percent Caucasian, 8 percent Hispanic/Latino, and the 
, emainder distributed between Asian, American Indian/Alaska Native, two or more races, and race 
ndisclosed. The median age of the students is 31. 

I urther, as indicated above, the placement rates reported on the 2015 Campus Accountability Report (CAR) 
or the following programs fell below the student achievement standard required by the Council: bachelor' 

clegree in Digital Filmmaking (64 percent) , certificate in Digital Filmmaking I (50 percent), bachelor's degree 
in Animation and Game Design (30 percent), bachelor's degree in Digital Audio Production and Design (62l 
percent), certificate in Digital Media Arts (50 percent), bachelor's degree in Digital Photography (67 perc~ ...1, 
certificate in Digital Photography and Digital Video (40 percent), bachelor's degree in Interior Design (67 
percent) diploma in Medical Billing and Coding Specialist (50 percent), and diploma in Medical 
~ dministrative Specialist (50 percent). In addition, one program, certificate in Digital Audio Production and 
p esign II (33 percent), fell below the Council standard for retention. The Campus Effectiveness Plan CEP 
· ncluded an apr,ropriate Program Improvement Plan (PIP) for each of these r,rograms. 
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COMPLAINT INVESTIGATION 

r. Tommy Mosley, team chair, and Ms. Katie Morrison, staff representative, were asked to conduct an 
· nvestigation into a student grievance filed with ACICS by Mr. Ola Samuel, student at Living Arts College @ 
School of Communication Arts. Dr. Mosley and Ms. Morrison met with Mr. Samuel on day one of the visit. 

e was asked to explain, in his own words, the set of events that led him to file a grievance with ACICS. Mr. 
amuel reported that he had asked, early in the term in question, if he could be allowed to test out of a class in 

iWhich he felt he had already received adequate training. He was told to get together with the instructors in the 
program to determine if the skills learned in his prior courses were fairly equivalent to those which he would 
acquire in the IC140 course. The instructors concluded that curriculum in the IC140 course would revie 
"terns previously learned by the student. In approaching Mr. Shannon, director of education, the instructors 
reached a decision that Mr. Samuel should submit work he would create for the course to determine if he 

ould be allowed to test out of the class; the instructors found his completed projects to be satisfactory. Mr. 
Samuel interpreted the response to be a positive one and did not return to the class but was directed to atten 
nother class. During this process he had met with Mr. Shannon, Ms. Lynn McGee, director of operations, and 

·nstructors Mr. Covington and Mr. Pearce. At the end of the term, Mr. Samuel found that he had received a W 
or withdrawal for the class he thought he had tested out off and no grade for the class he took for the 

remainder of the term. He was upset when he found this out and spoke with both Ms. McGee and Mr. ---hannon. He felt the response he received from them was not fair and he sent the grievance letter to ACICS. 

Dr. Mosley and Ms. Morrison also met with the campus officials involved in the matter. Ms. Debra Hooper , 
campus director /vice president, attended the meeting along with Mr. Shannon, Ms. McGee, Mr. Covington, 
and Mr. Pearce. At this meeting, campus officials were asked to describe the events as they remembered them 
pertaining to their interactions with Mr. Samuel. As they described the events, there appeared to be no 
cliscrepancies between the administrative side and the student. The campus was asked to prepare a written 
response to the situation that would include their recommendations for resolution. The campus felt that this 
• ituation could have been handled if Mr. Samuel had followed the grievance policy in its entirety: Ms. Dehm 

ooper had not met with Mr. Samuel at any time. The campus officials did admit that there were 
communication issues between the director of education, director of o erations/registrar, and the faculty 
, embers with regard to the situation. 

he campus officials presented a written response to the team that included the following items to remedy: 

(1) The campus will offer the IC140 course and the additional course that Mr. Samuel had been attending 
, t no cost to the student ; 
(2) Senior management will work to communicate more effectively in order to address any reoccurrence 
or similar situation, making sure that all arties involved are followed u with, and the cam us director is 
· ncluded in the communication; 
(3) The campus will incorporate training regarding academic content within the catalog, including 
Satisfactory Academic Progress , course progression and arameters for students for transfer credit in 
r_:eetings with faculty; and 
(4) The campus plans on adding information to address the absence of a 'test-out policy' during the 
section of the new student orientation covered by the operations director/registrar on advanced standing 
·n programs and transfer credits. 
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~ summarY. and analysis of the Data Integrity Review is P.rovided below. 

DATA INTEGRITY REVIEW 

Number of total graduates as reported by campus: 114 

3 3 l 33% 

l 0 0 0% 

2 2 2 2 100% 
l l I 100% 

5 5 2 2 40% 

2 2 50% 

7 5** 14% 

2 2 50% 

3 3 3 3 100% 

8 8 4 3* 38% 

3 3 2 2 67% 

10 10 5 5 50% 

59** 27 26* AVERAGE FOR 
CAMPUS: 43% 

* One placement could not be verified 
** The team placed only 5 calls to placed graduates becau se the campus did not provide 

'nformation in the CAR back-up documentation for two placed graduates, as it had 
determined, just prior to the visit, that these graduates were misclassified and the CAR 

ould need to be revised. 

UMMARY/ANALYSIS : The range of successful contacts varied from a high of 100 percent for the inteme o 
i:levelopment program to a low of 29 percent for the medical assistant program. The average for all program s 

as 43 Q_ercent. There were 12 waivers re orted and all were in com liance with Council standards. 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 7 of 59 

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 3 of the 2015-2016 Living Arts College Creative Arts 
Catalog and Page 18 of the 2015-2016 Living Arts College Medical Arts Catalog, both in effec t between 
the dates of September 28, 2015, and September 9, 2016. 

1.02 Does the campus have an appropriate mission statement with a set of support ing objectives? 
~Yes 0No 

1.03 Are the objectives devoted substantia lly to career-re lated 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 

1.05 Are the mission statement and supporting objectives appropriately disclosed in the campus catalog and 
in other publications that are readil y available and under standab le 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 
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(d) Specific goals to improve the educational processes? 
0Yes ~No 
(e) Expected outcomes of the plans? 
0Yes ~No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-111) : The CEP does not adequately address specific goals to improve the educational 
processes or expected outcomes of the _plans for all five areas that are required to be evaluated. 

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 satisfact ion. 
~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 

1.11 Define the measurable student learning outcomes used by the campus and how these outcomes are being 
assessed . 
The campus CEP utilizes the following student learning outcomes: mid-term academic reviews, which 
are reviewed by the student and instructor for grade and attendance; cumulative Grade Point Average 
(GPA), which is reviewed every term; average attendance, academic dismissal, and Satisfactory 
Academic Progress (SAP) rates, which are analyzed and compared with standards and goals; 
student/faculty evaluations, which are reviewed by administrators and results shared with faculty; 
portfolio contents, which are scored by the CEP team; and student externship evaluations, which are 
rated at the end of each term. 

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 educationa l 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 
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1.14 Has the campus published specific activities that will be undertaken to meet placement and retention 
goals? 
IS] Yes D No 

1.15 Describe the specific activities that the campus will undertake to meet these goals. 
The campus has established a retention goal of 79 percent for 2016. Specific activities with regard to 
retention include : a formal mentor ship program ; industry guest speakers; career/networking fairs; 
chaperoned industry field trips to annual conferences and conventions; and student activities with an 
emr.hasis on team and community buildin g. 

The campus has established a placement goal of 75 percent for 2016 . Specific activities with regard to 
placement include: one-on-one sessions with students at various point s in the program; assisting in 
preparin g resumes, cover letters, and other employment documents; company and industry searches 
using internet tools; and referrin g students to part-time , freelance, and industry employment jobs. 

1.16 Does the campus have documentation to show the following: 
(a) That the CEP has been implemented? 
IS] Yes D No 
(b) That specific activities listed in the plan have been completed? 
IS] Yes D No 
(c) That periodic progress reports have been completed? 
IS] Yes D No 

1.17 Who is responsible for implementing and monitoring the CEP? Describe this individual 's qualifications. 
If a commi ttee is utilized, please describe the commi ttee. 
Ms. Debra Hooper , campus vice president/director , is responsible for implementing and monitoring the 
Campus Effectiveness Plan (CEP) . She is assisted with the CEP by a team consisting of the assistan 
campus director, director of education , operations director , assistant director of financial assistance, 

rofessional service s director , student services director, assistant to the director , librarian, and bur sar. 

Ms. Hooper has been with the college since its inception in 1992. Ms. Hooper holds a bachelor 's degree 
·n education from East Carolina University. She has almost 40 years of experience in education and the 
design, animation, and film industry. Ms. Hooper has produced a variety of films, videos, and 
multimedia resentations and been awarded the restigious Women in Business Award . 

1.18 Does the campus have documentation to show that the CEP is evaluated at least annually? 
IS] Yes D No D Not Applicable (new branch or initial applicant only) 

GENERAL COMMENTS: 
he initial CEP sent to the team prior to the visit did not have the Program Improvement Plans (PIP) for the 

programs that were below Council standards for 2015 retention and placement rates. While on-site, the team was 
provided with the plan s which the campus had pr epar ed before the visit. 
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2. ORGANIZATION 

2.01 Is the following information regarding the campus appropriately stated in the catalog? 
(a) Governance, control, and corporate organization. 
IS] Yes D No 
(b) Names of the trustees, directors, and/or officers. 
IS] Yes D No 
(c) Names of the administrators. 
IS] Yes D No 

2.02 Does the campus: 
(a) Adequately train its employees? 
IS] Yes D No 
(b) Provide them with constant and proper supervision? 
IS] Yes D No 
(c) Evaluate their work? 
IS] Yes D No 

2.03 Is the administration of the campus efficient and effective? 
IS] Yes D No 

2.04 Does the campus maintain written documentation to show that faculty and staff members: 
(a) Clearly understand their duties and responsibilities? 
IS] Yes D No 
(b) Know the person to whom they report? 
IS] Yes D No 
( c) Understand the standards by which the success of their work is measured? 
IS] Yes D No 

2.05 Does the administration maintain documentation of the evaluation of the faculty and staff? 
IS] Yes D No 
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2.06 Has the campus adopted a policy on academic freedom that has been communicated to the faculty? 
IS] Yes D No 

2.07 Does the campus have an appropriate grievance policy for faculty and staff? 
IS] Yes D 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? 
IS] Yes D No D Not Applicable (initial applicants only) 

2.09 Who is resP.2!_1sible for the financial oversight of the campus, and what are this p_erson's qualifications? 
Ms. Hooper is responsible for financial oversight of the campus. As stated above, Ms. Hooper has served 
as vice president/director since the school began in 1992. She has over 40 years of experience in 
ro rietary education. 
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3. ADMINISTRATION 

3.01 Is there evidence that the chief on-site administ: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? 
cg] Yes D No 

3.02 Are all staff well trained to can-y out administrative functions? 
cg] Yes D No 

3.03 Who is the on-site administrator, and what are this person's qualifications? 
Ms. Hooper is the on-site administrator. As previously stated, Ms. Hooper has served as vice 
president/director since the school began in 1992. She has over 40 years of experience in proprietary 
education and has a bachelor's degree in educatio n. Ms. Hooper is supported on site by Mr. Matthew 
Kelly, assistant cam us director. 

3.04 Does the campus list degrees of staff members in the catalog? 
cg] Yes D No 

If Yes, is appropriate evidence of the degrees on file? 
cg] Yes D No 

3.05 Is there evidence that the campus keeps adequate records to support the following admi nistrative 
operations? 
(a) Financial aid activities. 
cg] Yes D No D Not Applicable (campus does not participate in financial aid) 
(b) Admissions. 
cg] Yes D No 
(c) Curriculum. 
cg] Yes D No 
(d) Accreditation and licensure. 
cg] Yes D No 
( e) Guidance. 
cg] Yes D No 
(f) Instructional resources. 
cg] Yes D No 
(g) Supplies and equipment. 
cg] Yes D No 
(h) The school plant. 
cg] Yes D No 
(i) Faculty and staff. 
cg] Yes D No 
G) Student activities. 
cg] Yes D No 
(k) Student personnel. 
cg] Yes D No 
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3.06 Does the campus admit ability-to-benefit student s? 
D Yes C8J No (If No, skip to Question 3.11.) 

3.11 Do student files contain evidence of graduation from high school or the equivalent? 
C8J Yes D No 

3.12 Are appropriate transcripts maintained for all students? 
C8J 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? 
C8J Yes D No 

3. 14 Are student records protected from theft, fire, water damage, or other possible loss? 
C8J Yes D No 

3.15 Does the campus maintain transcripts for all students indefinitely? 
C8J 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? 
C8J Yes D No 

4. RELATIONS WITH STUDENTS 

FOR ALL PROGRAMS 

4.01 How many student files were reviewed during the evaluation? 
A total of 46 files were reviewed. Files from each program were selected for graduate s, withdrawn 
student s, and student s who are still enrolled. The files included student s who had transferred credit s as 
well as files of students documenting satisfactory academic rogress (SAP) concerns. 

4.02 Does the campus ensure that its student relations reflect high ethical standards? 
C8J Yes D No 

4.03 Does the campus have appropriate admissions criteria? 
C8J Yes D No 

4.04 Does the campus contract with third parties for admissions and recruiting purposes? 
D Yes C8J No 

4.05 Is there evidence to document that admissions criteria are applied consistently 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)? 
C8J Yes D No 
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4.06 Doe s 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 admissions policy 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? 
~Yes 0No 
(b) Outlines all program-related tuition and fees? 
~Yes 0No 
(c) Has a signature of the student and the appropriate school representative? 
~Yes 0No 

Is there evidence that a copy of the agreement has been provid ed to the student? 
~Yes 0No 

4.10 Who is responsible for the oversight of student recruitment at the campus and what are this person's 
qualifications? 
Mr. Robert Thornton , director of admissions, is respon sible for the oversight of student recruitment at 
the campus. Mr. Thornton worked for 10 years as director of admissions, regional director o ----admissions, and regional vice president of admissions at three other proprietary post-secondar y school 
prior to his accepting the position of director of admissions at Living Arts College. 

4.11 Describe the recruitin g process for new student s. 
Students may respond to advertising, hear about the school from students or former students, or find out 
about the school through community events. The school has memberships in the Carolinas Association 
of Collegiate Registrars and Admissions Officers (CACRAO) and Virginia Association of Collegiate 
Regi strars and Admi ssions Officer s (VACRAO). These organi zations arrange regional week-long ,____ 
recruiting events every year from September through November where representatives from 75 college 
attend UE to four recruiting events a day. Many high school students are recruited through these events 

Based on interview s, observations, and a review of recruitment materials, is the process compatible with 
the educational objectives for the campus? 
~Yes 0No 

4.12 Are individuals engaged in admissions or recruitm ent activities comm unicating ctment and accurate 
information regarding the following? 
(a) Comses and programs. 
~Yes 0No 
(b) Services. 
~Yes 0No 
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(c) Tuition. 
~Yes 0No 
(d) Terms . 
~Yes 0No 
(e) Operating policies. 
~Yes 0No 

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? 
0Yes ~No 

4.14 Does the state in which the campus operates require representatives to be licensed or registered? 
0Yes ~No 

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 decisions regarding financial 
aid eligibility, packag ing, awarding, and disbursement? 
~ Yes D No D Not Applicable (camp us does not participate in financial aid) 

If Yes, who holds this responsibility and what are this person's qualifications? 
Ms. Vicki Wilkin son, financial aid director, makes final decisions rega rding financial aid, eligibi lity 
packaging, awarding, and disburseme nt. She has served in her current position since 2013. Ms. ---Wilkin son hold s associate's degrees from Forsyth Techni cal College and Randolph Technical College. 

4.17 Are all recruiters supervised by the campus to ensure that their activities are in compliance with all 
applicable standards? 
~Yes 0No 

4.18 Does the camp us have written policies and procedures for evaluating and accepting transfer of credit? 
~Yes 0No 

4.19 Is there evidence that the campus properly awards transfer of credit? 
~ 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? 
~Yes 0No 

4.21 Has the campus established articulation agreements with other institutions? 
D Yes ~ No(Skip to question 4.23 for Master's Degree Programs or4.24 for all programs) 
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FOR ALL PROGRAMS 

4.24 Is the standards of satisfactory academic progress policy published in the catalog? 
[8J Yes D No 

If Yes, state the page number(s) where the standards of satisfactory academic progress policy is eublished. 
The standards of sat isfactory academic progress (SAP olicx is ublished on ages 52-54 of the creative 
catalog and ages 24-25 of the medical arts catalog. 

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 students to complete a program as 1.5 times the 

normal program length. 
[8J Yes D No 
(b) A schedule that designates the minimum percentage of work that a student must successfu lly 

complete at the end of each evaluation increment to complete the program within the maximum time 
frame. 

[8J Yes D No 
(c) Procedures for re-establishing satisfactory academic progress. 
[8J Yes D No 
( d) A definition of the effects of the following on the CGPA and successful course-completion 

percentage: 
Withdrawals. 
[8J Yes D No 
Incomplete grades. 
[g] Yes D No 
Repeated courses . 
[8J Yes D No 
Non-punitive grades. 
D Yes D No [8J Not Applicable (campus does not offer) 
Non-credit or remedial courses. 
D Yes D No [8J Not Applicable (campus does not offer) 
A warning status. 
[8J Yes D No D Not Applicable (campus does not use) 
A probationary period. 
[8J Yes D No 
An appea l process. 
[g] Yes D No 
An exte nded-enrollment status. 
D Yes D No [8J Not Applicable (campus does not offer) 
The effect when a student changes programs. 
[8J Yes D No D Not Applicable (campus only offers one program of study 
The effect when a student seeks to earn an additional credent ial. 
[8J Yes D No D Not Applicable (campus only offers one program) 
The implications of transfer credit. 
[8J Yes D No 
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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 equiva lent, 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 continue 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 Applicab le (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)? 
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 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? 
D Yes D No ~ 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 
g~ ifications? 
Ms. Maria Martin, director of student services, is responsible for the administration of SAP. Ms. Martin 
has a bachelor's degree in social work from Saint Leo University , and a master 's degree in social work: 
from the University of South Florida. She initially was employed as the director of student services at 
Living Arts College in 2011, but administration of SAP was not included in her job description at tha 
time. After a brief hiatus, she returned to the same position in fall of 2015, at which time Ms. Lynn 
McGhee, operations director, trained her on the administration of SAP policy. Ms. McGhee and Ms. 
Martin work together at the end of each quarter to assess the status of student achievement for 
com liance with the school's qualitative and uantitative SAP policy. 

4.39 How does the campus encourage and assist students who are experiencing difficulty in progressing 
satisfactorily in their programs? 
The team reviewed evidence of academic counseling and goal-setting plans in student folders. Although 
the college has historically scheduled individual tutoring opportunities (known as learning labs) for at­
risk students, in fall of 2015 the operations director and student services director launched a formal 
learning lab scheduling system to officially assign students identified on an at-risk list to a tutoring time 
in a learning lab. The institution has noted marked academic improvement since this scheduled 
remediation time has been included in the at-risk students' schedules. 

4.40 Does the campus finance any of the following? (Mark all that apply.) 
(a) [8J Scholarships. 
(b) [8J Grants. 
(c) [8J 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 procedure s 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? 
[8J Yes D No 
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If Yes, have students 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) Fees. 
~Yes 0No 
(d) Other charges . 
~Yes 0No 
(e) Payments. 
~Yes 0No 
(f) Dates of payment. 
~Yes 0No 
(g) The balance after each transaction. 
~Yes 0No 
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While the team was on site, the campus corrected student ledger cards that had previously shown 
incorrect balances posted after transactions due to a progr am error by changing the order in which the 
balances were posted. The institution was able to show correct balances on student ledger cards by 
adjusting the order in which the transactions were osted. The institution should ado ta rocedure to 
revent future occurrences of this issue . 

4.45 Is the effective date listed on announcements of changes in tuition and fees? 
~ Yes D No D Not Applicable (camp us has not changed tuition or fees) 

4.46 Is the campus's refund policy published in the catalog? 
~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 0No 

4.50 Who is responsible on-site for administering student financial aid, and what are this person's 
~al ifications? 
Ms. Wilkinson, financial aid director for the Raleigh campus, is responsible for on-site admini stration o 
student financial aid. As previously noted, Ms. Wilkin son earned associate's degrees from Forsyth 
Technical College and RandolP.h Technical College. 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 19 of 59 

Prior to her employm ent at Living Arts College, she worked for 25 years in the finance departm ent at US 
Airways. Her job there includ ed supervi sory and mana gement responsibilitie s. Ms. Wilkin son was 
initially employed by Living Arts Colle ge in 2009 at the institution 's Win ston-Sa lem branch campus and 
received trainin g as a financial aid officer from the assistant financial aid director at the Raleigh campus. 
She was romoted to financial aid director for both the Raleigh and Win ston-Salem cam uses in 2013. 

4.5 1 Is the person who determines the amount of student awards not also respons ible for disbursing those 
awards? 
~Yes 0No 

4.52 Are final student financial aid award determinations made by administrative individuals who are not 
responsible for recruitmen t? 
~Yes 0No 

4.53 Is the financial aid administrator a membe r of a state, regional, or national financial aid association and up 
to date on proced ures and changes in the field? 
~Yes 0No 

4.54 Describe how the financial aid office stays current with regulation and policy changes in financial aid 
(include all appropria te membershi ps in professional organizations held by this individual). 
Ms. Wilkin son is a member of the North Carolina Association of Student Financial Aid Administrators 
(NCASFAA). She attends annual spring and fall conferences to stay current with regulation and poli cy 
changes in the administration of financial aid. She also rece ives electronic financial aid-related memos 
from the Department of Education and receives and reviews the annual finan cial aid handbook from the 
DeP.artment of Education. 

4.55 Is there evidence that the financial aid administrator regularly participates in professional awareness 
activities? 
~Yes 0No 

4.56 Does the camp us have a written policy that accura tely 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? 
~Yes 0No 

4.57 Does the campus provide discounts for cash receive d in advance of the normal payment schedule? 
D Yes ~ No (Skip to question 4.58.) 

4.58 The beginning emollm ent on the most current Campus Accountability Report (CAR) is 249. 
The ending enrollment reported on the previous year's CAR is 249 . 

4.59 Was the team able to verify the retention rate for the campu s and for each program as reported on the 
Campus Accountability Report (CAR) last submitted to the Council? 
~ Yes D No D Not Applicable 
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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 financial aid) 

4.61 Describe the process the campus utilizes to ensure that students are counseled concerning their student loan 
repayment obligations. 
During students' initial financial assistance counseling session, loan repayment obligations are reviewed 
with the students, and they acknowledge their understanding of their responsibilities by their signature 
on the student loan entrance counseling form. When a student graduates or withdraws from the school, 
the financial planner reviews with the student the amounts that he/she has borrowed and gives him/her 
an estimate of his/her monthly payments. This is acknowledged by the student 's signature on the student 
loan exit counseling form. A copy of this form is given to the student and placed in the student's file. 
Exiting students who are not able to meet with a financial planner are mailed the exit counseling form 
along with instructions on how to complete exit counseling online. 

5. EDUCATIONAL ACTIVITIES 

FOR ALL PROGRAMS 

5.01 Are the credenti als awarded by the campus in compliance with its accreditation approval and in 
complian ce with applicable state laws? 
~Yes 0No 

5.02 Who is assigned to oversee the educational activities of all programs at the campus, and what are this 
person's qualifications? 
Mr. LaMar Shannon , director of education, is assigned to oversee the educational activities of all programs 
at the campus. He has served in his current position since March of 2011. Mr. Shannon holds a bachelor' s 
degree in biology and chemistry from the University of North Carolina and an MBA from the Universit { 
of Phoenix. Prior to his employment with Living Arts, he worked as a health educator and instructor in the 
North Carolina communi~ college system. He is currentl com leting re uirements for a doctorate in 
health administration. 

5.03 Does this person have approp riate academic or experiential qualifications? 
~Yes 0No 

5.04 Describe how the campus makes provi sions for program administrators to have sufficient authority and 
reseonsibility for the development and administration of the programs. 
Mr. Shannon is assigned full-time to the position and has the responsibility and authority for the 
development and administration of the programs. He is assisted by seven program coordinators who 
provide expertise in their subject area. The program coordinators are allocated sufficient time in their 
schedule for administrative u oses. 

5. 05 Is the time devoted to the administration of the educational programs sufficient? 
~Yes 0No 

5.06 Is there a published policy on the responsibility and authority of faculty in academic governance? 
~Yes 0No 
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5.07 Does the policy, at a minimum, address the role of the faculty in the following areas? 
(a) Development of the educational program. 
~Yes 0No 
(b) Selection of course materials, instructional equipment and other educational resources. 
~Yes 0No 
(c) Systematic evaluation and revision of the curricu lum. 
~Yes 0N o 
(d) Assessment of student learning outcomes. 
~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? 
~Yes 0No 
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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? 
□ Yes ~No 

FOR RENEWAL OF ACCREDITATION ONLY 

5.10 Does the campus have any programs with current specialized or programmatic accreditation? 
~Yes 0No 

5 .11 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 :::; 1 in 
length)? 
~Yes 0No 

(b) Student placement rate of 70 percent? 
~Yes 0No 

5.12 Was the team able to verify the backup documentation to support the placement rate for the program(s) 
that hold specialized accreditation as reported on the last Campus Accountab ility Report submitted to the 
Counci l? 
~ Yes D No D Not Applicable 

How many calls to eme!_oyers or graduates were attempted? 
There were 13 calls made to employers or graduates for the medical assistant program. 

How many calls to employers or graduates were successful? 
Four calls to em loyers or graduates were success ful. 

How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
All of the successfu l contacts confirmed the em_P.loyment of the graduates as reRorted on the 2015 CAR. 
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5.13 Was documentation on file to verify graduates classified on the CAR as "not available for placement "? 
IS] Yes D No D Not Applicable 

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.)? 
IS] Yes D No D Not Applicable 

How many calls to em loyers or graduates were attempted? 
Certificate program in Internet Site Development: 3 
Di loma rogram in Medical Administrative S ecialist: 1 

How many calls to ~ yers or graduates were successful? 
Certificate program in Internet Site Development: 3 
Di loma program in Medical Administrative S ecialist: 0 

How many of the successful contacts confirmed the em loyment of the graduate as r~o rted on the CAR? 
11 of the successful contacts confirmed the emP.loyment of the graduate as re orted on the 2015 CAR. 

5.15 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
IS] Yes D No D Not Applicable 

5. 16 Are the educational programs consistent with the campus's mission and the needs of its students? 
IS]Yes D No 

5.17 Do the formation of policie s and the design of educat ional programs involve students, graduates, 
admini strators, faculty, and other interested parties such as advisory committees? 
IS] Yes D No 

5. 18 What erovi sions are made for individu al difference s among student s in the learning environment ? 
Students with a documented disability who self-report are provided with reasonable accommodations to 
assist in their academic training area . The campus has a structured tutoring program , learning labs in which 
tutoring is provided by faculty, and a mentoring program that assists students with non-academic issues. 
The campus has a test-out policy where medical program students who successfully pass an examination 
can receive credit for the class. Instructors utilize diverse teaching methods to enhance learning 
OQ rtunities for all students. 

5.19 Describe the system in place to evaluate, revise, and make changes to the curriculum. 
Curriculum evaluation, revision, and change is a process that can begin at different levels within the 
organization. Instructors present to their program coordinator a need to revise or make a change to the 
curriculum. After a review by the program coordinator, the request is forwarded to the campus curriculum 
committee. 
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The curriculum committee consists of all program coordinators and the general education program 
coordinator. The committee make s a recommendation to accept or deny the change or revi sion and, if 
approved, forwards the reque st to the vice president/director for final a_QQroval. In ut from students and 
advisory boards is also considered in curriculum revision and change. 

5.20 Does the faculty participate in this proc ess? 
t:8] Yes D No 

5.21 Is credit appropriately converted in relation to total student contact hour s in each class? 
t:8] Yes D No 

5.22 Doe s the campus award academic credit to stude nts who demonstrate subjec t compete ncy based on 
academic, occupational, or personal experiences? 
D Yes t:8] No (If No, skip to Question 5.23.) 

5.23 Are courses and breaks scheduled appropriately, given the student s' academic backgrou nd and the 
coursework involved? 
t:8] Yes D No 

5.24 Are the following appropriate to adequately support the numb er and nature of the general education 
courses? 
Facilities. 
t:8] Yes D No 
(a) Instructional equipment. 
t:8] Yes D No 
(b) Resources. 
t:8] Yes D No 
( c) Personnel. 
t:8] Yes D No 

5.25 Doe s the campus provide an environment for its faculty that is conducive to effective classroo m 
instruction? 
t:8] Yes D No 

5.26 Are the quantity and type of instructional material s and equipment proportionat e to the size of the campus 
and types of programs? 
t:8] Yes D No 

5.27 Based on the team's observation of the instructional materials used, interviews with student s and faculty , 
and a review of software licenses, is the campus in complian ce with applicable licensing and copyright 
laws? 
t:8] Yes D No 

5.28 Are official transcripts for all qualifying credentials and for those credentials listed in the catalog on file for 
all instructor s? 
t:8] Yes D No 
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5.29 Have faculty transcript s 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? 
!ZI Yes D No D 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? 
!ZI Yes D No 

If Yes, how is this documented? 
The instructor signs a roster at the in-service activity which he/she attends. The instructor documents the 
activity on his/her faculty development plan, and attaches a copy of the agenda or activity material, which 
is then placed in the instructor's personnel folder. 

5.31 Is there evidence that appropriate faculty development plans have been developed and implemented 
annually, including documentation to support completed activities listed on the plans? 
!ZI Yes D No 

5.32 Is there evidence that full-time and part-time instructors participat e in regularly scheduled faculty 
meetings? 
!ZI Yes D No 

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? 
!ZI Yes D No 

5.34 Does the institution utilize contracts and/or agreements with other institutions or entities? 
D Yes !ZI No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, AND BACHELOR'S 
DEGREES ONLY 

5.37 Are instructor s teaching general education courses assigned in keeping with the minimum requirement s 
as stated in the Accreditation Criteria? 
!ZI Yes D No 

FOR BACHELOR'S DEGREES ONLY 

5.41 Does the program include a minimum of 36 semes ter hours , 54 quarter hour s, or their equivalent in 
general education courses? 
!ZI Yes D No 
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5.42 Do the programs' general education courses meet Council standards in that the courses meet the Glossary 
definition of general education and place emphasis on principles and theory, not on practical applications 
associated with a particular occupation? 
[8J Yes D No 

5.43 Are at least one-half of all lower-division subjects and all upper-division courses that are part of the 
bachelor's degree program taught by faculty members who have graduate degrees, professional degrees, 
or bachelor's degrees plus professional certification? 
[8J 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 o~ rsonal counseling, student orientation, etc. 
!A. full-day orientation is held where representatives of the institution' s various departments speak tone 
students about the qualities of a successful student , job placement assistance, and other student services 
that are offered by the institution. Students are able to access tutoring in the learning lab, and academic 
counseling is conducted through the office of Ms. Martin, director of student services. The team heard 
anecdotes of personnel helping students through personal issues of transportation and housing, and i 

eneral, students felt supported by their instructors and program coordinators. The campus has an 
assigned vehicle which they use to pick u,e students who may need a ride to class. 

5.45 Who is the person on staff responsible for the oversight of counseling students on employment 
~ unities, and what are this .e_erson's-9,!!alifications? 
Ms. Nicole Langton, director of professional services, is responsible for the oversight of counseling 
students on employment opportunities. She was assigned to this position based on her extensive 
exper ience in resume and career consulting and other career services responsibilities in positions held at 
Career Champions, New Horizons Com uter Learning Center, and the Art Institute of Atlanta. 

5.46 Does the campus offer employment assistance to all students? 
[8J Yes D No 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? 
[8J 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 [8J No 

5.49 Describe the extracurricular educational activities of the campus (if applicable). 
The campus holds American Red Cross blood drives on site twice a year. The student government 
organization is active in sponsoring student events; they are currently developing is a fundraiser where 
students will donate work for a silent auction of student art to benefit the Make-a-Wish Foundation. 
[They will also offer to make a gift in kind to have a child be a star in a personalized production Oli 

fart icipate in any other type of activity the institution might be able to offer. In addition, a group of 
students attended the East Coast Game conference. 
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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 campus is housed in a 44,000 square foot facility located at 3000 Wakefield Crossing Drive in 
Raleigh , North Carolina. The facility consists of three monolithic domes that serve its creative arts 
programs. In 2011, construction was completed on a 6,000 square foot addition dedicated to instruction 
in the medical arts. The interior of the facility was designed by the founders and built to its 
specifications. The entrance of the building include s an art gallery and reception area with art and 
sculptures credited and designed by current students and graduates of the college. The campus is housed 
in a facility that has been designed specifically for training in animation, graphics, art, filmmaking, 
advertising, interior design, and audio production. 

Each program has studio labs specifically arranged for the area of study. In addition to specially 
furnished studio labs, the facility include s a state-of-the-art-equipped and operational 200-seat theatre. 
The theatre accommodates any type of lecture, award presentation, creative production , or live event. 
The medical arts addition has six classrooms and two administrative areas as well as cubicles for medical 
admissions staff. 

Living Arts College's physical plant fosters a communal enviroment that encourages technical and 
creative use by students, faculty, and staff. The building is designed to minimize distraction but foster 
creativity and rogress. 

Located next to the campus, housing is available at Smartsuites. There are 37 suites in the complex and 
the housing is only available to students at the college. The ten-acre complex is beautifully landscaped 
and professionally cared for by a local landsca e firm. Am le arking is rovided for student s and staff 
in a well-lit parking lot. 

he team found the facility unique and vibrant, with beautiful examples of student work on hallway s and 
classrooms. It is truly one of the most creative facilities ever visited by team member s. 

6.02 Does the campus utilize any temporary additional space locations? 
D Yes l2] No 

6.03 Does the campus utilize learning sites? 
D Yes l2J No 

6.04 Are all facilities (including additional space and learning sites) appropriate for the size of the student 
population and the programs offered? 
l2J 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 
l2] Yes D No 
(b) Instructional tools 
l2J Yes D No 
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( 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 
~ ate)? 
The campus utilizes two catalogs - one for their creative programs, and one for their medical programs 
The catalogs used during the evaluation were the Living Arts College Creative Arts Catalog and the Living 
Arts College Medical Arts Catalog for the 2015-2016 academic year, specifically, September 28, 2015, to 
Se tember 9, 2016, and revised May 2016. 

7.02 Does the self-study or branch application part II accurately portray the campus? 
~Yes 0No 

7.03 Does the campus publish a catalog that is appropriately printed and bound and available to all enrolled 
students? 
~Yes 0No 

7.04 Does the catalog contain the following items? 
(a) A table of contents and/or an index. 
~Yes 0No 
(b) An indication of the year or years for which the catalog is effective on the front page or cover page 
~Yes 0No 
( c) The names and titles of the administrators. 
~Yes 0No 
(d) A statement of legal control which includes the names of t:rustees, directors, and officers of the 

corporation. 
~Yes 0No 
(e) A statement of accreditation 
~ Yes D No D Not Applicable (initial applicant) 
(t) A mission statement. 
~Yes 0No 
(g) A listing of full-time faculty member s 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 
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(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 curriculum with a unique identifying number and title, the 
credit or clock hours awarded; the total credit or clock hours required to comp lete the curr iculum; any 
necessa ry requirement s 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 0No 
(k) A descr iption of each course offered that includ es the identify ing numb er, title, credit or clock hours 

awarded, a concise description of the course contents, and any necessary prereq uisites. 
iZ] Yes D No 
(1) An explanation of the grading system that is consistent with the one that appea rs 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 credit.) 
(n) A comp lete exp lanation of the standard s of satisfactory academ ic progress . 
IZ] Yes D No 
( o) A description of the certificates, diploma s, and/or degrees awarded along with a statement of the 

requir ements necessa ry for completion of each. 
iZ] Yes 0No 
(p) The tran sfer of credit policy. 
iZ] Yes D No 
(q) A stateme nt of the tuition , fees, and any othe r charges . 
IZ] Yes D No 
(r) A complete and accurate listing of all scholar ships, grants, and/or loan s offered. 
IZ] Yes D No D Not Applicab le (no scho larships, grant s, or loans offered) 
(s) The refund po licy . 
IZ] Yes 0No 
(t) A statement describing the student serv ices offered. 
IZ] Yes D No 
(u) A student grievance policy that includ es the name and addre ss of ACICS (may be in the student 

handbook instead of catalog). 
IZ] Yes D No D Not Applicab le (initial app licants only) 

7.05 Does the camp us offer degree pro grams? 
IZ] Yes D No 

If Yes, does the catalog contain the following? 
(a) An explanation of the co urse numb ering sys tem (for aJI levels). 
IZ] Yes D No 
(b) Identification of courses that satisfy general education requirements (for occupationa l associa te' s, 

academic associate's, and bachelor's degrees only). 
IZ] Yes D No D Not Applicable 
(c) Identification of courses that satisfy the concentratio n requirement s (for acade mic assoc iate's and 

bachelor's degrees only). 
IZ] Yes D No D Not App licable 
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(d) Identification of courses that satisfy the upper-division (for bachelor's degrees only). 
~ Yes D No D Not Applicable 

7.06 Does the campus offer courses and/or programs via distance education? 
D Yes ~ No (If No, skip to Question 7.07.) 

7.07 Does the catalog contain an addendum/supp lement? 
0 Yes ~ No at No, skip to Question 7.08.) 

7.08 Is the catalog available online? 
~Yes 0No 

If Yes, does it match the hard copy version? 
~Yes 0No 

7.09 Does the campus utilize a multiple-school catalog? 
D Yes ~ No (If No, skip to Question 7.10.) 

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 adve1tising, web postings , and promotional literature? 
~Yes 0No 

7.12 Where does the campus advertise (publications, online, etc.)? 
The campus advertises online through its website and videos presented on Y ouTube, and with brochures 
and handouts given to interested students visiting the cam us or at events like hi h school fairs caree 
fairs, and other events. 

Are all print and electronic advertisements under acceptable headings? 
~Yes 0No 

7 .13 Does the campus use endorsements, commendatio ns, or recommendations in its advertising? 
~Yes 0No 

If Yes, is there evidence that prior written consent was obtained and that all representations are factual and 
portraying current conditions? 
0Yes ~No 

If No (there is no such evidence), insert the section number in ~ entheses, list student names, and e~ p~ n: 
(Section 3-1-703 and Appendix C): The campus uses commendations from many graduates in its pape 
advertisements and promotional videos, but does not maintain documentation of prior written consent. The 
campus did begin to have students sign a photograph release upon enrollment at one point, but does no 
currently have a general release form (for student photograph, video, statement, likeness) that it uses Oli 

documentation from students, graduates, or communi!)'. members indicating ap roval of the use of theit; 
specific statements; s~cifica lly as follows: 
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7 .14 Does the campus utilize services funded by third parties? 
0 Yes [:gl No at No, skip to Question 7.15.) 

7 .15 Does the campus avoid offering monetary incentives to attract students and avoid makin g guarantees for 
job placement or salary for graduates? 
D Yes [:gl No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-703 and Appendix C): The campus does not avoid making guarantees for job placement fo 
graduates. A medical arts flyer contains the verbiage "Careers for Life in months, not years" and a medical 
brochure says "How to become a member of the Medical Team in months, not years" and 'Medical Arts 
careers in months , not years." Two videos presented on an advertising flashdrive, "DARE 101" and "Art 
Career Expo commercial" place a focus on careers and not education or training. The DARE 101 video 
discusses what to expect in the creative arts professional field and how to act with clients , which ma)'. 
mislead viewing parties to believe that employment is involved, and the "Art Career Expo commercial," 
which is designed to engage and excite prospective students, speaks of career information to be presented 
at the ex o, and does not highlight that the event is an informational event about attending the cam us. 

7.16 Is the phra se "for those who qualify" properly used in all advertising that references financial aid? 
[:gl Yes D No D Not Applicable (campus does not participat e in financial aid) 

7.17 What institutional performance information does the campus routinely provide to the public? 
The institutional performance information that the cam us routinely rovides to the ublic includ es 
P.rogram completion rates and 12lacement rates. 

Where is this information published and how frequently is this info1mation being updated? 
This information is published on the institution' s website using the U.S. De artment of Education gainfu 
em loyment disclosures template, and is being u dated annually. 

COMMENDATION: 
~s ide from the findings stated above, the team commends the campus for their vibrant and well-designed forms 
of advertising which highlight the work of students and faculty, a true testament to the school. 

8. LIBRARY, INSTRUCTIONAL RESOURCES , AND TECHNOLOGY 

FOR ALL PROGRAMS 

8.01 Does the campus develop an adequate base of library resources? 
[:gl Yes D No 
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8.02 Does the campus ensure access of library resources to all faculty and students, including students at 
nonrnain 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 

8.04 Are adequate staff provided to support the developm ent , organization of the collection, and access of 
library resources? 
~Yes 0No 

8.05 Describe how the campus develops continuous assessment strategies for resources and information 
services? 
The campus develops continuous assessment strategies for resources and information service s by 
reviewing the usage of online full-text database s and physical circulatory resources , holding library 
advisory team meetings in which the librarian and individuals from each department discuss resource s 
and services, in addition to conversation occurring at faculty meeting s, accepting student feedback on 
desired resources , staying abreast of current resources through the reading of professional literature 
resource catalogs and book reviews, and gleaning information from the librarian 's rofessiona 
development. 

Are these methods appropriate? 
~Yes 0No 

8.06 Is the library staff adequately trained to support the library? 
~Yes 0No 

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? 
~Yes 0No 

8.08 What is the amount of the current year's library budget excluding personnel allocations? 
The current year's library budget, excluding personnel allocations, is $81,300.00. 

8.09 What portion of the cun-ent year's library budget has been spent? 
To the date of the visit, $20,419.00 of the current year's library budget has been s ent. 
How has the money been allocated ? 
The money has been allocated as follows: $4,491 on Gnomon Worksho (animation); $9,130 on ProQuest 
Ebrary ebooks; and $6,798 on EBSCO subscri tions. 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 32 of 59 

8.10 Is there evidence that the faculty have major involvement in the selection of library resources? 
~Yes 0No 

8.11 Are the library hours adequate to accommodate the needs of all students? 
~Yes 0No 

FOR ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREES ONLY 

8.12 Describe how the faculty inspire, motivate, and direct student usage of the library resources? 
The faculty inspire , motivate and direct student usage of the library resources by integrating assignments 
that require and encourage use of the library's physical and online resources into their course 
curriculums, utilizing the resources of the library themselves to lead by example, working with the 
librarian to place resources relevant to specific course topics or assignments on reserve in order to 
provide students with resources to start with, and hosting the librarian in the classroom during courses. 

Are these methods appropriate? 
~Yes 0No 

8.13 Is the Dewey Decimal, Library of Congre ss, or other appropriate system of classification used to organize 
the library materials? 
~Yes 0No 

8.14 Are records of physical and/or online resources and circulation accurate and up to date? 
~Yes 0No 

8.15 If interlibrary agreements are in effect, are the provisions appropriate , do they ensure practical use and 
accessibility to the students, and is evidence of student use documented? 
D Yes D No ~ Not Applicable (no interlibrary agreements) 

8.16 Summarize any full-text online collections available to student s. 
The full-text online collections available to students include database s covering numerou s topics with! 
scholarly and professional articles through Academic Search Complete, MasterFILE Premier and ---.. Professional Development Collection, on-line collections that provide medical information and researc }i 
journals through MED LINE, Health Source: Nursing/ Academic Edition, and Health Source: Consumer 
Edition. The full-text online collections also provide information in the areas of media, news, film , and 
television through databases such as Newswires, Web News, Film & Television Literature Index with 
Full-Text, and Newspaper Source Plus , among others. There are 18 electronic resources and databa ses 
that are subscribed to by Living Arts College. 

8.17 Are the library physical holdings and /or full-text online collections up to date and adequate for the size 
of the campus and the breadth of and enrollment in its educational programs? 
~Yes 0No 

8.18 Does the library collection include holdings in the humanities , arts , social sciences, and sciences, 
including mathematics? 
~Yes 0No 
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FOR ACADEMIC ASSOCIA TE'S AND BACHELOR 'S DEGREES ONLY 

8.19 Who is the professionally trained individual who supervises and manages the library on-site, and what are 
this J?!:ISOnl_ gualifications? 
Mr. Michael Cummin gs, librarian , is the profe ssionally trained individual who supervi ses and manages 
the library on site. Mr. Cummin gs holds a master's degree in library science from the University of North 
Carolina at Chapel Hill and a bachelor 's degree in literature from the University of North Carolina at 
Pembroke. He has nearly 20 years of experience in a variety of librar y settings that include government, 
corporate , publi c, propri etary school s, and archives. His experiences includ e work with reference 
material s, databa se deliv ery, cataloging, and inter-library loans. Mr. Cumming s worked for the U.S. 
Environmental Protection Agency Library as an interlibrary loan/cataloging librari an for 10 years. He is 
a member of the American Library Association . 

Does this individual: 
(a) Supervise and manage the library and instructional resources? 
C8J Yes D No 
(b) Facilitate the integration of instructional resources into all phases of the campus's ctm icular and 

educational offerings? 
C8J Yes D No 
(c) Assist students in the use of instructional resources? 
C8J Yes D No 

8.20 Are all individuals who supervise the library and assist students with library functions well-trained and 
competent in both using and aiding in the use of the library technologies and resources? 
C8J Yes D No 

8.21 Have library staff 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 National 
Association of Credential Evaluation Services (NACES) or the Association of International Credential 
Evaluators (AICE) to determine the equivalency of the degrees to degrees awarded by campuses in the 
United States? 
D Yes D No C8J Not Applicable (staff do not hold foreign credentia ls) 

8.22 Is documentation on file to reflect the librarian's participation in professional growth activities? 
C8J Yes D No 

8.23 What are the librar y's hours of operation, and who is responsible for overseeing the library during these 
hours? 
The library' s hour s of operation are as follows: 

Monday: 8:00 a.m. to 6:00 p.m. 
Tuesday: 8:00 a.m. to 8:00 p.m. 
Wednesday: 8:00 a.m. to 9:00 p.m. 
Thursday: 8:00 a.m. to 5:30 p.m . 
Frida)'.: 8:00 a.m. to 4:30 Q.m 
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Mr. Cummings is responsible for overseeing the library for the majority of these hours. When he is not o 
site during the evening hours, Ms. Collette George, the campus's publisher/graphic designer (whose office 
is located in the back comer of the library), assists students. There are also two work-study students 
available for assistance at different times. 

8.24 Are the hours the librar y is open adequate to accommodat e the needs of all student s? 
t:8] Yes D No 

8.25 Does the library make available appropriate reference, research, and information resources to provide basic 
support for curricular and educational offerings and to enhance student learning? 
t:8] Yes D No 

FOR NONDEGREE PROGRAMS ONLY 

8.26 Are appropriate reference materials and periodicals available for all programs offered? 
t:8] Yes D No 

8.27 Are the instructional resources organized for easy access, usage, and preservation? 
t:8] Yes D No 

8.28 Is there a current inventory of instructional resources? 
t:8] 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? 
t:8] Yes D No 

9. PROGRAM EVALUATION 

Bachelor's Degree in Interior Design 

FOR ALL PROGRAMS 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes t:8] 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. Jean Eitelman is the program coordinator for the interior design department. Ms. Eitelman holds a 
bachelor 's degree in environmental design from North Carolina State University and a master's degree in 
fine arts from Cranbrook Academy. She has practiced in interior design since 1992 and also holds 

rofessional membershi in the Association Society of Interior Designers ASID . 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
t:8] Yes D No 
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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 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)? 
~ Yes D No D Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
~ 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). 
Field trips to design showrooms and designed spaces, and speakers from the design field are utilized to 
bring actual design applications to the forefront for the interior design students. These resources were 
documented in the communit resources binder located in the team room. 

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 syllabu s on file for each course that includes the following elements? 
(a) Title and course descriptions 
~Yes 0No 
(b) Course numbers 
~Yes 0No 
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(c) Course prerequisites and/or corequisites 
~Yes 0No 
(d) Instructional contact hours/credit s 
~Yes 0No 
(e) Learning objectives 
~Yes 0No 
(f) Instructional material s and references 
~Yes 0No 
(g) Topic al outline of the course 
~Yes 0No 
(h) Instructional methods 
~Yes 0No 
(i) Assessment criteria 
~Yes 0No 
U) Method of evaluating students 
~Yes 0No 
(k) Date the syllabus 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: 
(1) Out-of-cla ss work assignments that support the learning objective s 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 syllabus 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 Report submitted to the Council? 
There were three graduates from the rogram re orted 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? 
~ Yes D No D Not Applicable (there have been no graduates) 

How many calls to graduates or employers were attempted? 
There were two calls attempted to graduates or employers. 

How many calls to graduates or emP12.yers were successful? 
Both calls to graduates or employers were successful. 
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How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
All of the successful contacts confirmed the placement of the graduates 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 0No 

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? 
~ 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 how-programs only) 

If Yes, briefl y describe the documentation of evaluation viewed on site. 
Faculty grade books and graded examples of out-of-class student work were on display in the interior 
design classroom area for the team's review. 

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. 
~Yes 0No 
( 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 
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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 experienti ally appropri ate to the subject matter 
they teach and the level of the credential awarded? 
~Yes 0No 

9.29 Is the size of the faculty appropri ate 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 continuit y of 
development for the program? 
~Yes 0No 

FOR ACADEMIC ASSOCIATE 'S, BACHELOR 'S, AND MASTER 'S DEGREES ONLY 

9.31 Are teaching loads reasonable? 
~Yes 0No 

FOR BACHELOR'S DEGREES ONLY 

9.44 Is the number of hours required to complete the program at least 120 semester hours, 180 quarter hours, 
or their equivalent, earned over a period of eight semesters, 12 quarters, or the equiva lent? 
~Yes 0No 

9.45 Is there a minimum of 60 semes ter hours, 90 quarter hours, or their equivalent in courses within the area 
of concen tration? 
~Yes 0No 

9.46 If the institution offers only the last two years of the bachelor's degree program, do the catalog and all 
advertising materials clearly describe the requirements for admission? 
D Yes D No ~ Not Applicable (institution offers all four years of the degree) 

9.47 Does the curriculum quantitatively and qualitatively approximate the standards at other co llegiate 
institutions offering the same degree? 
~Yes 0No 

9.48 Is enrollment in the third and fourth years of the bachelor 's program sufficient to support regularly 
scheduled classes and laboratory work? 
D Yes D No ~ Not Applicable (no students in the third and fourth years) 
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Although the interior design program has been active for several years, there were no students enrolled i 
the third and fourth years at the time of the team visit. 

9.49 Are the third- and fourth-year courses based upon appropriate prerequisites? 
~Yes 0No 

GENERAL COMMENTS: 
e interior design program, while very small, seems to possess the capability to meet the needs of the student 

iWho wishes to become a practicing interior designer . The classroom is well uip ed and conducive to learning 
and sparkin g the imagination 

9. PROGRAM EVALUATION 

Bachelor's Degree in Animation and Game Design 
Certificate in Digital Animation 
~ achelor's Degree in Interactive Media Arts 
Certificate in Digital Media Arts 

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 rogram(s), and what are this erson's qualifications? 
Mr. K wame Hawkins, program coordinator , is assigned to administer the animation and game design 
programs. He has a master's degree in computer art from Savannah College of Art and Design and a 
bachelor 's degree in technology education from North Carolina State University. His professional 
experience includes work as a motion graphic artist and compositing work at Break.iron Animation and 
Design, the iCreative Network, the Center for Justice, and WSA V (a news channel) . Mr . Hawkins is also a 
member of the Autodesk Animation User GrouP. Association, and partici ated in the E ic Games UX Lal:J 
and Carolina Game Summit. 

Mr. Vincent Gardner , program coordinator, is assigned to administer the media arts program s. Mr. Gardner 
has a master's degree in industrial design from Pratt Institute and a master's degree in environmenta] 
design and bachelor's degree in product design from North Carolina State University . 
His profe ssional experience includes programming instruction at ECPI College, helpdesk work at Tel<' 
Systems, and custom exhibition installation at R.H. Guest, Inc. Mr. Gardner is a member of the Trian gle 
Advertising Federation and the American Institute of Graphic Arts (AIGA) and has been a guest lecturer 
on industrial design at Universidad Veritas in San Jose, Costa Rica. 

9.03 Does this individual possess appropri ate 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 
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9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
~Yes ONo 

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)? 
~ Yes D No D Not Applicable (Data not avai lable.) 

(b) Student placement rate of 70 percent? 
D Yes ~ No D Not App licab le (Data not avai lable.) 
If no, please list programs that fall below the standards. 
The following programs fall below the standards : Bachelor's Degree in Animation and Game Design - 30 
percent; and Certificate in Digital Media Arts - 50 percent. 

If No, does the campus provide the following: 
A Campus Effectiveness Plan (CEP) that includes an improvement plan for this program with data, 
analysis, and act ivities to meet or exceed Council requirements? 
~Yes ONo 

9.07 List the community resources and describe how they are utilized to enrich the program(s). 
Community resources for the interactive media and animation and game design programs include an 
advisory board which met most recently on December 9, 2015, and September 4, 2015, during which time 
industry professionals discussed animation software, physically-based rendering workflows, Unity and 
Unreal game engines, virtual reality technology, user interface/user experience (UI/UX) job s, 3D grap hics, 
mobile application development, website development, and the Green Light Experience project curre ntly 
underw ay at Living Arts College. Addit ional resources include professional development days held on 
April 27, 2016, and December 7, 2015, and attendance at events such as the East Coast Game Conference 
on April 21, 2016, the Game Developer's Conference in March 2016, the Mosaic Gallery Red Gala 0111 

September 4, 2015, the Siggraph 2015 conference in August 2015, a field trip to the North Carolina 
Museum of Art's Zoosphere installation by Allison Hunter on July 28, 2015, and a field tri to the 
Museum of Science Fiction on July 2, 2015. 

9.08 Is the utilization of comm unity resources suffic ient to enr ich the program? 
~Yes ONo 

9.09 Does the catalog and/or other advertising material such as brochures and web site, accurate ly 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? 
~Yes ONo 
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9.12 Are independent studies used appropriately, and is there a contract signed by the student and the institution 
that meets Council standards? 
~Yes 0No 

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 
(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 
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 
~ 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 students confirrn that they receive a course syllabus 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 
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9.18 What was the total number of graduates in all program s reported during the most recent Campus 
Accountability Report submitted to the Council? 
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The total number of graduates from the four design rograms, as re orted on the most recent CAR, was 27. 

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 Campu s Accountability Report submitted to the Council? 
i:g] Yes D No D Not Applicable (there have been no graduates) 

How many calls to graduates or employer s were attempted? 
The following numbers of calls were made to employers or graduates for the following rograms: 
Bachelor' s degree in Animation & Game Design: 3 
Bachelor' s degree in Interactive Media: 10 
Certificate in Digital Animation: NI A (no graduates were reported as placed on the CAR) 
Certificate in Digital Media Arts: 1 

How many calls to graduate s or employers were successful? 
The following numbers of calls were successful for the following programs: 
Bachelor's degree in Animation & Game Design: 
Bachelor's degree in Interactive Media: 
Certificate in Digital Media Arts: 1 

How many of the successful contacts confirmed the employm ent of the grad uate as reported on the CAR? 
All of the successful contacts confirmed the employment of the graduates as reported on the 2015 CAR. 

9.20 Was documentation on file to verify graduates classified on the CAR as "not available for placem ent"? 
i:gj Yes D No D Not Applicable 

9.21 Does the campus participate in Title IV financial aid? 
i:g] Yes D No 

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. Departmen t of Education for Title IV funding? 
i:gj 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? 
i:gj Yes D No D Not Applicable (Clock hour programs only) 

If Yes. briefly describe the documentation of evaluation viewed on site. 
Graded out-of-clas s work was reviewed and instructors verified the grading processes. 

FOR ALL VISITS 

9.24 Are the following appropriate to adequately support the number of students and nature of the program? 
(a) Facilities. 
i:gj Yes D No 
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(b) Instructional equipment. 
~ Yes 0 No 
(c) Resomces. 
~ Yes 0 No 
( d) Personnel. 
~Yes 0 No 

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 0N o 
(d) Appropriate modes of instructional delivery. 
~ Yes 0 No 
(e) The use of appropriate assessment strategies. 
~ Yes 0No 
(f) The use of appropriate experiences. 
~ Yes 0 No 

FOR NONDEGREE PROGRAMS ONLY 

9.26 Is there an adequate core of full- and/or part-time faculty to ensure sound direction and continuity of 
development for the educational programs? 
~ 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? 
~ Yes 0 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 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 0 No 
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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 continuit y 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)? 
~Yes 0No 

9.33 What is the cunent student/teacher ratio? 
The cunent student/teacher ratio is 1: 1 in both the certificate Qrogram in digital animation and the 
certificate ro am in di ital media arts. 

9.34 Is the curre nt student-teacher ratio reasonable for the mode of delivery and course content? 
iZ] Yes D No 

FOR BACHELOR 'S DEGREES ONLY 

9.44 Is the number of hours required to complete the program at least 120 semester hours, 180 quarter hours, 
or their equivalent, earned over a period of eight semesters, 12 quarters, or the equiva lent? 
IZ] Yes D No 

9.45 Is there a minimum of 60 semester hours, 90 quarter hours, or their equivalent in courses within the area 
of concen tration? 
~Yes 0No 

9 .46 If the institution offers only the last two years of the bachelor 's degree program, do the catalog and all 
advertising materials clearly describe the requirements for admission? 
IZ] Yes D No D Not Applicable (institution offers all four years of the degree) 

9.47 Does the curriculum quantitatively and qualitatively approx imate the standards at other co llegiate 
institutions offering the same degree? 
IZ] Yes D No 

9.48 Is enrollment in the third and fourth years of the bachelor 's program suffic ient to support regularly 
scheduled classes and laboratory work? 
IZ] Yes D No D Not Applicable (no students in the third and fourth years) 

9.49 Are the third- and fourth-year courses based upon appropriate prerequisites? 
~Yes 0No 
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9. PROGRAM EVALUATION 

Bachelor's Degree in Digital Audio Production and Desig 
Certificate in Digital Audio Production and Design I 
~achelor's Degree in Digital Filmmaking 
Certificate in Digital Filmmaking I 
Bachelor's Degree in Digital Photograph 
Certificate in Digital Photography and Digital Video 

FOR ALL PROGRAMS 

9.01 Is licens ure, certification, or registration required to practice in the specific career field? 
D Yes IZI No (If No, skip to question 9.02) 
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9.02 Who is assigned to administer the acade mic rogram(s), and what are this erson's ualifications? 
Four program coordinators, Mr. John M. Taylor ill, Mr. Craig Brandwynne, Mr. Micha el Pearce , and Mr . 
Todd Warnken, are assigned to admini ster the creative and technical arts programs as described below. 

Mr. Taylor and Mr. Brandwynne, program co-coordinators, are assigned to administer the audio rograms 
Mr. Taylor has a ma ster' s degree in instructional technology from East Carolina University and ~ 
bachelor' s degree in theatr e arts from the University of South Florid a. His profe ssional expe rience include s 
over 15 years of sound design work at Busch Entertainment Corporation where he compo sed soundtrack 
and completed work in pre- and post-production, live sound, and system design. Mr. Taylor is a certified 
Avid Pro Tool s HD7 operator, and is also Pro Tools 101 vl 1 and Pro Tool s ACI User v 12 certified. l!!] 
addition, he is an active member of the Audio Engineering Soc iety. 

Mr. Brandwynne has a master's degree in music theory and composition; a bachelor 's degree in music 
education from Long Island University at C.W. Post; and an academic associate's degree in liberal arts 
from Suffolk Communit y Colle ge. His professional experience include s production and management work 
at Center Sound Records, the Piano Center, LLC , and Frank & Camille's Piano. He is a certified Avid Pro 
Tool s ACI User v12 and is certified to teach music in the State of New York. Mr . Brandw ynne is also a 
memb er of numerou s audio professional socie ties, has worked on multi le televi sion and film production s 
and is a voting member for the Grammy Awards. 

Mr. Pearce, program coor dinator , is assigne d to admin ister the filmmaking programs. He has a master's 
degree in film and televisio n from Savannah College of Art and Design and a bachelor's degree in film 
studies and English from the University of North Caro lina at Wilmington. Hi s profess ional experience 
include s produ ction , editing, and videogra phy work at WRAL/Fox 50, Explore!, New Century Digital 
Media, the Center for Human Science, and Discove ry Hea lth. Durin g the past year, Mr. Pearce has 
attended the Full Frame Documentary Festival, the Cucalorus Film Festival, the Riverrun Film Festival, 
and severa l Triangle Advertising Federation events in the Raleigh-Durham area. 

Mr. Warnk en, program coord inator , is assigned to administer the photo graphy programs. He has a master' ~ 
degree in photo graphy from Bennin gton College, a bachelor 's degree in photo graphy from Nicho lls State 
University, and a certific ate in graphics from Digital Media Arts College. His profe ssional experien ce 
includ es work as a director and owner at Todd Jam es Gallery, photograph y instructor and technica i 
direc tor at Lawrence Academy and Cushing Academy, and gallery mana ger at Patty DeLu ca Galler and 
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Lovinger Gallery. He is a member of the Raleigh Photo Alliance and the Society for Photographic 
Education , has done freelance art direction for SAL YSE Magazine , performed set and lighting design , and 
exhibited his ehotos at numerous galleries. 

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)? 
IZ] Yes D No 

9.05 Are the time and resources devoted 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 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)? 
IZ] Yes D No D Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent ? 
D Yes IZ] No D Not Applicable (Data not available.) 

If no_y_!ease list~rogra ms that fall below the standards. 
The following programs reported placement rates below the standards: Certificate in Di ital Filmmakin -
50 ercent; and Certificate in Digital Photogra hy and Digital Video - 40 ercent. 

If No, does the campus provid e the following: 
A Campus Effectiveness Plan (CEP) that includes an improvement plan for this program with data, 
analysis, and activities to meet or exceed Council requirement s? 
IZ] Yes D No 

9.07 List the community resources and describe how they are utilized to enrich the program(s). -___,;,,,..;;..._ ___ _ 
Community resources for the audio, filmmaking, and photography programs include an advisory board 
that most recently met on December 9, 2015, and September 4, 2015, during which time industry 
professionals discussed Pro Tools and other audio software, sound reinforcement, location audio jobs , 
courses in audio acuity, high-end microphones and digital mixing consoles, virtual instruments , 
programming and coding skills, digital film genres (e.g. short fiction , public service announcements, 
documentaries, corporate videos), new technologies (e.g. drones, 4K cameras, steadicams), portrait and 
fashion photography, advanced lighting equipment, portable lighting systems with soft boxes, backdro s 
and modular studio walls, the need for additional studio space, wireless technology, and the history o 

hotography. 

Students attended professional development days on April 27, 2016, and December 7, 2015, and otheli 
events such as the Congres sman G.K. Butterfield Film Event on April 22, 2016, the Mosaic Gallery Red 
Gala on September 4, 2015, a field trip to the North Carolina Museum of Art's Zoosphere installation by 
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Allison Hunter on July 28, 2015, a field trip to the Museum of Science Fiction on July 2, 2015, and a 
campus pre sentation by Grammy Award winners Alicia Warwick and Shannon Sanders on May 14, 2015. 

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? 
IZ] Yes D 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? 
IZ] Yes D No 

9.12 Are independent studies used appropriately, and is there a contract signed by the student and the institution 
that meets Council standards? 
IZ] Yes D No 

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 prerequisites appropriate, are they identified in the cata log, and are they being followed? 
IZ] 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 
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 
(t) 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 
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IZ! Yes D No 
U) 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-class work assignments that support the learning objectives for the course 
IZ! Yes D No D Not App licable (Clock hour program) 
(m) A description of the minimum amount of time a student is expected to spend on comp letion of the 

work assignments 
IZ! Yes D No D Not Applicable (Clock hour program) 

9. 16 Do students confirm that they receive a course syllabus 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 
Accou ntability Report submitted to the Council? 
The total number of graduates from the six rograms noted, as reported on the most recent CAR, was 52. 

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 App licable (there have been no graduates) 

If No, insert the section number in parentheses and explain: 
(Section 3-1-303(a)) : The team was unable to verify the employment of two graduates from the bachelor's 
degree in digital filmmakin g program, and one from the bach~in di~oduction and 
desi ro ram as reported in the 2015 CAR. Graduates Ms. - Mr. - and Mr. 

were classified as placed based on skills; however, no backup documentation was 
confirmed that he was not employed in his field. 

How many calls to graduates or employers were attempted? 
The following numbers of calls were made to employers or graduates for the following programs: 
Bachelor's Degree in Digital Audio Production and Design: 8 
Bachelor's Degree in Digital Filmmaking: 
Bachelor's degree in Digital Photography: 
Certificate in Digital Audio Production and Design I: N/A (no graduates were reported as Qlaced) 
Certificate in Digital Filmmaking I: 2i 
Certificate in Digital Photo~ and Digital Video: 2 

How many calls to graduates or employers were successful? 
The following numbers of calls were successfu l for the following_ rograms: 
Bachelor's Degree in Digital Audio Production and Design: 4 
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Bachelor's Degree in Digital Filmmaking: 1 
Bachelor's Degree in Digital Photography: 2 
Certificate in Digital Filmmaking I: 1 
Certificate in Di ital Photo gra hy and Digital Video: 1 
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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 confirmations. 
Five of the eight successful contacts confirmed the employment of the graduates as reported on the CAR. 
The team was unable to confirm the em loyment of three of the eight contacts as described in the findin g 
below. 

(Section 3-1-303(a)): The team was unable to confirm the employment of two graduates from the 
bachelor's degree in digital filmmaking program, and one from the bachelor's~ital audio 
~uction an~s reported in the 2015 CAR. Graduates Ms. - Mr. -
1111 and Mr.- were~ based on skills; however, no backup 
documentation was provided, and Mr. - confirmed that he was not em2loyed in his field. 

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 0No 

9.22 Does the campus'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. Departm ent 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 equivalen cy is being evaluated? 
~ Yes D No D Not Applicable (Clock hour programs only) 

If Yes, briefly describe the documentation of evaluation viewe d on site. 
Graded out-of -class work was reviewed and instructors verified the grading proce sses . 

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 . 
~Ye s 0No 
(d) Personne l. 
~Yes 0No 

9.25 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning. 
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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 
(f) The use of appropriate experiences . 
IZ! Yes D No 

FOR NONDEGREE PROGRAMS ONLY 

9.26 Is there an adequate core of full- and/or part -time faculty to ensure sound direction and continuity of 
development for the educational program s? 
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 qualification s academically and experienti ally 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 appropri ate 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 
development for the program? 
IZ! Yes D No 

FOR ACADEMIC ASSOCIATE 'S, BACHELOR 'S, AND MASTER 'S DEGREES ONLY 

9.31 Are teaching loads reasonable? 
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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 cunen t student/teacher ratio? 
The student/teacher ratio is 4: 1 in the certificate program in digital audio production and design I, 1: 1 in 
the certificate rogram in digital filmmakin g, and 2: 1 in the certificate rogram in digital hotograp_.!:!_y and 
digital video . 

9.34 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
IZ! Yes D No 

FOR BACHELOR 'S DEGREES ONLY 

9.44 Is the number of hours required to comp lete the program at least 120 semeste r hours, 180 quarter hours, 
or their equivalent, earned over a period of eight semesters, 12 quarters, or the equiva lent? 
IZ! Yes D No 

9.45 Is there a minimum of 60 semeste r hours, 90 quarter hours, or their equivalent in courses within the area 
of concentration? 
IZ! Yes D No 

9 .46 If the institution offers only the last two years of the bachelor 's degree program , do the catalog and all 
advertising materials clearly describe the requirements for admission? 
IZ! Yes D No D Not Applicable (institution offers all four years of the degree) 

9.47 Does the curriculum quantitatively and qualitatively approxim ate the standards at other co llegiate 
institutions offering the same degree? 
IZ! Yes D No 

9.48 Is enrollment in the third and fourth years of the bachelor 's program suff icient to support regularly 
scheduled classes and laboratory work? 
IZ! Yes D No D Not Applicable (no students in the third and fourth years) 

9.49 Are the third- and fourth-year courses based upon appropriate prerequisites? 
IZ! Yes D No 

9. PROGRAM EVALUATION 

l!!!J!!Q_ma in Medical Billing and Coding S ecialist 

FOR ALL PROGRAMS 
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9.01 Is licensure, certification, or registration required 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 program(s), and what are this person's qualifications? 
Mr. Shannon, director of education , is assigned to administer the medical billing and coding specialist 
(MBCS) program. As noted previously, Mr. Shannon holds a bachelor's degree in chemistry and biology, 
nd a master 's degree in business administration and health care management. Mr. Shannon is currently 

~ursing his doctorate in health administration. 

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 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 l year in 
length)? 
IZI Yes D No D Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
IZI 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). 
The program utilizes several community resources that contribute to the enrichment of the student 
experience, including student participation in a Red Cross and LAC Blood Drive, Flu Clinic, Meals on 
Wheels, and the Career Network Fair. These resources enrich the MBCS curriculum through involvement 
with internal and external customers relating to indirect patient care, customer service, broadening skills 
and expanding knowledge. A program advisory board is utilized to enrich the MBCS rogram througH 
discussions and recommendation s from rofessionals . 

9.08 Is the utilization of community resources sufficient to enrich the program? 
IZI 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? 
IZI Yes D No 

9.10 Does the program include an externship? 
IZI Yes D No 
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(a) Does the institution have a written and mutually signed agreement that outlin es the an angement 
between the institution and the externship site, includin g specific learning objectives, course 
requirements, and evaluation criteria? 
[8'.i Yes D No D Not Applicable (no student is at the point of needing them) 

(b) Is the experience supervised by an appropri ately qualified faculty member? 
[8'.i Yes D No 
(c) Is there evidence, based on observation, that the externship is an appropri ate culmination of 
previously studied theory and is appropriat e for the program's objectives? 
[8'.I Yes D No D Not Applicable (site was not visited-please explain) 

9. 11 Does the program use independent studies? 
[8'.i Yes D No 

9.12 Are independent studies used appropriately, and is there a contract signed by the student and the institution 
that meets Council standards? 
[8'.i Yes D No 

9.13 Are the cuni culum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
[8'.i Yes D No 

9.14 Are course prerequisites appropri ate, are they identified in the catalog, and are they being followed? 
[8'.i Yes D No 

9.15 Is an appropri ately detailed syllabus on file for each course that includes the following elements? 
(a) Title and course descriptions 
[8'.i Yes D No 
(b) Course numbers 
[8'.i Yes D No 
(c) Course prerequisites and/or corequisites 
[8'.i Yes D No 
(d) Instructional contact hours/credits 
[8'.I Yes D No 
(e) Learning objectives 
[8'.i Yes D No 
(t) Instructional materials and references 
[8'.I Yes D No 
(g) Topical outline of the course 
[8'.i Yes D No 
(h) Instructional methods 
[8'.i Yes D No 
(i) Assessment criteria 
[8'.i Yes D No 
(j) Method of evaluating students 
[8'.I Yes D No 
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(k) Date the syllabus was last reviewed 
~Yes 0No 
For Title IV participant campuses that have lecture courses in credit hour program s or clock-to-credit 
hour programs only: 

(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 students confirm that they receive a course syllabus and that it is followed? 
~Yes 0No 

9.17 Are the courses avai lable 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 Re.e_ort submitted to the Council? 
There were seven graduates from the rogram as re orted on the 2015 CAR 

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) 

How many caJls to graduates or employers were attempted? 
There were 3 calls made to graduates or em loyers. 

How many calls to graduates or employers were successful? 
There was 1 successful call. 

How many of the successful contacts confirme d the employment of the graduate as reported on the CAR? 
The successful contact confirmed the em loyment of the graduate as re orted 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 0No 

9.22 Does the campus's written procedures (as evidence d 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 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) 
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If Yes, briefly describe the documentation of evaluation viewed on site. 
The team reviewed out-of-class assignments graded by both full-time instructors, Ms. Jane Mansell an I 

Mr. Asam Sayeed, in hard co y and in the online adebook, and the instructors verified the rocess. 

FOR ALL VISITS 

9.24 Are the following appropriate to adequately support the number of students and nature of the program? 
(a) Facilities. 
C2J Yes D No 
(b) Instructional equipment. 
C2J Yes D No 
(c) Resources. 
C2J Yes D No 
(d) Personnel. 
C2J Yes D No 

9.25 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning. 
C2J Yes D No 
(b) Well-defined instructional objectives. 
C2J Yes D No 
(c) The selection and use of appropriate and current learning materials. 
C2J Yes D No 
(d) Appropriate modes of instructional delivery. 
C2J Yes D No 
(e) The use of appropriate assessment strategies. 
C2J Yes 0No 
(t) The use of appropriate experiences. 
C2J Yes D No 

FOR NONDEGREE PROGRAMS ONLY 

9.26 Is there an adequate core of full- and/or part-time faculty to ensure sound direction and continuity of 
development for the educational programs? 
C2J 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 
preparation s? 
C2J Yes D No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 
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9.28 Do the faculty members ' qualification s meet the minimum 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 NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.32 Do all instructors teach no more than 32 homs 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 7: 1. 

9.34 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
[8J Yes D No 
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SUMMARY 

Based on the team's review, the following areas require an explanatory response: 

Number Section Summa rv Statement 
1 3-1-111 The CEP does not adequately address goals to improve the campus 

educational processes (page 8). 
2 3-1-303(a) The placement rate could not be verified in the bache lor's degree in 

digital filmmaking and digital audio production and design programs 
(pages 48 and 49). 

3 3-1-703 and The campus does not maintain documentation indicating approval of the 
Appendix C use of commendations in its advertis ing, and does not avoid making 

claims regarding job placement (pages 29 and 30). 
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STUDENT SURVEY 

Please find below the results of the Student Surveys issued to several student s while the team was on-site. 
Please note that these results are aggregated and are not distinguished by individual. 

Survey Report 
Generated: June 1, 2016 
ACICS ID: 00023814 
Surveys Between: 
May 16, 2016 and May 16, 2016 

A.01. Prior to enroll ing in th is institut ion, have you attended any other 
college or inst itution of higher learn ing? 

A.02. If you had transfer cred its , did your admissions representat ive 
desc ribe the transfer of cred it policies and procedures accurately? 
(Select N/A 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 institut ion? 

A.05. Did your admissions representative accurately describe the tuition 
and fees associated with your program of study? 

A.06. Did you rece ive a catalog or were you provided access to one 
during the enrollment process? 

A.07. Did the catalog accurately port ray programs, services and policies 
of the institut ion? 

A.08. Was the informa tion provided during enrollment suffic ient for you to 
make your decision? 

A.09. Did you fee l pressured into making the decision to enroll? 

B.01. Do you receive federal financial aid? 

B.02. Are you aware of your federa l f inancia l aid loan repayment 
obligations? (Select N/A if no loan repayment obligations) 

C.01. Are your instructors available to prov ide additional help, if needed? 

Yes 

No 

Yes I 
No 1 

Yes 

NoO 

Yes I 
No 1 

Yes 

No 

Yes 1 

No 

Yes 

No 

Yes 

NoO 

N/A 

Yes 

NoO 

10 

11 

16 

17 

16 

14 

15 

16 

14 

4 

17 
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C.02. Are the learn ing resources and lab equipment/s upplies adeq uate 
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 N/A if no out of class activit ies have been 
assigned) 

D.01. Overall , I am satisfied with the quality of education I am receiv ing. 

D.02. I wou ld recommend this institution to others. 

Yes 

No 

Yes 

No 

Agree 

Disagree 

Neutral 

6 
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14 

9 



February 27, 2017 

Ms. Khulan Och 
Branch Director 

Evaluation Team Report -RENEW AL OF ACCREDITATION VISIT REPORT 
ID for Campu s Visited: 000238 18 

Main Campus ID: 0002 38 18 
Staff Contact: Ms. La Toya Boyd - Phone: (202) 336-6777 

Application ID: 71481 

VISIT RESPONSE DUE DATE: March 9, 2017 

California University of Management and Sciences 
4300 Wilson Blvd., Suite 140 
Arlington, VA 22203 
acics@calumsva.edu 

Dear Ms. Och: 

A copy of the revised 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 
institution 's application for accreditation. First, please acknowledge that you have received and read the 
report and include any comments about the report or the visit by uploading your acknowledgment and 
comments in the online application and selecting the label "Acknowledgment of Visit Report." Second, 
please submit your response to the findings in the report via your online application under "Citation s." 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 suggestions 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 support ing documentation (if 
applicable). If supporting documentation covers more than one finding, the camp us is required to duplicate 
the docum entation and uplo ad it in each finding. Submission of a current catalog need only be uploaded 

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 



once and only if referenced in the response. If you have any questions, please send your inquiry to Linda 

Lundberg at llundberg@acics .org . 

Process: 
Once the campu s logs on to the ACICS members hip website, go to the "In Process Applications" heading, 

select the app licatio n name and ID . The camp us will then click either "Citation Documents" and upload each 

response docume nt as described below. (Please see the attached "Prepar ing the Institutional Response" for step­

by-step visual instruction s 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. Howe ver, each document 
must be labeled with the corresponding 'Docum ent Type.' 

Example: the document type submi tted to sat isfy response: 
Finding 1 Narrative task must be labe led Narrative 1. 

If a campu s needs to submit multiple pieces of information to support one citation response , this informat ion 
should be combined into one document prior to uploading. No te: The capacity size for each upload task is 
100MB, if this combined document excee ds this limit , then the campus may separa te the document and uplo ad 
each of these documents separately with differe nt file names, as long they are labeled with the correct 
"Docume nt Type ." 

Response Tasks 
Below is the format for how the listing of "Docume nt Type" will appea r once the document is uploaded. Each 

visit type will have a standard amount of visit Response tasks. Upload your response docum ent and label each 

one accord ingly. Ignor e tasks that excee d your response requirem ent. 
Narrative 1 
Supporting Document 1 
Narrativ e 2 
Supporting Document 2 
Narrative 3 
Supporting Document 3 

Responses should be profe ssional in appearance . The responses should be paginated and well-organized to 
ensure a comp lete and sufficient review. 

Sincerely, 

l(b)(6) 

Linda J. Lund berg 
Accreditation Content Editor 
Accreditation and Institution al Development 

Attachment s 
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PROGRAM S OFFE RED BY 
CALIFORNIA UNIVE RSITY OF MANAGEM ENT AND SCI ENCES 

ARL INGTON , VA 
CAR 

Enroll : Reten tion & Placement(%) 

Full - 2016 2015 
APPROV ED Clock/ time/ 

CREDENTIAL ACICS PR OGRAM Contact Qtr. Part-
EARNED CREDENT IAL TITLE Hrs. Hrs. time Ret. Pia. Ret. Pia. 
Ce rtificate Certifica te English as a 1200+ NIA 2610 98 NIA 100 

Secon d Language 
(ESL) 

Assoc iate of Academjc Healthcare 980+ 96 1510 55 NIA 85 
Science Associate ' s Business 

Degree Admi nistration 
Bachelor of Bachelor 's Degree Business 1830+ 180 1610 100 0 82 
Science Manageme nt 
Bachelor of Bachelor's Degree Comp uter 1910+ 180 810 75 NIA 67 
Science Informat ion 

Systems 
Master of Master ' s Degree Business 630+ 60+ 5410 87 100 86 
Business Administration 
Administrat ion (MBA 
Master of Master 's Degree Computer 650+ 60+ 47510 96 NIA 99 
Science Informa tion 

Systems 
TOTA L ENROLLME NT 594 

TOTAL CAMPUS RETENT ION 98 TOT AL CAM PUS PLACEMENT I 

Notes: Typed in bold are any retention rates below 65 percent (programs> 1 year in length) or 70 
percent (pro grams ~ 1 year in length) and any placement rates below 70 percent. 

NIA 

100 

NIA 

NIA 

100 

100 

50 

+ (Sect ion 2-2 -121) The total contact hours and/or total credit hours for these program s do not match the 
totals in ACICS appro vals for these programs, and the institution provided academic credit analysis and 
program inform ation tables that did not agree. The ESL progra m is not being offered as appro ved by 
ACICS. ACICS mu st be notifi ed throu gh the appropri ate application process of any changes to appro ved 
programs and must appro ve/ackno wledge these chan ges . 
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INTRODUCTION 

California University of Management and Sciences (CALUMS) in Arlington was incorporated in 2007 as a 
, on-profit, public-benefit corporation under the laws of the Commonwealth of Virginia. The following year, 
n 2008, the campus was included as a branch in the ACICS accreditation of the main campus under the same 

, ame in Anaheim, California. In October 2015, ACICS approved the reclassification of CALUMS in 
~ rlington, Virginia, as a main campus. The current grant of ACICS accreditation expires in December 2017. 
CALUMS is governed by its Board of Trustees, which reserves the right to add, amend, or repeal any of itS!_ 
regulations, rules, resolutions, standing orders, and rules of procedures, in whole or in part, at its discretion ] 
!fhe campus director of CALUMS in Arlington reports to the vice president of CALUMS in California. 
[mmediate ly reporting to the campus director are the academic dean, dean of administration, finance director, 
and personnel director. The campus does not provide financial aid. CALUMS offers a certificate program in 
ESL, one academic associate's degree rogram, two bachelor's degree rograms, and two master's degree 
programs. 

e campus leases approximate ly 18,000 square feet of classroom and office space on the first and second 
oors of an 11-story building. The location provides 8 classrooms and 3 computer labs with audio-visual 

equipment to accommodate between 18 to 35 student s each. Each classroom is equipped with projectors and 
screens. A 1,500 square foot meeting area is available for student s and faculty to hold educational activities 
that require additiona l work space for bigger audiences. The computer laboratories offer more than 100 ..___..., 
clesktop computers connected on a local area network with T-1 Internet access and a network printer. The first 
and seconds floors of the building are Wi-Fi ready , enabling Internet access espec ially for student s and faculty 

ith laptop and notebook computers. The library encompasses approximate ly 800 square feet and is primarily 
used for studen ts to access the online library databases for their research needs. The library also provides a 
group discussion room where students have the opportunity to conduct group meetings or interactive learning. 

e building also includes separate lounges for student s and employees. Parking is available in the 
nderground parking garage . While the parking is convenient, the students voiced concerns about the $10 er 

tla:y arking fee for those drivin to class . 

e campus reported significant growth on the 2016 Campus Accountability Report (CAR), increasing from 
e 19 to 642 students. The majority of the growth occurred in the master's degree in computer information 
systems program. At the time of the visit, this program had 475 of the 594 total students. As reported on the 
e016 Campus Effectiveness Plan (CEP), 72.8 percent of the student body is male and 27.2 percent female. 

he campus is compri sed of 99 percent international students. The majority of these individuals , 92.5 percent 
reported as Asian while 4.4 percent identified as White. During the visit, the students reported high levels ofJ 
satisfaction with the campus. The onl:y consistent issue noted was the 10 er day arking fee for those 
students driving to classes. 

e campus has reported institutional retention rates on the CAR of over 90 percent for each of the last 4 
~ears. Due to the large percentage of international student s, very few graduates end up being available foli 
placement. However, even with limited graduates, the team was unable to verify all of the placements 
reported on the Placement Verification Report (PVP). The CEP originally provided to the team did not 
·nclude any retention or placement improvement plans based upon the 2016 CAR outcomes. In this report, 
CALUMS has been cited for the lack of having a current CEP. A number of the issues identified involve the 
Memorandum to the Field released on January 17, 20 17. This release occurred only two weeks prior to the 

isit, which allowed minimal time for the institution to address any new CEP criteria. 
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e team observed high levels of satisfaction from the students and employees of CALUMS. The concerns 
roted during the visit centered upon the lack of a current CEP , placement verifications , and the ESL program. 

Business Admini stration 
Busine ss Management 

Summary of Data Integrity Review 
Table 1: Placement Rates 

Master's 1 0 1 
Bachelor's 2 l 1 

Tota ls 3 2 

1. Was the team able to verify all of the graduates repo1ted as placed in the PVP? 
D Yes t8:] No D Not Applicable (There have been no graduates reported as placed.) 

If No, insert the section number in parentheses and explain: 
(Section 3-1-203): The PVP was not able to be verified. The ca~d three graduate placements 
on the December 2016 monthly submission. One graduate, Mr. - was actually placed on 
April 9, 2016. However, the campus reported that they did not find out about the placement until 
December 2016. This student, a graduate of the MBA program, was placed by benefit as a customer 
assistant/s upervisor at CVS. Although the campus provided an attestation from the student to support this 
placement, after reviewing the job description, the team determined that because the position does not 
require a degree, and the vast majority of skills acquired in the pr-ized , the 
f.lacement could not be considered valid. A second graduate, Ms. - a graduate o~ 
the bachelor in business management program, was placed by benefit on December 27, 2016, as a 
cocktail waitress/customer service at Caffe Roma Restaurant. Again, the~is was not a 
valid placement. The only graduate that was able to be verified was Ms. - Also a 
graduate of the bachelor's in business management program, the student was placed by title as a 
business/HCM analyst. It is important to note, however, that Ms. -- was actually placed on 
January 11, 2016. Neither she nor Mr.-should have been part of the PVP submission for 
December as they were both placed far before the PVP became a requirement for campuses. 

Additionally , it is important to note that Mr. - was also reported as placed on the 2016 CAR. 
Consequently, b~ement is invalid, the placement results on the CAR are also now 
!invalidated. Ms. -w as reported as not placed on the CAR. 
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REPORT QUESTIONS 

1. MISSION 

1.01 What is the mission statement of the institution? 
The mission of the University is to provide high quality and affordable education to serve the intellectual 
and professional needs of individuals and organizations. 
CALUMS endeavors to instill in students the value of lifelong learning and ethical choices. CALUMS 
also seeks to cultivate in its students the capacity for critical thinking, willingness to accept challenges, 
commitment to social responsibility, and ability to resQ_ond creatively to the ever changing global 
environment. 
CALUMS prepares its graduates for personal and professional development and for careers in the 
administration and management of business , technology and healthcare programs and organizations. Its 
graduates can manage problems with confidence from an informed perspective , and can utilize the 
theorie s and concepts learned in their educational experiences to develop practical and innovative 
solutions. 
CALUMS encourages the interplay of individual creativity and intellectual diversity as the source of true 
understanding. It cultivates an appreciation of human capabilities and cultural diversity as the pathway to 
individual achievement and self-esteem. Therefore , CALUMS is committed to creating and maintaining 
an intellectual and educational environment that reflects diverse values. It fosters appreciation of a multi­
cultural society and seeks eater involvement with an increasingly interdeeendent world. 

1.02 Does the campus have an appropriate mission statement with a set of supportin g objectives devoted 
substantially to career-related education? 
~Yes 0No 

1.03 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 

1.04 Are the mission statement and supporting objectives appropriately disclosed in the campus catalog and 
in other publications that are readily available to the public? 
~Yes 0No 

1.05 Describe how the campus demonstrates its commitment to successfu l implementation of its mission. 
The campus demonstrate s a commitment to the implementation of its mission through the hiring , 
training , and evaluation of qualified personnel. CALUMS provides facilities and equipment to support 
the operations of its programs. Meetings are held regularly with administration, faculty, and employers 
to constantly review the outcome s of the campus and establish plans for improvement. 

1.06 Does the camp us have a current Campus Effectiveness Plan (CEP)? 
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IZ!Yes □No 

1.07 Doe s the CEP describe the following: 
(a) The characteristics of the programs offered? 

IZ! Yes D No 
(b) The characteristics of the student population? 

IZ! Yes D No 
(c) The types of data that will be used for assessment? 

IZ! Yes D No 
(d) Specific goals to improve the educational proce sses? 

IZ! Yes D No 
(e) Expected outcomes of the plans? 

IZ! Yes D No 

1.08 Are the following seven required elements evaluated in the CEP at both the campus and program leve ls: 
(a) Student retention rates? 

IZ!Yes D No 
(b) Placem ent rates? 

IZ!Yes D No 
(c) Graduation rates? 

0 Yes IZ! No 
(d) Level of student satisfaction? 

IZ!Y es IZ! No 
(e) Level of graduate satisfac tion? 

0Yes IZ! No 
(f) Level of employer satisfaction? 

0Yes IZ! No 
(g) Student learnin g outcomes? 

D Yes IZ! No 

If No for any item, insert the section number in parentheses and exp lain: 
(Section 3-1-110 and Appendix K): The CEP does not evaluate all of the required elements at both the 
campus and program levels. While the CEP provided to the team adequately reviews the campus and 
program level s for retention and placement, it does not evaluate the programmatic results for graduate 
satisfaction, employer satisfaction, student satisfaction, or student learning outcome s. Additionally, the 
CEP does not review the outcomes for graduation rates at the campus or program level s. 

1.09 Define the measurable student learning outcomes (SLOs) used by the campus and how these outcomes 
are being assessed. 
The campus uses cumulative grade point average (CGPA) to measure student learning outcomes (SLOs) 
for the degree programs. However , the evaluation of CGPA only occurs at the campus level and does no 
include a program level review. Additionally, the CEP reference s how CALUMS intend s to begin 
collecting entrance and exit exam course data for the ESL program as well as reviewing comprehensive 
exams for the degree program s. However , evaluation of these SLOs were not included in the CEP 
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reviewed by the team. The most recent CEP meeting minutes did reference the use of exam results foli 
ESL students, but this was not included in the actual CEP. 

Do the student learni ng outcomes include pass rates for programs that require licensure or certificat ion to 
practice in the specific career field? 
D Yes D No IX! Not Applicable (No programs require licensure or certificat ion.) 

If the SLOs have not been appropriately selected to reflect the nature of the academic programs and 
include direct assessments and/or if applicable pass rates have not been included as an SLO, insert the 
section number in parentheses and explain: 
(Section 3-1-111 and Appendix K): Student learning outcomes have not been properly evaluated for all 
programs. The campus only reviews CGPA for the degree programs at an institutional level. There is no 
evaluation of program level information included in the CEP. Additionally, no SLOs were reviewed for 
the ESL program. 

1. 10 Are the following identified and described in the CEP at both the campus and program levels: 
(a) Appropriate baseline data and goals for each outcome? 

D Yes IX! No 
(b) The data used by the campus to assess each outcome? 

IX! Yes D No 
(c) How the data was collected? 

IX! Yes D No 
(d) An analysis and summary of the data collected? 

D Yes IX! No 
(e) An exp lanation of how the data will be used to improve the educatio nal processes? 

D Yes IX! No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-111 and Appendix K): The CEP does not include all of the required descriptions for each 
element at both the campus and program levels. Baseline data was not identified for any SLO at the 
campus level. Goals for each outcome were not included for retention or student learning outcomes at 
the campus level. The CEP also did not identify or describe any baseline data or goals at the program 
level for any of the seven required elements. An analysis and summary of the data collected as well as an 
explanation of how the data will be used to improve the educational processes at the program level were 
not included for graduate satisfaction, employer satisfaction, student satisfaction, SLOs, or graduation 
rates. 

1.11 What documentation does the campus maintain, and that the team reviewed, to evidence the following: 
(a) That the CEP has been implemented? 
The campus provided the 2016 CEP for the team to review. This document did not include the mos~ 
recent data from the 2016 CAR and did not meet the current Accreditation Criteria standards as released 
in the January 17, 2017, Memorandum to the Field. Detailed minutes were provided to the team showin g 
8 CEP committee meetings that were held over the prior 12 months. The minutes included sign-in sheets, 
photos, a review of recent outcomes, discussion points, and action plans. 
(b) That specific activities listed in the plan have been implemented? 
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Minutes of 8 CEP committee meetings held over the prior 12 months included a recap of previous 
activities as well as specifyin g action plans going forward. 
(c) That periodic progr ess reports have been completed? 
As previously stated, detailed minutes were provided to the team showing 8 CEP committee meetings 
that were held over the prior 12 months. The minutes included sign-in sheets, photos, discussion point s, 
a review of recent outcomes, and action plans. 

1.12 Who is responsible for implementing and monitoring the CEP? If a committee is utilized , describe the 
committee. 
A committee is respon sible for the implementation of the CEP. The committee is comprised of the 
president, vice president , campus director, academic dean, dean of administration, student services 
advisor , enrollment advisor, registrar, and librarian. The cam us director leads the overall CEP activities 
ofCALUMS. 

1.13 Describe the documentation that evidences that the CEP is evaluated at least annually. 
Meeting minute s were provided to the team demonstrating regular updates of the CEP that reviewed 
student outcome s and plans for improvement. The documentation included a synopsis of discussion 
items, sign-in sheets, and photos. Eight of these meetings were held over the prior year. 

2. ORGANIZATION 

2.0 1 Who is the on-site administrator, and what are this person's qualifications? 
Ms. Khulan Och, campus director, is the on-site administrator. She holds a bachelor's degree in business 
administration and a master's degree in accounting from Strayer University. She worked as an 
accountant for 6 years before joining CALUMS in 2011. Prior to her current role , she held positions as 
the registrar and dean of administration before taking over as campus director in 2014. 

2.02 Describe the leadership team and how they mana ge the campus effectively and efficiently and how 
aQPro@iate attention and training is given for the necessary functions of the cam~s. 

he campus is led by the campus president , Ms. Khulan Och, who oversees the operation s of CALUMS. 
Ms. Och is supported by her management team, which includes the finance director, academic dean, and 
dean of administration. These department heads oversee the academic, financial , admissions, student 
service, library, career services, human resource s, and records activitie s. The faculty and staff files 
provided to the team were thorough and demonstrated knowledge of the assigned job duties as well as a 
history of consistent training. Minutes provided to the team documented regular meeting s for staff and 
faculty related to academics, the CEP, accreditation preparation, and interaction with the board o 
trustees. Action plans appropriate to the needs of the campus were identified in all meeting minutes. 
Due to the size of CALUMS, regular meetings provide the primary means for effectively and efficiently 
managin g the campus. 

2.03 Describe how the campus trains its employees, provides them with constant and proper supervision, and 
evaluates their work. 
Upon hire at the campus, each faculty and staff member is provided with a detailed job description. 
Training and orientation to the campus is given to each employee and is generally provided by the 
appropriate supervisor. The staff files reviewed by the team showed consistent supervi sion and 
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evaluation. Annual evaluations were identified for each appropriate employee. Polic ies and procedures 
are made available in the form of employee and faculty handbooks and manuals. All employees signed 
acknowledgements of CALUMS 's olicies. 

2.04 Describe how the campus documents that faculty and staff members: 
(a) Clearly understand their duties and responsibilities. 
Each faculty and staff member is provided with a detail ed job description at the point of hire. The job 
description establishes the expected duties and responsibilities for each position. Signed job description s 
were reviewed by the team during the visit. 
(b) Know the person to whom they report. 
Signed job description s provided to the team also indicated the appropriate supervisor for each osition. 
Additionally, the appropri ate supervisor also completes an annual review on each employee. 
( c) Understand the standards by which the success of their work is measured. 

he campus provided a signed job description for each emplo yee. These job descriptions also included 
objectives which would be used to measure the success of each em loyee's work. Annual evaluations 
were com leted on each appro(!riate employee. 

2.05 Describe the documentation the administration maintains to evidence evaluation of the faculty and staff. 
The campus completes annual evaluations on all staff and faculty members. Copies of completed 
evaluations were provided to the team for review. The evaluations included ratings on effectiveness, 
organizing ability, creativity, working well with a supervi sor, working well with 
colleagues/subordinates, work habits, and reliability. 

2.06 Has the campus adopted a policy on academic freedom that has been comm unicated to the faculty? 
[8J Yes D No 

2.07 How is the employee grievance policy communicated to faculty and staff , and where is it documented? 
The grievance policy is presented to employees as part of the staff and employee handbooks. All 
employees sign an acknow ledgement stating that they understand the policies contained within the 
handbook s. 

2.08 Who is rese2!_1sible for the financia l oversigh t of the cam1ms, and what are this person's qualifications? 
Ms. Khul an Och, campus director, is responsible for the financi al oversight of the campus. As previously 
stated, she holds a bachelor's degree in business administration and a master's degree in accounting from 
Strayer University. She worked as an accountant for six years before joinin g CALUMS in 2011. Prior to 
her current role, she held positions as the registrar and dean of admini stration before takin g over as 
campus director in 2014 . 

3. ADMINISTRATION 

3.01 Is there evidence that the campus keeps adequate records to support the following administrative 
opera tions: 
(a) Financial aid activities? 

D Yes D No [8J Not Applicab le (The camp us does not participate in financial aid.) 
(b) Admissions? 
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cg]Yes 0No 
(c) Curriculum? 

cg] Yes D No 
(d) Accred itation and licensure? 

cg] Yes D No 
(e) Guidanc e? 

cg] Yes D No 
(f) Instructional reso urces? 

cg] Yes D No 
(g) Supplies and equipme nt? 

cg] Yes D No 
(h) The school plant? 

cg] Yes D No 
(i) Faculty and staff? 

cg] Yes D No 
(j) Student activities? 

cg] Yes D No 
(k) Student personnel? 

cg] Yes D No 

3.02 Doe s the campus admit ability-to-benefit student s? 
D Yes cg] No (Skip to 3.07.) 

3.07 Do student files contain evidence of grad uation from high schoo l or the equivalent? 
cg] Yes D No 

3.08 Are appropr iate transcript s maintain ed for aJI students? 
cg] Yes D No 

3.09 Is the grading sys tem fully explained on the tran script , and is it consistent with the grading system that 
appear s in the camp us cata log? 
cg] Yes D No 

3.10 Are student records protect ed from theft, fire , wate r damage , or othe r poss ible loss? 
cg] Yes D No 

3. 11 Doe s the campus maintain transcript s for all student s indefinitely ? 
cg] Yes D No 

3. 12 Does the campus maintain admissions data and other records for at leas t five years from the last date of 
attendance for all student s? 
cg] Yes D No 
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4. RELATIONS WITH STUDENTS 

4.01 How many student files were reviewed during the evaluation? 
A total of 92 student files were reviewed by the team while on campus. The files included 46 active 
student files, 26 active ESL student files, 6 withdrawn students, and 14 graduate files from the 2016 
CAR. The team also reviewed documentation of 7 students that were identified on the mo st recent 
satisfactory academic progress report (SAP) as being academically dismis sed, on probation, or on 
academic warning. The team also found numerous files where tran sfer credits were awarded for previou s 
courses taken. In all cases, the transfer of credit was documented with an official transcript from the 
sc hool and a transfer of credit analysis. 

4.02 How does the campus ensure that its student relation s reflec t high eth ical standard s? 
The team found that the campus took various steps to ensure that the relations with students reflects a 
high ethical standard. Admissions repre sentatives participate in regular training sessions to ensure tha~ 
correct information is being provided to the students. During the visit, the team also noted the 
collaboration of admissions, student services, and education in assisting both prospective students and 
continuing student with questions or needs. The team also noted in each file reviewed a student 
acknowledgement checklist identifying each requirement for enrollment that required the students 
signature and date. 

4.03 Describe the admissions critelia. 
Applicants applying for admission to CALUMS for undergraduate programs and the ESL program must 
have completed a high school education and must provide a copy of a high school diploma. In the 
absence of a high school diploma, the student must submit an attestation statement and documentation 
evidencing completion of high school education. All applicants also complete and submit an applicatio 
form along with a non-refundable $100.00 application fee. 
Applicants to the graduate programs offered at CALUMS must have completed at least a bachelor ' 
degree in an appropriate business or computer science related area with a minimum of 2.0 GPA from an 
institution accredited by an agency recognized by the U.S. Department of Education. Graduate applican~ 
are also required to submit official transcri ts of an apyro2riate bachelor 's degree and at least one lette li 
of recommendation. 

Is the admissions process appropriate? 
~Yes 0No 

4.04 What evidence is there to document that admissions cliteria are applied consis tently to all student s 
admitted under the same version of the admiss ions cliteria ( e.g., that students admitted into specific 
programs for the same start date are admitted under the same admissions criteria)? 
In reviewing the various files mentioned above , the team noted consistency in the files reviewed 
regarding admissions criteria described above. Students admitted into specific programs for the same 
start date were admitted under the same tuition and admissions criteria. The team also noted in each file 
reviewed a student acknowledgement checklist, completed and signed by each student, evidencing 
admissions criteria for all students, including international students, met all admissions re uirements foli 
the rograms and were consistent with the admissions criteria. 

4.05 Does the campus contract with third patties for admissions and recruitin g purposes? 
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0Yes [gl No 

4.06 Does the admissions policy conform to the campus's mission? 
[gl Yes D No 

4.07 Is the admissions policy publicly stated? 
[gl Yes D No 

4.08 Is the admissions policy administered as written? 
D Yes [gl No 

If No, insert the section number in parenthese s and explain: ....,,..~-~-~-------~-~~~-(Se ct ion 3-1-411 and Appendix F): The team did not find evidence that the campus consistently utilizes a 
nationally recognized entrance exam and did not consistently administer admissions policies. At the time of 
the visit, it was discovered that a different policy had been in place prior to the start of the winter quarter 
for the prospective ESL students. The campus had developed its own placement test and was adminisJering 
it when prospective ESL students applied without the required entrance exam scores from a national! 
recognized service. There were 26 students currently enrolled during the visit. All 26 files were reviewed 
and 5 folders were missing entrance exam scores. Of the five, an iTEP , a recognized nationally accepted 
test, was produced for one student. The additional four were scores from an unrecognized test (cam us 
develo ed exam . The four students that did not have nationally recognized test scores were: 
Ms. 
Ms. 
Mr. 
Mr. 

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? 

[gl Yes D No 
(b) Outlines all program-related tuition and fees? 

[gl Yes D No 
( c) Has a signature of the student and the appropriate school representative? 

[gl Yes D No 

If there is no evidence that a copy has been provided to the student, insert the section number in 
arentheses and ex lain: 

(Section 3-1-414): The campus was not able to provide documentation to the team at the time of the visi 
that a copy of the enrollment agreement was provided to each student. During the team interviews, the 
campus stated they offered the students a copy of the enrollment agreement. However, there was no 
evidence that it was actually applied. While on the visit, the campus did provide the team with an 
updated student acknowlegement checklist that included a checkbox stating "received a copy of the 
enrollment agreement" to be used going forward. 

4.10 Describe the recruiting process for new students. 
The recruiting process at CALUMS for new students begins with an interview with an admissions 
re resentative either in erson or over the teleQhone. The cam us advertises through the cam us website 
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but also relies on word of mouth, personal references , and walk-ins for leads. During the interview, the 
admissions representative will determine if there is a program offered that fits the interest of the student, 
and review all of the admissions requirements with the prospective student. They will also be provided a 
tour of the campus and if interested, complete an application for admissions. All applications are 
reviewed and evaluated for admissions on an individual basis. Once the student is admitted to a program, 
they will be assigned an academic advisor, who will assist the student with their academic planning. 
Prospective students are provided an enrollment packet that includes all enrollment reguirements and 
fees for the program they are interested in pursuing. 

Based on interviews, observations , and a review of recruitment materials, is the process compatible with 
the educational objectives for the campus? 
r:g} Yes D No 

4.11 Are individuals engaged in admissions or recruitment activities communicating current and accurate 
information regarding the following: 
(a) Courses and programs? 

r:g) Yes D No 
(b) Student achiev ement disclosures? 

r:g) Yes D No 
(c) Services? 

r:g} Yes D No 
(d) Tuition? 

r:g} Yes D No 
(e) Terms? 

r:g} Yes D No 
(f) Operating policies? 

r:g} Yes D No 

If Yes, describe how communication to students of the above items is evidenced: 
Each prospective student is provided a current school catalog that explains and outlines all of the 
requirements for the each of the programs. The student is also provided a packet, specific to their 
program of interest, that outlines all required documents , tuition costs and fees, and an outline of the 
courses in the program with all course requirements. All students also receive information regarding 
student services, student expectations, library services, student conduct policie s, and students rights and 
res onsibilities. 

4.12 Who is responsible for oversight of recruitment and does the campus supervise its recruiters to ensure that 
their activities are in compliance with all applicable standards? 
Ms . Imane Dahni, the dean of administration, is responsible for the oversight of recruitment at the 
campus. Ms. Dahni has a bachelor' s degree in psychology from the University of Oran, Algeria, and an 
MBA from CALUMS. Ms. Dahni shared with the team that she meets regularly with the admissions 
advisor to ensure the activities are in compliance with all applicable standards. 

4.13 Describe the documentation that the institution maintains to demonstrate that it systematically monitors its 
recruitment activities (i.e. recorded calls, secret shopper results, training materials, remediation efforts, 
etc.). 
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The campus shared with the team that Ms. Dahni and the admission advisor meet regularly to discuss 
recruitment activities and issues that may arise. Having their offices in very close proximity in an open 
office environment allows Ms. Dahni to observe enrollment activities during the day . 

4.14 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 IZJ No 

4.15 Does the state in which the campus operates require representatives to be licensed or registered? 
D Yes IZJ No 

4.16 Are the titles of recruitment and enrollment personnel appropriate? 
IZJ Yes D No 

4. 17 Describe the policies and procedures for evaluating and accepting transfer credit and the evidence reviewed 
to supp_ort their consistent ap~ ation : 
New students wishing to transfer credits from another institution must have an official transcript sent to 
the admissions office of the campus. All transcript s are reviewed by the academic dean 's office and credit 
is generally granted for courses comparable to those offered by the university that were successfully 
completed with a grade of "C" or above for the associate and bacelor's degree, and a "B" or above for 
master's degree programs. During the team visit, many of the files reviewed included transfer credits and 
in all cases, proper documentation was found in the student 's file to evidence proper awarding of credit 
for the courses taken. 

4.18 Does the campus disclose in its catalog its transfer of credit policies, including policies related to accepting 
transfer credit from another campus? 
IZJ Yes D No 

4.19 Has the campus established articulation agreements with other institutions? 
D Yes IZJ No 

FOR MASTER 'S DEGREE PROGRAMS ONLY 

4.20 What is the maximum permissible number of transfer credits into the program? 
The maximum number of permissible transfer credit s into either of the master's programs is 16 credits. 

FOR ALL PROGRAMS 

4.21 Is the standards of satisfactory academic progress (SAP) policy, as one comprehensive policy, published in 
the catalog? 
IZJ Yes D No 

If Yes, state the P.!,l_ge number(s) where the standards of SAP 129licyE ublished. 
The standards of SAP policy are published in the current 20 16-2018 undergraduate and graduate 
catalogs on pages 39-50. The effective date of each catalog is July 1, 2016. 
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4.22 Does the standards of 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 times the 

normal program length? 
IZJ Yes D No 

(b) A schedule that designates the minimum percentage of work that a student must successfu lly 
complete at the end of each evaluation increment to complete the program within the maximum time 
frame? 
IZI Yes D No 

(c) Minimum qualitati ve standards , such as a grade point average or completion of work projects, which 
can be measured aga inst a norm. 
IZJ Yes D No 

( d) Procedures for re-establishing satisfactory academic progress? 
IZJ Yes D No 

( e) A definition of the effects of the following on the CGP A and successfu l course-completion 
percentage: 
Withdrawals? 
IZI Yes D No 
Incomplete grades? 
IZJ Yes D No 
Repeated courses? 
IZJ Yes D No 
Non-punitive grades? 
D Yes D No IZ] Not Applicable (not offered) 
Non-credit or remedial courses? 
D Yes IZ] No D Not Applicable (not offered) 
A warning status? 
IZ] Yes D No D Not Applicable (not used) 
A probationary period? 
IZI Yes D No 
An appeal process? 
IZJ Yes D No 
An extended-enrollment status? 
IZ] Yes D No D Not Applicable (not offered) 
The effect when a student changes programs? 
IZ] Yes D No D Not Applicable (The campus only offers one program of study.) 
The effect when a student seeks to earn an additional credentia l? 
IZ] Yes D No D Not Applicable (The camp us only offers one program.) 
The implicatio ns of transfer credit? 
IZJ Yes D No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-420 & Appendix D): The SAP policy stated in the current catalog does not define the 
effects of non-credit or remedial courses on cumulative grade point average (CGPA). The campus offers 
English learnin g development courses taken in conjunction with regularly scheduled courses, but does 
not identify the effects these courses have on the CGPA. 
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4.23 Describe the evidence that demonstrates that the campus applies its SAP standards consistently to all 
students. 
In reviewing various files the campus provided to the team, it was noted that students that were in dangeli 
of not meeting attendance or academic standards had a letter from the cam us in their student file 
outlining the academic or attendance issue . 

4.24 Are student s who are not making satisfactory academic progr ess properly notified? 
~ Yes D No D Not Applicable (No students are in violation of SAP.) 

Although it was evident that students in violation of SAP were properly notified, the campus did no~ 
provide evidence that it consistently notified students regarding their attendance progress, especiall)'. 
regarding SEVIS status. The team found the campus did have a letter in the student files identifying the 
issue and the consequences; however the team did not find evidence that the students had been notified 
of this attendance warning, including some that had a letter stating final attendance warning. 

4.25 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 

4.26 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? 
~ Yes D No D Not Applicable (All programs are less than two years.) 

4.27 Is there evidence that students who are not makin g satisfactory academic progress at the end of the second 
year are dismissed or allowed to continue without being eligible for Federal financial aid? 
~ Yes D No D Not Applicable (All programs are less than two years.) 

4.28 Are qualitative and quantit ative components evaluated cumulatively for all periods of a student 's 
enrollment? 
~Yes 0No 

4.29 Are students allowed to remain on financial aid while under warning or probation status? 
~ Yes D No D Not Applicable (The campus does not participate in finan cial aid.) 

If Yes, is the student informed of this policy? 
~Yes 0No 

4.30 Are students whose appeal s are granted due to mitigating circumstances placed on probation, have 
eligibility for financial aid reinstated, and considered to be making satisfactory academic progress? 
D Yes D No ~ Not Applicable (There are no such students.) 

4.31 Are student s who are placed in an extended-enrollm ent status denied eligibility for federal financial aid 
(unless there are mitigating circumstances)? 
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D Yes D No [gl Not Applicable (The campus does not have extended enrollment and/or does 
not participate in financial aid. Skip to 4.33.) 

4.34 Are students required to have a minimum CGPA of 2.0 (3.0 for graduate programs) or its equivalent upon 
graduation from all programs? 
[gl Yes D No 

4.35 Who is resP2nsible for the administration of satisfactory academic P!ogress? 
Mr. Ken Gordon, the academic dean at this camp us, is responsible for the adminis tration of SAP . Mr. 
Gordon has served in this capacity since Decembe r 2016. He holds a bachelor's degree in aerospace 
engineerin g from the University of Michigan, an MBA from the Wharton School at the University of 
Pennsylvania in entrepreneurial management and finance, and a master's degree in aerospace 
engineering from the University of Southern California. His work experience includes serving as 
president for the Granada Group LLC from 2013-present. Prior to 2013 he was the co-fo und er and chief 
exec utive officerfor Zone2. Mr. Gordon is tasked with duties and respo nsibilitie s that also includ e the 
supervision of faculty, assessing the curric ulum of all programs, assessing the quality of instruction, and 
conduc ting program reviews or outcome assessments. 

Based on interviews and reviews of SAP implementation and monitoring documents, is it evident that the 
campus is providing sufficient oversight of this process? 
[gl Yes D No 

4.36 How does the camp us enco urage and assist students who are experiencing difficulty in progressing 
satisfact01ily in their programs? 
The camp us has a very good program to encourage and assist studen ts that may be experienc ing 
difficulty with particular classes in their program s. Ms. Tatiana Dolottseva, the stude nt services advisor, 
oversees the tutoring program at the campus. Ms. Dolottseva shared with the team that each quarter an e­
mail is sent out to all students regarding the procedure for requesting a tutor. Once the reque st is 
received by the academic office, she will evaluate the request and find a tutor for the student. All tutor s 
must be upper class students with a GPA of 3.5 or higher. Students are advised to direct all questions to 
Ms. Dolottseva regarding their tutoring ex erience. 

Are these mechanisms appropriate and do they demonstrate the camp us's commitment to assisting 
students? 
[gl Yes D No 

4.37 Does the campus finance any of the following: (Mark all that apply.) 
(a) [gl Scholarships? 
(b) D Grants? 
(c) D Loans? 
(d) D The campus does not offer scholarships, grants, and/or loans. (If the campus does not offer (a), (b), 

or (c), skip to 4.39.) 

If Yes for any item, does the campus properly describe in the catalog all scholarship, grant, and loan 
programs? 
[gl Yes D No 
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4.38 Doe s the campus fully disclose the terms, conditions, and application procedure s regarding campus loan , 
scholarship, and grant programs in its catalog? 
[8J Yes D No 

4.39 Are all similarly circumstanced students who enrolled at the same time and in the same program s charged 
the same tuition and fees? 
[8J Yes D No 

4.40 Are tuition and fees clearly stated in the catalog? 
[8J Yes D No 

If Yes, have student s confirmed receiving a copy of the catalog? 
[8J Yes D No D Not Applicable 

4.41 Do the financial record s of students clearly show the following: 
(a) Tuition charges? 

[8J Yes D No 
(b) Date s for the posting of tuition? 

[8J Yes D No 
(c) Fee s? 

[8J Yes D No 
( d) Other charges? 

[8J Yes D No 
(e) Payment s? 

[8J Yes D No 
(f) Dates of payment? 

[8J Yes D No 
(g) The balanc e after each transaction? 

[8J Yes D No 

4.42 Is the effective date listed on announcements of changes in tuition and fees? 
D Yes D No [8J Not Applicable (The campus has not changed tuition or fees since the last 
cata log publication.) 

4.43 Is the campus's refund policy publi shed in the catalog? 
[8J Yes D No 

4.44 Is the refund policy fair, equitable , and applicable to all students? 
[8J Yes D No 

4.45 Describe the documentation to evidence that the campus is following its stated refund policy. 
The team reviewed financial ledger sheets for each of the file s reviewed and if a refund was due 
student, it was properly noted on the ledger sheet as a refund with the date that the refund was given. 

4.46 Does the campus participate in Title IV financial aid? 
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0Yes [gl No (Skip to 4.50.) 

4.50 Does the campus have a written policy that accurate! y reflects the US. Department of Education's 
definition of a credit hour for credit hour programs and/or clock-to-credit hour program s, including 
conversion ratios? 
[gl Yes D No D Not Applicable (clock hour program s only) 

4.51 Does the campus provide discounts for cash received in advance of the normal payment schedule? 
D Yes [gl No (Skip to 4.52.) 

4.52 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? 
[gl Yes D No D Not Applicable 

4.53 Was the team able to verify the graduates reported as unavailabl e for placement on the campus's most 
recent CAR? 
[gl Yes D No D Not Applicable 

4.54 Describe the process by which students who receive financial aid are counseled concerning their student 
loan repaym ent obligations. 
[gl Not Applicable (The campus does not parti cipate in financial aid.) 

FOR MASTER'S DEGREES ONLY 

4.55 Do all students enrolled in master's degree programs possess a bachelor' s degree? 
[gl Yes D No 

4.56 Describe the techniques used by the institution to evaluate applicants' qualifications to benefit from 
graduate study. 
Each applicant is required to provide an official transcript indicating they have completed a bachelor's 
degree with a minimum of GPA of 2.0 in either business administration or computer information 
systems, depending on which master 's degree they choose to pursue. The applicant is also required to 
meet TOEFL standards for English proficiency and provide at least one letter of recommendation as to 
why they should be considered for a master' s program. 

Are these technique s appropriate? 
[gl Yes D No 

GENERAL COMMENTS: 
!fhe team found the files provided by the campus to be extremely well organized and accurate. 

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 applic able state laws? 
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IZ!Yes □ No 

5.02 Who is assigned to oversee the educational activities of all programs at the campus, and what are this 
person's qualification s relative to his or her position? 
Mr. Ken Gordon is the academic dean at this campus and has served in this capacity since December 2016. 
He holds a bachelor's degree in aerospace engineering from the University of Michigan , an MBA from the 
Wharton School at the University of Penn sylvania in entrepreneurial management and finance, and a 
master's degree in aerospace engineering from the University of Southern California. His work experience 
includes serving as president for the Granada Group LLC from 2013. Prior to 2013 he was the co-founder 
and chief executive officer of Zone2. Mr. Gordon is tasked with duties and responsibilitie s that include the 
supervision of faculty, assessing the curriculum of all rograms, assessing the quality of instruction, and 
conducting rogram reviews or outcome assessments. 

5.03 Does this person have appropriate academic or experiential qualifications? 
IZ!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. 
Program chairs are empowered to actively address the needs of students and faculty. Their focus is to 
create an environment for all to succeed at CALUMS. They have sufficient authority and responsibilit ~ 
for enhancement and administration of their programs. To illustrate, the chair meets regularly with the 
university leaders and management to discu ss problem s, challenges, and opportunities for success. In 
addition, the program chair is often reminded of the "open door" policy at the campus. A culture is 
established that permit s and encourages program chairs and administrators to effectively develo 
manage their resP.ective P.rograms of education. 

5.05 Is the time devoted to the administration of the educational programs sufficient? 
IZ! Yes D No 

5.06 Has the institution adopted and published a policy on the responsibility and authority of faculty in 
academic governance? 
IZ! 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 ? 

IZ! Yes D No 
(b) Selection of course materials, instructional equipment, and other educational resources? 

IZ! Yes D No 
(c) Systematic evaluat ion and revision of the curriculum? 

IZ! Yes D No 
(d) Assessment of student learning outcomes? 

IZ! Yes D No 
(e) Planning for institutional effectiveness? 

IZ! Yes D No 

5.08 Is there evidence that this policy has been adop ted and that faculty members are aware of it? 
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IZ!Yes □ No 

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 IZ! No (Skip to 5.10 for renewal of accreditation. Skip to 5.12for initial grants.) 

FOR RENEWAL OF ACCREDITATION ONLY 

5.10 Does the campus have any programs with current specialized or programmatic accreditation? 
D Yes IZ! No (Skip to 5.12.) 

FOR ALL CAMPUSES 

5. 12 Are the educationa l programs consis tent with the campus's mission and the needs of its students? 
IZ! Yes D No 

5.13 How does the campus involve students, graduates, administrators, faculty, and other interested parties 
such as advisory committees in the formation of policies and the design of educational programs? 

The formation of policies and design of educational programs involve students, administrators, facultyj 
and the advisory committee. For example, an advisory board is in place. They meet on a regular basis. 
Appropriate documentation is provided as evidence. This practice serves as an assessment process to 
determine the usefulness and relevance of curricula, courses, courseware, or coursework. 

5 .14 What provisions are made for individual differences among students in the learning applications, 
learning environment, and modes of instructional delivery? 

[The faculty and staff communicated during interviews that the school is considerate of differences in th 
learn ing applications, learning environments, and modes of instructional delivery. The school is very 
supportive of any student that may require additional consideration to address differences in learning or 
comprehension. This includes students with hearing, seeing, or speaking impairments. Furthermore 
tutoring is offered to any student that may require additional learning SUPP.Ort. 

5.15 Describe the system in place to evaluate, revise, and make changes to the curriculum. 
Faculty participate in a systemat ic process of continuous eva luation and revisions to the curriculum. All 
instructors are encouraged to consider changes that are designed to serve the needs of the students. Th~ 
is accomp lished via community surveys, fact-finding, classroom experience, and the input of students L 
The information and requests are passed along to the school chairs and administrators for evaluation and 
if needed, greater discussion and analysis. 

5 .16 Does the faculty participate in this process? 
IZ! Yes D No 

5.17 What evidence did the team review to confirm that credit is appropriately converted in relation to total 
student contact hours in each class? 
Evidence is provided to confirm that credit is converted in relation to student contact hours for every class. 
Documentation reviewed and analyzed included the academic credit analysis, the catalog, and interviews 
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with the staff and facult)'.. The policy is in compliance with clock-to-credit hour conversion P.Qlicies and 
regulations. 

5.18 Does the campus award academic credit to student s who demonstrate subject competency based on 
academic, occupational, or personal experiences? 
D Yes ~ No (Skip to 5.19.) 

5.19 Are courses and breaks scheduled appropriately, given the students' academic background and the 
coursework involved ? 
0Yes ~No 

If No, insert the section number in parentheses and explain: --~~~--~-~~---~----(Se ct ion 3-1-517): Courses in the ESL program are not scheduled in an educationally appropriate manner. 
Based on student interviews and as documented in student files, at least one student, Chinzoriga Tsetsgee 
had to take a lower level ESL course because the one into which she was _2laced, according to her 
entrance exam test scores, was unavailable at the time of enrollment. 

5.20 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 (fall gene ral 
education courses must be transferred in, skip to 5.21.) 
(a) Facilities. 

~Yes 0No 
(b) Instructional equipment. 

~Yes 0No 
(c) Resources. 

~Yes 0No 
(d) Support for modes of instructional delivery 

~ Yes 0No 
( e) Personnel. 

~Yes 0No 

5.21 Describe how the campus provides an environment for its faculty, through academic freedom and other 
conditions, which is conducive to effective classroom instruction. 
The campus provides a learning environment that is appropriate for effective classroom instruction. In 
particular , the faculty have the opportunity to revise the syllabi in the interest of academic freedom. The 
faculty are encouraged to utilize this freedom so long as the learning outcomes and objective s are satisfied. 
Other methods for effective classroom instruction is to utilize guest speaker s or hands-on demonstration s 
and exercises. 

5.22 Based on the team 's observation of the instructional materials used, interviews with student s and faculty, 
and a review of software licenses , is the campus in compliance with applicable licensing and copyright 
laws? 
~Yes 0No 

5.23 Are official transcripts for all qualif ying credentials and for those credentials listed in the catalog on file for 
all instructors? 
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IZ!Yes □ No 

5.24 Have faculty transcripts from institution s not accredited by agencies recognized by the United States 
Department of Education been translated into English and evaluated by a member of Association of 
International Credential Evaluators (AICE), American Association of Collegiate Registrars and Admissions 
Officers (AACRAO), or National Association of Credential Evaluation Services (NACES) to determine the 
equivalency of the credentials to credential s awarded by institutions in the United States? 
D Yes D No IZ! Not Applicable (No faculty members hold foreign credentials.) 

5.25 Is there documented evidence of a systematic program of in-service training at the campus? 
IZ! Yes D No 

If Yes, how is this documented ? 
Demon strative documen tation is evident for in-service trainin g. Each instructor attending the training is 
required to sign an attendance sheet and a copy of the attendance list is placed in a binder for record 
keeping purposes. Detailed meeting minutes are appropriate and provided in a timely manner. 

5. 26 Is there evidence that appropriate faculty developm ent plans have been developed and implemented 
annually, including documentation to support completed activities listed on the plans? 
IZ! Yes D No 

5.27 Is there evidence that full-time and part-time instructors participate in regularly scheduled faculty 
meetings? 
IZ! Yes D No 

5.28 Describe the process the campus uses to determine that there is an adequate core of full- and/or part-time 
faculty to ensure sound direction and continuity of deve~ epe nt of the educational erograms. 
CALUMS demonstrated through outcomes, length of service, retention of faculty, and other measures tha~ 
the core faculty ensures the campus will meet its stated mission and objectives. There is an adequate core 
of full- and part -time faculty to ensure sound direction and continuity of development for the educational 
program s. The campus promote s stability in the faculty through compensation, a leasant and roductive 
environment, rofessional rowth o rtunities, and other incentives. 

5.29 Describe the contracts and/or agreements the campus has with other institutions or entities. 
During an interview with the academic dean, Mr. Ken Gordon , it was confirmed that no contracts and/or 
agreement s are in Rlace with other organizations. 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, AND BACHELOR'S 
DEGREES ONLY 

5.31 Summruize the general education courses (and/or applied general education for occupational associate's 
programs) and describe whether they meet the Glossru·y definition of general education in placing 
emphasis on principles and theory, not on practical applications associated with a particular occupation ( or 
whether they are relevant to the chosen degree for applied general education in occupational associate's 
programs). 
The cameus catalog identifies courses that satisfy the concentration and general education re uirements . 
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It provides an explanation of the course numbering system. The general education courses place 
importance on principles and theory and not on practical applications associated with a particular 
occupation or profession. All general education courses give balance to the total program. The generaj 
education curriculum satisfies the criteria as outlined in the Council's Glossary. They are a ro riate for 
the rograms and the needs of the students. 

5.32 Are instructors teaching general education courses assigned in keeping with the minimum requirement s 
as stated in the Accreditation Criteria? 
~Yes 0No 

FOR ACADEMIC ASSOCIATE'S DEGREES ONLY 

5.33 Does the program include a minimum of 15 semester hours, 22.5 quarter hours, or their equivalent in 
general education courses? 
~Yes 0No 

5.34 Are at least one-half of all courses that are part of each associate's degree program taught by faculty 
members who have graduate degrees, professional degrees, or bachelor's degrees plus professional 
certification? 
~Yes 0No 

FOR BACHELOR'S DEGREES ONLY 

5.35 Does the program include a minimum of 36 semester hours, 54 quarter hours, or their equivalent in 
general education courses? 
~Yes 0No 

5.36 Are at least one-half of all lower-division subjects and all upper-division courses that are part of the 
bachelor's degree program taught by faculty members who have graduate degrees, professional degrees, 
or bachelor's degrees plus professional certification? 
~Yes 0No 

FOR ALL PROGRAMS 

5.37 Describe the student services offered by the campus to emphasize retention and program completion for all 
students and which take into account their academic and socioeconomic characteristics, such as structured 
tutoring, academic or personal counseling, and student orientation. 
Services are offered to emphasize retention and program completion. The student services department 
performs this duty. This team will consider academic and socioeconomic issues to make this effort a 
success. For example, tutoring and student orientation are provided. This is especially significan~ 
because the majority of students are foreign students. This helps to acclimate the student to CALUMS 
and ensure that the academic needs of all students are addressed appropriately and timely. 

5.38 Who is the person on staff responsible for the oversight of counseling students on employment 
opportunities, and what are this person's qualifications related to employment assistance? 
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Ms. Tatiana Dolottseva is the person responsible for the oversight of counseling students. She has earned 
a bachelor' s degree and an MBA from Strayer University. Both degrees are in human resources. She has 
been working for CALUMS since January 2016. Ms. Dolott seva has 10 years of experience in the 
human resources arena with severa l organizations. This knowledge is useful in counseling and advising 
students on current and future expectations for success. 

5.39 How does the cameus ensure and document that e~p_!oyment assistance is offered to all students? 
The campus demonstrated that they are very interested and supportive of all students whether they are 
full time or part time, day or night. All amenities, benefits, and services are provided to all students. This 
message is communicated to students in _eerson and electronically via their website. 

5.40 Are follow-up studies on graduate and employer satisfaction conducted at specific measuring points 
following the placement of the campus's graduates? 
[gl Yes D No D Not Applicable (There have been no gradua tes.) 

5.41 Does the campus use placement percentages or salary projections as part of its recruiting activities? 
D Yes [gl No 

5.42 Describe the extracurricular educational activities of the campus which serve the educational needs of the 
students (if applicable). 
Numerous extracurricular activities are provided to all students. Some of the activities include field triP.S 
and guest speakers for every program. Tutoring and academic advi sing is also available. In addition, 
· nformation and guidance is available for student transp_o_rtation , housing, and banking. This allows the 
student to focus on their school work. 

GENERAL COMMENTS: 

6. PUBLICATIONS 

6.01 What catalog was used during the evaluation? (Include the year, number , and volume, if a~e riate.) 
The team reviewed both the 2016-2018 undergraduate and 2016-2018 graduate catalogs for CALUMS ~ 
Both catalogs are effective July 1, 2016, through June 30, 2018. 

6.02 Does the campus publish a catalog that is appropriately printed and provided to all enrolled students? 
[gl Yes D No 

6.03 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(s) for which the catalog is effective on the front page or cover page? 

[gl Yes D No 
( c) The names and titles of the administrators? 

[gj Yes D No 
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(d) A statement of legal control which includes the names of trustees, directors, and officers of the 
corporation? 
~ Yes D No (Include Section 3-l-201in the finding below.) 

(e) A statement of accreditation? 
~ Yes D No D Not Applicable (initial applicant) 

(f) A mission statement? 
~Yes 0No 

(g) A list of full-time faculty member s, qualifying credentials, awarding institution, and area of teachin g 
speciali zation? 
~Yes 0No 

(h) An academic calendar? 
~Yes 0No 

(i) A full disclosure of the admission requirements? 
~Yes 0No 

G) A list of institutions with which the institution has established articulation agreements? 
D Yes D No ~ Not Applicable 

(k) A statement on the transferability of the credits in the program s that are offered? 
~Yes 0No 

(1) A description of the contracts or agreements and service s to be provid ed, if the institution has an 
agreement with an accredited or unaccredited institution, or an international partnership agreement? 
D Yes D No ~ Not Applicable 

(m) A statement for each curriculum that includes a statement of objective or purpose; an accurate and 
complete list of all courses in the curriculum with a unique identifying number, title and credit or clock 
hours awarded; the total credit or clock hours required to complete the curriculum ; 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 curriculum? 
~Yes 0No 

(n) A description of each course that includes the identif ying number , a title , credit or clock hour s 
awarded, a concise description of the course contents, and any necessary prerequisites and/or 
corequisites? 
~Yes 0No 

( o) An explanation of the grading system that is consistent with the one that appears on the student 
transcript? 
~Yes 0No 

(p) A definition of the unit of credit? 
~ Yes D No D Not Applicable (The campus does not award credit.) 

(q) A complete explanation of the standard s of satisfactory academic progress? 
0 Yes ~No 

(r) A description of the certificates, diplomas, and/or degrees awarded along with a statement of the 
requirements necessary for completion of each? 
~Yes 0No 

(s) The transfer of credit policy? 
~Yes 0No 

(t) A statement of the tuition , fees, and any other charges? 
~Yes 0No 

(u) A complete and accurate list of all scholarships, grants , and loans offered? 
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C8:] Yes D No D Not Applicab le (No scholar ships, grants, and loan s are offered.) 
(v) The refund po licy? 

C8:] Yes D No 
(w)A statement describin g the student services offe red? 

C8:] Yes D No 
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(x) A student grievance poli cy that includ es the name and address of ACICS (which may be in the student 
handbook instead of the catalog)? 
C8:] Yes D No (Include Section 3-J-202(d) in the finding below.) 

If No for any item, inse1t the applicable section numb ers 3-1-201 , 3-1-202(d), 3-1-701 , and/or Appe ndix C 
in parentheses and explain: 
(Section 3-1-701 and Appendix C): The catalog does not meet Counci l requirements. The cata log does 
not contain a complete explanation of the standards of satisfactory academic progress (SAP). As noted in 
section 4 of thi s report, the current SAP policy does not contain an exp lanation of non-credit or remedial 
courses, and their effect on SAP. 

6.04 Doe s the camp us list degrees of staff members in the cata log? 
D Yes C8:] No 

6.05 Doe s the campus offer degree program s? 
C8J Yes D No (Skip to 6.06.) 

If Yes, does the ca talog contain the followin g: 
(a) An explanation of the course numbelin g system (for all levels)? 

C8:] Yes D No 
(b) Identificat ion of courses that satisfy general education requirement s (for occupat iona l associate's , 

acade mic assoc iate's, and bache lor 's degrees only)? 
C8:] 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)? 
C8:] Yes D No D Not Applicab le 

(d) Identification of courses that satisfy the upper-divi sion (for bachelor 's degree s only)? 
C8J Yes D No D Not App licable 

6.06 Does the camp us offer courses and/or progra ms via distance educat ion? 
D Yes C8:] No (Skip to 6.07.) 

6.07 Is the cata log updated at an appropriat e interval? (An adde ndum/suppleme nt should not be used as a 
substitute for meeting this expectation.) 
C8:] Yes D No 

6.08 Doe s the cata log contain an addendum/supplement? 
D Yes C8:] No (Skip to 6.09.) 

6.09 Is the catalog available online? 
C8:] Yes D No (Skip to 6.10.) 
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If Yes, does it match the hard copy version? 
~Yes 0No 

6.10 Does the campus utilize a multiple-school catalog? 
D Yes ~ No (Skip to 6.11.) 

6.11 Is all advertising and promotional literature , through any type of media (social media, web site, 
newspapers, etc.), truthful and dignified? 
0Yes ~No 
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If No, insert the section number in parenthes es and explain: -~--~~-~--=--~~----(Se ct ion 3-1-703 & Appendix C): Not all of the information provided on the CALUMS website 
accurately reflects the current status of the campus. Specifically, the information about the ESL program is 
inconsistent with the catalog. The admissions requirement s, Engli sh language proficiency test score ranges, 
and ESL level allocations all have variances. See the En lish as a Second Lan ua e section for addition 
details 

6.12 Is the correct name of the campus listed in all advertising, web postings, and promotional literature? 
~Yes 0No 

6.13 Where does the campus advertise (publications, online, etc.)? 
CALUMS, supported by a department dedicated specifically to marketing, advertises in a variety of media. 
In addition to the campus website, the campus utilizes a number of online and social media outlets 
including Facebook, Twitter , Instagram, Linkedln, and Slideshare . Several Y ouTube videos and 
commercials can also be found online. Print media advertisements are found in flyers, brochures , 
American and international news a ers, ostcards, and PULSE, the CALUMS uarterly magazine. 

Are all print and electronic advertisements under acceptable headings? 
~Yes 0No 

6.14 Does the campus use endorsements, commendations, or recommendations in its advertising? 
~ Yes D No (Skip to 6.15.) 

If Yes, describe how the campus uses endorsements, commendations, or recommendations in its 
advertising. 
Many of the Y ouTube videos utilized by the campus include endorsements, commendations, and 
recommendations from students, faculty, and staff. 

If Yes, is there evidence that prior written consent was obtained and that all representations are factual and 
portraying current conditions? 
~Yes 0No 

6.15 Does the campus utilize services funded by third parties? 
D Yes ~ No (Skip to 6.16.) 
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6.16 Does the campus avoid offering monetary incentives to attract students and avoid making guarantees for 
job placement or salary for graduates? 
~Yes 0No 

6.17 Is the phrase "for those who qualify" properly used in all advertising that references financial aid? 
D Yes D No ~ Not Applicable (The campus does not participate in financial aid.) 

6.18 Does the campus provide the following information to the public: 
(a) Campus retention rate? 

~Yes 0No 
(b) Campus placement rate? 

~Yes 0No 
(c) All program retention rates? 

~Yes 0No 
(d) All program placement rates? 

~Yes 0No 
(e) Licensure examination pass rates? 

D Yes D No ~ Not Applicable (No programs require licensure or certification.) 

Where is this information published? Describe any additional information that the campus rovides. 
Student achievement information is published on the campus's website under the tab "consumer 
information." Although the campus did not initally have current information available, the campus rectified 
the issue by osting a co y of the 2016 CAR summary age on the website during the visit. 

Does the information provided match the infmmation reported on the campus's most recent CAR? 
~Yes 0No 

Does the performance information disclosure include the required statement, "These are the data reported 
to ACICS by the institution in its most recent Campus Accountability Report "? 
~Yes 0No 

FOR MASTER'S DEGREES ONLY 

6.19 Does the catalog have a separate section describing the following: 
(a) Program requirem ents? 

~Yes 0No 
(b) Admission procedures? 

~Yes 0No 
(c) Transfer policies? 

~Yes 0No 
( d) Graduation requirement s? 

~Yes 0No 
(e) Regulations? 

~Yes 0No 
(f) Course descriptions? 

~Yes 0No 
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7. LIBRARY , INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 
FOR ALL PROGRAMS 

7.01 Has the campus developed an adequate core oflib rary resources to support academic success and to meet 
instruction and research needs? 
IZ] Yes D No 

7.02 Does the campus ensure access of library resources to all faculty and students, including students at 
nonmain campuses? 
IZ] Yes D No 

7.03 Describe the training and support to faculty and students that the campus provides in utilizing library 
resources as an integral part of the learning process. 
The CALUMS library offers training and orientation settings for both faculty and students during 
operating hours. Faculty are encouraged to assign projects that involve the library and research skills for 
students. The librarian and library assistant will aid students in research as well as any area that pertains 
to the library . During the visit, the team was able to see a sign-in sheets for both faculty and student 
attendance in library orientations. 

7 .04- Are adequate staff provided to support library development , collection, organization, and access ibility? 
iZ] Yes D No 

7.05 Describe the campus's continuous assessment strategy for library resources and information services. 
The librarian sends out an e-mail to all faculty solicitin g resources they may like to add to their program . 
Whil e on site, the team was able to view the forms that have been filled out by faculty members. The 
databases used through InfoTrac 250 are renewed yearly, as are magaz ine and journal subscription s. 
The academic committee meets quarterly to discuss requests. In the last year, the fiscal budget increased 
from $25,000 in 2015/2016 to $60,000 in 2016/2017. The library , faculty, staff, and admini stration are 
diligently working to improve resources for both faculty and students. 

Are these methods appropriate? 
IZ] Yes D No 

7 .06 Is there a physical space on site or within close proximity of the campus in order to allow for access to 
library resources and services? 
IZ] Yes D No D Not Applicable (Campus has no residential component.) 

FOR NONDEGREE PROGRAMS ONLY 

7.07 Are appropriate reference materials and periodicals available for all programs offered? 
IZ] Yes D No 

7.08 Are the instructional resources organized for easy access and usage? 
IZ] Yes D No 
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7.09 Is there a current inventory of instructional resources and equipment? 
~Yes 0No 

7 .10 Does the campus have appropriate and sufficient instructional resources, equipment, and materials to meet 
its educational program objectives and student needs? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIATES , ACADEMIC ASSOCIATE'S, BACHELOR 'S, AND MASTER'S 
DEGREES ONLY 

7 .16 Is the institution 's established annual budget appropriate to the size and scope of the campus and the 
programs offered, and is the allocation appropri ately expended for the purchase of books, periodicals, 
library equipment , and other resource and reference materials? 
~Yes 0No 

7 .17 What is the amount of the current year's library budget excluding personnel allocations? 
The current year's library budget is $60,000. 

7.18 Wh~ rtion of the current year's library budget has been~ nt? 
Of the current year's librar budget, $21,418.42 has beens ent so far 
How has the money been allocated ? 
The current year's budget is as follows: 
Journal and Magazine Subscriptions- 360.93 
Library Online Resources- $1,043.5 
Library Books- $20,013.97 

7 .19 Are the library materials and services available at times consistent with the typical student' s schedule in 
day, evening, and online programs? 
~Yes 0No 

7 .20 Describe how the faculty inspire , motivate, and direct student usage of the library resources, including 
sp_ecific exam12les. 
Faculty of the bachelor 's degree in business administration, the MBA , and the associate's degree in 
healthcare busines s administration programs incorporat e class projects that require utilization of the 
library resource s. Faculty of the bachelor 's and master's degree of computer information systems 
program s have library activities and assignments embedded within the courses. After speaking with 
students, they did confer that they do and are required to use the library facilities. Furthermore , the ESL 
certificate _program encourages learners to check out leisure books to help improve reading skills. 

Are these methods appropriate? 
~Yes 0No 

7.21 Describe how the faculty have involvement in the selection of library resources. 
During the fiscal year, the academic committee meets quarterly. The committee includes the librarian and 
program chairs who are all acting faculty members who meet to discuss additions to the library resource 
for each program. The list is then com_piled and forwarded to the academic dean, who will a_pprove or 
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deny. Once approved, the list is forwarded for purchasing of additional library resources. The librarian 
also mentioned that an e-mail is sent to all faculty asking for individual input to the addition of materials. 
There is a formal book, magazine , CD, and DVD request form that all faculty can access. The team was 
able to view evidence that faculty do take advantage of the O_Q ortunity to re uest additional resource s. 

FOR ACADEMIC ASSOCIATE'S AND BACHELOR'S DEGREES ONLY 

7.22 Doe s the library collection include magazines and professional journal s and periodical s? 
~Yes ONo 

7.23 Does the library collection include holdings in the humaniti es, arts, social sciences, and sciences, 
including mathematics? 
~Yes ONo 

7.24 During library hours, are there well-trained individuals who supervise the library and assist students with 
library functions, and who are competent both to use and aid in the use of the online and computer-based 
library resources? 
~Yes ONo 

7.25 Does the library make available appropriate reference, research, and information resources to provide basic 
support for curricular and educational offerings and to enhance student learning? 
~Yes ONo 

FOR ACADEMIC ASSOCIA TE'S , BACHELOR'S, AND MASTER'S DEGREES ONLY 

7 .26 Who supervises and manages the library on-site, and what are this person's qualifications? 
Ms. Amy Billerbe ck supervise s and manage s the on-site library at CALUMS campus. She holds a 
bachelor's degree in history with a minor in communication from Purdue Univer sity. She also earned a 
master's degree in library science (MLS) from Indiana University. Ms. Billerbeck has been a librarian 
for over 19 years serving higher education facilities. 

Does this individual: 
(a) Supervise and manage the library and instructional resources? 

~ Yes ONo 
(b) Facilitate the integration of instructional resources into all phases of the campus's curricular and 

educational offerings? 
~Yes ONo 

(c) Assist students in the use of instructional resources? 
~Yes ONo 

7.27 Have library staff transcript s from institutions not accredited by agencies recognized by the U.S. 
Department of Education been translated into English and evaluated by a member of National Association 
of Credential Evaluation Services (NACES), American Association of Collegiate Registrars and Admission 
Officers (AACRA O), or Association of International Credential Evaluators (AICE) to determine the 
equivalency of the degrees to degrees awarded by campuses in the United States? 
D Yes D No ~ Not Applicable (Library staff do not hold foreign credentials.) 
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7.28 Is documentation on file to reflect the librarian's participation in annual professional growth activities? 
~Yes 0No 

7.29 What are the library ' s hours of operation, and who is responsible for overseeing the library during these 
hours? 
The library at CALUMS is open Monday through Friday, from 9:00 am until 6:00 pm, and it is open on 
Saturday from 9:00 am until 5:00 pm. Durin g the hours that the library does not have staff on duty to 
assist students, it does remain open and student s can still check out materials. There is a log so student s 
may check out material s even when the librarian or assistant is not available. The librarian or library 
assistant e-mails the student within 24 hours to give them a due date for checked out items. The librar 
is closed on Sundays and access is not available. The library supervisor, Ms. Amy Billerbeck, is 
available Monday through Friday from 2:45pm until 6:00pm. She will exend her hours until 7:00 pm 
when the need arises. Ms. Paola Fattorini is the library assistant and is available Monday through! 
Thursday from 9:00 am until 6:00 m. She is also available every other Saturday from 9:00 am until 
5:00 pm. 

7 .30 Is the Dewey Decimal, Librar y of Congress, or other appropriate system of classification used to organize 
the library materials? 
~Yes 0No 

7 .31 Are records of physical and/or online resources and circulation accurate and up to date? 
~Yes 0No 

7 .32 If interlibrary agreements are in effect, are the provisions appropriate, do they ensure practical use and 
accessibility to the students, and is evidence of student use documented? 
~ Yes D No D Not Applicable (no interlibrary agreements) 

7.33 Are the library physical holdings and/or full-text online collections up to date and adequate for the size 
of the campus and the breadth of and enrollment in its educational programs? 
~Yes 0No 

FOR MASTER'S DEGREES ONLY 

7.34 Does the individual who supervises and manages the library hold an M.L.S. degree or the equivalent, with 
special qualifications to aid students in research? 
~Yes 0No 

7.35 During library hours, is there a professionally trained individual on duty who supervises the library and 
assists students with library functions, and who is competent both to use and aid in the use of the online 
and computer-based library resources? 
~Yes 0No 

7 .36 Do the library holdings exceed the requirements of the average student in order to encourage the 
intellectual development of superior students and to enrich the professional development of the faculty? 
~Yes 0No 
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7.37 Does the collection include major professional journal s and reference services, research and methodology 
materials, and as appropriate, information technologies and facilities? 
[8J Yes D No 

7 .38 Are the library holdin gs, including full-text online collection s, up to date and adequate for the size of the 
campus and the breadth of and enrollment in its educational programs? 
[8J Yes D No 

7 .39 What library resources does the campus provide to support a better understanding of methods and 
principles scholarly research and how to use information ethically at the graduate level? 

e CALUMS library subscribes to magazines and journals such as American Journal of Public Health, 
ational Geographi c, Wall Street Journal, Forbes, Money, Bloomberg, Wired, MIT Technology, and 
any more. The library uses InfoTrac 250 where students have access to numerous databases. Not onl 

i:loes the campus subscribe to numerous journals and magazines applicable to the programs offered , but 
[l!o has shared resources agreement with six surrounding libraries : Arlington County Public Library, 
Mary Styles Riley Falls Church Public Library, Prince George's County Memorial Library, Fairfax 
County Public Library, Ashburn Public Library in Loudon County Public Library, and Silver Spring 

ounty Public Library in Montgomery County. The student population is diverse and having shared 
resources with other libraries where students only need their CALUMS ID to acquire a library card from 
llie shared library agreement does open up additional avenues in which to access and acquire information. 

e librarian and the assistant librarian also work with individual students in the capacity of teaching skills 
, ecessary to research P.articular to ics. The librarx houses examP.les of exem larY. research P.ro·ects from 
current students. 

8. PROGRAM EVALUATION 
!Bachelor's Degree in Business Management 
Master's Degree in Business Administration (MBA) 

FOR ALL PROGRAMS 

8.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes [8J No (Skip to 8.02) 

8.02 Who is assigned to administer the academic program(s) listed above, and what are this person's 
qualifications? 
Dr. Alisher Akhmedjonov is the chair of business program s and has held this position since March 2015. 
In this capacity , Dr. Akhmedjonov is the person assigned to administer the academic program s of the 
bachelor 's d~gr:ee in business management and the master 's de ee in business administration, 
res ectively. 

Academically, Dr. Akhmedjonov earned a doctorate and master's degree in policy analysis from Pardee 
Rand Graduate School, and a master 's degree in economics from the University of San Francisco. 
Additionally , Dr. Akhmedjonov is a Project Management Professional (PMP) with Project Management 
Institute (PMI). Ex erientially, Dr. Akhmedjonov has over eight years in ostsecondary education in the 
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United States and abroad. He has held position s of increasing respon sibility , such as: adjunct instructor , 
assistant profe ssor, full -time faculty, and busine ss pro gram s chair. Dr. Akhmedjonov 's experience in 
academia is coupled over 15 years in the rivate and gove rnment sector s primarily as an economist, 
anal st, and consultant. 

8.03 Does this individu al possess appropriate acade mic or experiential qualifications? 
t:8] Yes D No 

8.04 Describe what evidence there is that the program administrator has sufficient authority and responsibility 
for the deve lopm ent and adm inistration of the educat ional program(s). 
The program administrator works in conjunction with key stakeholders such as faculty, program advisory 
committe e members, and stud ents to reco mmend changes and revisions to the educational programs. Input 
of faculty and admini strator s may also be gathered through faculty meetings and academic committees o 
CALUMS. Program administrators provide leader ship and oversight of academic programs, promote 
profe ssional deve lopm ent of faculty, and ensure that students' academic goals are achieved. Faculty 
member s and academic administrators share res onsibilit y and authorit for the educational ro ams. 

8.05 Are the time and reso urces devoted to the admin istration of the educational program(s) sufficient? 
t:8] Yes D No 

8.06 Does the program mee t the needs of its studen ts and the requirements of the Council, as shown by stud ent 
achievement outcomes which meet or excee d the standards for the following areas: 

(a) Stude nt retention rate of 65 per cent (programs > 1 year in length) OR 70 percent (programs :S 1 year in 
length)? 
t:8] Yes D No D Not Applicab le (Data not avai lable.) 

(b) Student placemen t rate of 70 percen t? 
D Yes t:8] No D No t App licable (Data not available.) 
If No, list progra ms that fall below the standards. 

e bachelor 's degree rogram in business management re orts a Q!acement rate of zero (0} Qercent on 
the 2016 CAR. 

If No for either item, does the campu s pro vide a Campus Effectiveness Plan (CEP) that includes an 
impro vement plan for this program with data, analy sis, and activities to meet or exceed Council 
requiremen ts? 
D Yes t:8] No 

If No, insert "Sec tions 2- 1-809 , 3- 1-110, 3- 1-111, 3- 1-5 12, an~ ndix K"~ p~ entheses and exe.lain: 
(Sections 2-1-809, 3-1-110, 3-1-111, 3-1-512, and Appendix K): At the time of the team 's visit, there was 
no improvement plan included in the CEP that satisfac toril y detail ed how the cam2u s would increase the 
placement rate of the bachelor 's degree in business man agement 2ro gram. 

8.07 Does the program utilize a varie ty of commun ity resources to enha nce stud ent achievemen t and potential 
career opportunities? 
t:8] Yes D No 
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If Yes, list the community resources and describe how they enhance student enrichment and potential 
career 002ortunities. 
Via conversations with students, faculty, staff, and a review of documentation the team could ascertain the 
cam us a tly inco orates a varietY. of community resources to enrich and enhance the business rograms. 

Industry professionals and graduates serve as guest speakers to share personal and professional insight s 
respective of the career field. Specifically , on November 15, 2016, Mr. Dipen Bhakta, a business ...._ __ _ 
operations manager employed with Luzon Technologies, spoke to the students regarding "Best Tech Skills 
to Learn." Topics included in the discussion: "attracting, assessing and placing specialized expertise in thel· 
information technology (IT), finance , accounting and engineering fields," "the job interview process," and 
"the hiring process." On April 21, 2016, guest speaker s, Ms. Abhaya Deuja and Mr. Mushfiqur Rahmant, 
professionals currently employed with Synchronisys, spoke to students regarding current job opportunities 
with the organization. The program also has an advisory board that meets semi- annually which include s 
employers from the local community who rovide curriculum and program specific advice as it relates to 
current career trends. 

The combined community resources work in concert to enhance student achievement by giving student s 
practical learning opportunities to augment theoretical concepts taught in the classroom, the ability to learn 
from people actually employed in the student 's prospective field, and the opportunity to witness first-hand 
the inner workings of a chosen rofession cou led with needed ex sure to tential em12loyers. 

8.08 Does the catalog and/or other advertising material such as brochures and the campus web site, accurately 
describe the program, its objectives, and its potenti al occupational outcomes? 
[8J Yes D No 

8.09 Does the program include an externship? 
D Yes [8J No (Skip to 8.10.) 

8.10 Does the program use independent studies? 
D Yes [8J No (Skip to 8.12.) 

8.12 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
[8J Yes D No 

8.13 Are course prerequisites appropliate, are they identified in the catalog, and are they being followed? 
[g] Yes D No 

8.14 Is an appropria tely detailed syllabu s on file for each course that includes the following elements: 
(a) Title and course descriptions? 

[g}Yes ONo 
(b) Cour se number s? 

[8J Yes D No 
(c) Course prer equisites and/or corequisite s? 

[8J Yes D No 
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(d) Instructional contact hours/credits? 
[gJ Yes D No 

(e) Learning objectives 
[gl Yes D No 

(t) Instructional materials and references? 
[gJ Yes D No 

(g) Topical outline of the course? 
[gl Yes D No 

(h) Instructional methods? 
[gl Yes D No 

(i) Assessment criteria? 
[gJ Yes D No 

(j) Method of evaluating students? 
[gJ Yes D No 

(k) Date the syllabus was last reviewed? 
[gl Yes D No 

8.15 Do students confirm that they receive a course syllabus and that it is followed? 
[gl Yes D No 

8.16 Are the courses availab le when needed by the student in the normal pursuit of a program of study? 
[gl Yes D No 

8.17 Does the campus participate in Title IV financial aid? 
D Yes [gJ No (Skip to 8.20.) 

FOR ALL PROGRAMS 

8.20 Are the following appropriate to adequately support the number of students and nature of the program: 
(a) Facilities? 

[gl Yes D No 
(b) Instructional equipment? 

[gJ Yes D No 
(c) Resources? 

[gJ Yes D No 
(d) Support for modes of instructional delivery? 

[gJ Yes D No 
(e) Personnel? 

[gJ Yes D No 

8.21 Describe how the program(s) includes the following required instructional components: 
(a) Systematic planning. 
(b) Well-defined instructional objectives. 
(c) The selection and use of appropriate and current learning materials. 
(d) Appropriate modes of instructional delivery. 
(e) The use of appropr iate assessment strategies . 
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(t) The use of appropriate experiences. 

(a) Systematic tanning. 
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Interviews with faculty and staff, and the review of team room documentation aptly evidenced systematic 
planning on the behalf of the campus. Faculty member s are expected to provide input to academia 
admini strators in the systematic evaluation and revision of the curriculum and in planning for institutional 
effec tiveness. 
(b) Well-defined instructional objectives. 
A team review of syllabi and course related materials demonstrated well-defined instructional objectives. 
Objectives were clearly stated and duly correlated to career pre aredness of respective job duties within 
fields. 
(c) The selection and use of appropriate and current learning materials. --~--~~-~~-~---In accordance with campus policy, faculty members are encouraged to actively participate in program 
development and the selection of learning resources to augment student learning outcomes. This includes 
but is not limited to textbooks, instructional uipment, and library resources. 
( d) Appropriate modes of instructional delivery. 
The modes of instruction al delivery utilized at the campus are varied in an attempt to reach different 
student learning styles. There is lecture for the auditory learner, PowerPoint s and other audio-visual aides 
to address the needs of the visual learner , along with lab and practical learning opportunities for the 
kinesthetic learner. Moreover, additional accommodations are made to address the needs of students that 
reguire focused attention, in way of tutoring. 
(e) The use of appropriate assessment strategies. 
The campu s demonstrates the use of appropriate assessment strategies. Syllabi contain well-defined course 
grading and policies elements includin g teaching strategies, course evaluation, grading scales, and grade 
categories. Student assessments are based on the stated parameters. 
(t) The use of aperopriate experiences. 
Community resource activities allow students to gain exposure to local employers and practical learning 
experiences. The team observed classes in session and witnessed instructors and students inco orating 
subject-related ersonal anecdotes into the dailY. lessons 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S , 
AND BACHELOR'S DEGREES ONLY 

8.24 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 level of the credential awarded? 
~Yes ONo 

8.25 Is the size of the faculty appropr iate to the total student enrollment? 
~Yes ONo 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR 'S, AND 
MASTER'S DEGREES ONLY 

8.26 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuit y of 
development of the program? 
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IZ!Yes □ No 

FOR ACADEMIC ASSOCIATE 'S, BACHELOR'S, AND MASTER'S DEGREES ONLY 

8.27 Are teaching loads reasonable? 
IZ! Yes D No 

FOR BACHELOR'S DEGREES ONLY 

8.40 Is the number of hours required to complete the program at least 120 semester hours, 180 quarter hours, 
or their equivalent, earned over a period of eight semesters, 12 quarters, or their equivalent? 
IZ! Yes D No 

8.41 Is there a minimum of 60 semester hours, 90 quarter hours, or their equivalent in courses within the area 
of concentration? 
IZ! Yes D No 

8.42 If the institution offers only the last two years of the bachelor' s degree program, do the catalog and all 
advertising materials clearly describe the requirements for admission? 
D Yes D No IZ! Not Applicable (The institution offers all four years of the degree.) 

8.43 How does the cmTiculum quantitatively and qualitativ ely approximate the standard s at other collegiate 
institution s offering the same degree? 
The bachelor 's degree program in business management at CALUMS presents with curricula than ---quantitatively and qualitatively approximate the standards at other collegiate institutions offering the same 
degree by course offerings and credits required for completion. Courses follow a logical sequence while 
building upon sound foundational concepts. Faculty members are duly qualified presenting with stron 
educational and professional backgrounds to support their instruction. The courses offered closely mirror 
that of com arable degree granting institutions with due rigor of the curriculum. 

8.44 Is enrollment in the third and fourth years of the bachelor 's program sufficient to support regularly 
scheduled classes and laborator y work? 
IZ! Yes D No D Not Applicable (no students in the third and fourth years) 

8.45 Are the third- and fourth-year courses based upon appropriate prerequisites? 
IZ! Yes D No 

FOR MASTER'S DEGREES ONLY 

8.46 Describe the committee that oversees the developm ent , modification, and maintenance of the graduate 
degree program. 
The committee that oversees the development, modification, and maintenance of the graduate degree 
program meets at a minimum semi-annually and is com rised of the cam us director, deans , rogram 
chairs, faculty members, local em loY.ers and students 

Does the committee include the following: 
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(a) Students? 
lZJ Yes D No 

(b) Faculty? 
lZJ Yes D No 

( c) Administrators? 
lZJ Yes D No 

(d) Employers? 
lZJ Yes D No 
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8.47 Are the program, courses, and services appropriate to the institution's mission and to its specific goals and 
objectives? 
lZJ Yes D No 

8.48 Describe how the graduate program faculty members are directly involved in the development and 
modifi cation of the master 's degree eolicies , rocedures, and curricula. 
Graduate faculty members are directly involved in the development and modification of master 's degree 
policies, procedures, and curricula via academic committee membership. At a minimum, CALUMS holds 
semi-annual meetings of the graduate programs academic committee to share ideas on updating and 
improving the graduate programs. Moreover , informally, faculty members are etitioned to rovide in ut 
garnered for their time in industrY. on current trends in the global marke lace 

8.49 Is the number of hours required to complete the program at least 30 semester hours, 45 quarter hours, or 
their equivalent of coursework, plus a thesis at the graduate level; or at least 36 semester hours, 54 
qumter hours, or their equivalent of coursework at the graduate level if a thesis is not required? 
lZJ Yes D No 

8.50 How does the curriculum quantitatively and qualitativ ely approximate the standm·ds at other collegiate 
institutions offering the same degree? 
The MBA program at CALUMS presents with curricula that quantitatively and qualitatively approximate 
the standards at other collegiate institutions offering the same degree by course offerings and credits 
required for completion. Courses follow a logical sequence while building upon sound foundationa 
concepts. Faculty members are duly qualified presenting with strong educational and professional 
backgrounds to support their instruction. The courses offered closel mirror that of comparable de~e e 
granting institutions with due rigor of the curriculum. 

8.51 Is enrollment in the master 's program sufficient to support regularly scheduled classes and laboratory 
work? 
lZJ Yes D No 

8.52 Do all faculty members possess a graduate degree in the field or a related field of the courses they are 
teaching, or do those without master's degrees demonstrate evidence of exceptional practical or 
professional experience in the assigned field , or are they teaching in an assigned field in which graduate 
degrees are not widely available? 
lZJ Yes D No 

8.53 Is the number of faculty with terminal degrees appropriat e for the gradua te enrollm ent? 
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IZ!Yes □ No 

8.54 Does the faculty possessing terminal degrees teach at least one-half of all graduate-level courses? 
IZ! Yes D No 

8.55 Does the campus encourage graduate faculty members to engage in scholarly researc h and to publish in 
professional journals? 
IZ! Yes D No 

If Yes, describe how the campus encourages scholarly activity: 
The CALUMS campus encourages its graduate faculty member s to engage in scholarly research and to 
publish in professional journal s via monetar y stiRends in the amount of $300 dollars to reimburse for anx 
ex enses incurred . 

GENERAL COMMENTS: 
e team's visit revealed sound business programs. Students were found to be enthusiastic about their field of 

study . The administration, faculty, and staff were found to be knowled geable, caring, and committed to student 
success . Students interviewed in the bachelor 's degree program indicated a desire for higher degree attainment 

ith the campus. Furthermore, students stated they would recommend CALUMS to friends and family members 
or the educational needs. 

8. PROGRAM EVALUATION 
Bachelor's Degree in Computer Information Systems 

aster's Degree in Computer Information Syste 

FOR ALL PROGRAMS 

8.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes IZ! No (Skip to 8.02) 

8.02 Who is assigned to administer the academic program(s) listed above, and what are this person's 
qualifications? 
Mr. Peter Smoliansk.i is the program chair for the computer information systems program . His academia 
background consists of a bachelor's degree in theology from Ner Israel Rabbinical College in Baltimore 
and a master's degree in information systems from the University of Maryland-Baltimore County. 
Moreover, Mr. Smolianski has received a certification for project manageme nt (PMP) and Information 
Technology Infrastructure Library (ITIL). The se credentials are highly recognized in the industry. His 
work experience compliments his education very nicely. To illustrate, he served as the director of 
information technolog y for the United States Courts from 2015 to the resent. Before that he was the chief 
technolog y officer for the District of Columbia Courts (2006-20 15) 

8.03 Does this individual possess appropri ate academic or experiential qualifications? 
IZ! Yes D No 
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8.04 Describe what evidence there is that the program administrator has sufficient authority and responsibility 
for the development and administration of the educational program(s). 
Sufficient evidence was provided to demonstrate appropriate responsibility is given to the administration 
of all programs. The documentation reviewed to determine sufficient authority included the ACICS data 
sheet, vita, college transcri ts, ·ob descri tion, interviews with staff and faculty, and em loyee files. 

8.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
i:gj Yes D No 

8.06 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)? 
i:gj Yes D No D Not Applicab le (Data not available.) 

(b) Student placement rate of 70 percent? 
i:gj Yes D No D Not Applicable (Data not available.) 

8.07 Does the program utilize a variety of community resources to enhance student achievement and potential 
career opportunities? 
i:gj Yes D No 

If Yes, list the community resources and describe how they enhance student enrichment and potential 
career opportunities. 
Community resources are being effectively utilized in the computer information systems (CIS) programs. 
For example, guest speakers and field trips are provided to the students in the interest of enriching the · 
learning experience and developing potential career opportunities. Mr. Christophe Touret of Microst~~ gy 
provided a session in November 2016 on the topic of technology careers. Mr. Dipen Bhakta of Luzon 
provided a session on "Best Tech Skills to Learn" in November 2016. Field trips are also offered to 
students. For example, in October 2016 students visited the IT department of the U.S. District Court. 
Flyers, sign-in sheets, and photographs are captured and documented as evidence that these events are 
provided to the students. In addition, an advisory board is in lace to hel SUQQOrt the needs of the students, 
the university, and the community. 

8.08 Does the catalog and/or other advertising material such as brochures and the campus web site, accurately 
describe the program, its objectives, and its potential occupational outcomes? 
i:g] Yes D No 

8.09 Does the program include an externship? 
D Yes i:gj No (Skip to 8.10.) 

8.10 Does the program use independent studies? 
D Yes i:g] No (Skip to 8.12.) 
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8.12 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
~Yes 0No 

8.13 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
~Yes 0No 

8.14 Is an appropliate ly 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) 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 
U) Method of evaluating students? 

~Yes 0No 
(k) Date the syllabus was last reviewed? 

~Yes 0No 

8.15 Do students confirm that they receive a course syllabus and that it is followed? 
~Yes 0No 

8.16 Are the courses avai lable when needed by the student in the normal pursuit of a program of study? 
~Yes 0No 

8.17 Does the camp us participate in Title IV financial aid? 
D Yes ~ No (Skip to 8.20.) 

FOR ALL PROGRAMS 

8.20 Are the following appropr iate to adequate ly support the number of students and nature of the program: 
(a) Facilities? 

~Yes 0No 
(b) Instructional equipment? 
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cg]Yes 0No 
(c) Resources? 

cg] Yes D No 
(d) Support for modes of instructional delivery? 

cg] Yes D No 
(e) Personnel? 

cg] Yes D No 

8.21 Describe how the progr am(s) includes the following required instructional components: 
(a) Systematic planning . 
(b) Well-defined instructional objectives. 
(c) The selection and use of appropriate and current learning materials. 
(d) Appropriate modes of instructional delivery. 
(e) The use of appropriate assessment strategies. 
(f) The use of appropriate experiences. 
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(a) Systematic planning is in place to support the needs of the students, faculty, and administration. The 
programs are well-structured and thought out. This process provides the opportunity to manage the 
programs effectively and efficient ly. 
(b) The curricu lum is organized with well-defined instructional objectives for each course. The 
objectives serve as the mantra for learning and clearly communicate the expectations for each course. 
(c) The institution uses a variety of learning materials to promote education for every student. The CIS 
program utilizes textbooks , hardware , software, networks, and the cloud to expand student knowledge. 
(d) The modes of instructional delivery include lecture , discussion, hands-on exercises, and homeworki 
assignment s. This approach provides the opportunity to address all learning styles in the classroom . 
(e) The assessment strategies are appropriate and consistent. Students are tasked with demonstrating 
their level of comprehension via exams, homework , projects, and class presentations . 
(f) The faculty for the CIS program has a diversified background and knowledge base. They use this as 
leverage in the classroom. The experience and talents of the instructors are shared with the students in 
~he interest of ex ounding the learner's roficiency . 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE 'S, 
AND BACHELOR'S DEGREES ONLY 

8.24 Do the facu lty member s' qualifications meet the minimum requirem ents outlined in the Accreditation 
Criteria, and are their qualifications academically and experienti ally appropriate to the subject matter 
they teach and the level of the credential awarded? 
cg] Yes D No 

8.25 Is the size of the faculty appropriate to the total student enrollment? 
cg] Yes D No 
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FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 
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8.26 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development of the program? 
IZ] Yes D No 

FOR ACADEMIC ASSOCIATE'S, BACHELOR 'S, AND MASTER'S DEGREES ONLY 

8.27 Are teaching loads reasonable? 
IZ] Yes D No 

FOR BACHELOR'S DEGREES ONLY 

8.40 Is the number of hours required to complete the program at least 120 semester hours, 180 quarter hours, 
or their equivalent, earned over a period of eight semesters, 12 quarters, or their equiva lent? 
IZ] Yes D No 

8.41 Is there a minimum of 60 semester hours, 90 quarter hours, or their equivalent in courses within the area 
of concentration? 
iZ] Yes D No 

8.42 If the institution offers only the last two years of the bachelor's degree program , do the cata log and all 
advertising materials clearly describe the requirements for admission? 
D Yes D No IZ] Not Applicable (The institution offers all four years of the degree.) 

8.43 How does the cmTiculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
The curriculum quantitatively and qualitatively approximates the standards at other collegiate institutions 
offering bachelor's degrees. Interviews with the CIS faculty provided some insight on how this is 
accomplished. For examp le, the department chair, Mr. Peter Smolianski, regularly reviews the programs 
of their competitors. He also mentioned that during the faculty hiring process he will review the transcriP.tS 
and compare it to what CALUMS has in place. Much of the faculty are adjun ct and work full time in the 
industry. This work experience provides the opportunity to examine the market niche for hiring college 
graduates and Qerform analysis on their observations. 

8.44 Is enrollment in the third and fourth years of the bachelor's program sufficient to support regularly 
scheduled classes and laborato ry work? 
IZ] Yes D No D Not Applicable (no students in the third and fourth years) 

8.45 Are the third- and fourth-year courses based upon appropriate prerequisites? 
IZ] Yes D No 
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FOR MASTER'S DEGREES ONLY 

8.46 Describe the committee that oversees the development, modification , and maintenance of the graduate 
degree program. 
The school uses one advisory board for all programs . The committee is established to oversee the 
development, modification , and maintenance of the graduate degree program in computer information 
sys tems. The committee includes students, faculty, em loyers , and cam us administration . 

Does the committee include the following: 
(a) Students? 

[g] Yes 0 No 
(b) Faculty ? 

[g] Yes D No 
(c) Administrators? 

[g] Yes D No 
(d) Employers? 

[gl Yes D No 

8.47 Are the program, courses, and services appropriate to the institution's mission and to its specific goals and 
objectives? 
[g] Yes D No 

8.48 Describe how the graduate program faculty member s are directly involved in the deve lopment and 
modification of the master's degree policies, procedure s, and curri cula. ----------------------Graduate faculty are directly involved in the development and modification of master's degree program 
[Policies, procedures , and curricula. The faculty are always encouraged to look for opportunities to 
enrich the learning environment. Flexible instructional approaches and scheduling patterns are 
promoted in developing innovative graduate programs. The intent is to serve varying student groups and 
their special needs. Moreover, there is an expectation to have the curriculum in line with their siste 
campus. Any suggestions or recommendations are passed to the program chair for review and 
examination. When the changes or updates are a_eQroved for im lementation, the school will work with1 

1 stakeholders for a successful im lementation. 

8.49 Is the number of hours required to comp lete the program at least 30 semester hours, 45 quarter hours, or 
their equiva lent of coursework, plus a thesis at the grad uate level; or at least 36 semester hours, 54 
qumter hours, or their equivalent of coursework at the graduate level if a thesis is not required? 
[g] Yes D No 

8.50 How does the curriculum quantitatively and qualitatively approximate the standm·ds at other collegiate 
institutions offering the same degree? 
The curriculum quantitatively and qualitatively approximates the standards at other collegiate institution s 
offering master's degrees. Interviews with the CIS faculty provided some insight on how this is 
accomplished. As noted previou sly, the department chair, Mr. Peter Smolianski, regularly reviews the 
programs of their competitors. He also mentioned that during the hiring process he will review thei 
transcri ts and com are it to what CALUMS has in lace. Much of the faculty are adjunct and work full 
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time in the industry. This work experience provides the opportunity to examine the market niche for hiring 
college graduates and perform analysis on their observations. 

8.51 Is enrollment in the master 's program sufficient to support regularly scheduled classes and laboratory 
work? 
!ZI Yes D No 

8.52 Do all faculty members possess a graduate degree in the field or a related field of the courses they are 
teaching, or do those without master ' s degrees demonstrate evidence of exceptional practical or 
professional experience in the assigned field, or are they teaching in an assigned field in which graduate 
degrees are not widely ava ilable? 
!ZI Yes D No 

8.53 Is the number of faculty with terminal degrees appropriate for the gradua te enrollment? 
!ZI Yes D No 

8.54 Does the faculty possessing terminal degrees teach at least one-half of all graduate-level courses? 
!ZI Yes D No 

8.55 Does the campus encourage graduate faculty members to engage in scholarly research and to publish in 
professional journals? 
!ZI Yes D No 

If Yes, describe how the campus encourages scholarly activity: -----· ----- ---------------
The campus encourages graduate faculty members to engage in scholarly research and to publish in 
professional journal s. A stipend of $300 is provided by the campus leadership for promoting this 
expectation. During faculty meetings, the instructors are reminded and encouraged to publish in academic 
journal s. Several of the instructors have doctoral degrees and are eager to take advantage of this monetar)l 
incentive. 

8. PROGRAM EVALUATION 
li\cademic Associate's Degree in Healthcare Business Administration 

FOR ALL PROGRAMS 

8.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes !ZI No (Skip to 8.02) 

8.02 Who is assigned to administer the academic program(s) listed above, and what are this person's 
qualifications? 
Dr. Gayton Crawford is the chair of health program and has held this position since March 2015. In this 
capacity, Dr. Crawford is the erson assigned to administer the academic rogram of healthcare business 
administration. 
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Academically, Dr. Crawford earned a bachelor 's degree in health care management from Southern Illinois 
University, an MBA from National University, a graduate certificate in strategic intelligence from Nation~ 
Intelligence College; a master' s degree in computer information systems, a graduate certificate in 
information security from DeVry University; and a doctorate degree in public policy and administration 
from Walden University. Experientially, Dr. Crawford has over eight years in post-secondary education 
having held positions of increasing responsibility such as adjunct instructor , visiting assistant professor, 
and chair of a health program. Dr. Crawford' s experience in academia is cougled with over 20 years in the 

rivate sector and military serving as a consultant and hos ital administrator. 

8.03 Does this individual possess appropriate academic or experiential qualifications? 
[gl Yes D No 

8.04 Describe what evidence there is that the program administrator has sufficient authority and responsibility 
for the development and administration of the educational program(s). 
The program administrator works in conjunction with key stakeholders such as faculty, program advisory 
committee members, and students to recommend changes and revisions to the educational programs. Input 
of faculty and administrators may also be gathered through faculty meeting s and academic committees ~ 
CALUMS. Program administrators provide leadership and oversight of academic programs, promote 
professional development of faculty, and ensure that students' academic goals are achieved. Faculty 
member s and academic administrators share res onsibility and authori!J. for the educational ro rams. 

8.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
[gl Yes D No 

8.06 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)? 
D Yes [gl No D Not Applicable (Data not available.) 
If No, li~ eE_ograms that fall below the standards. 

e associate's degree program in healthcare business administration re orted a retention rate of 55 
percent as of the 2016 CAR. 

(b) Student placement rate of 70 percent? 
D Yes D No [gl Not Applicable (Data not available.) 

e program did not reP.ort any graduates on the 2016 CAR 

If No for either item, does the campus provide a Campus Effectiveness Plan (CEP) that includes an 
improvement plan for this program with data , analysis, and activities to meet or exceed Council 
requirement s? 
D Yes [gl No 



VER. January 1, 2017 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 49 of 65 

If No, insert "Sections 2-1-809, 3-1-110, 3- 1-111, 3-1-512, and Appendix K" in parentheses and explain: 
(Sections 2-1-809, 3-1-110, 3-1-111, 3-1-512, and Appendix K): At the time of the team's visit, there was 
no improvement plan included in the CEP that satisfactorily detailed how the campus would increase the 
retention rate of the associate's degree in healthcare business administration ro ram. 

8.07 Does the program utilize a variety of community resources to enhance student achievement and potential 
career opportunities? 
i:gj Yes D No 

If Yes, list the community resources and describe how they enhance student enrichment and potential 
career OJ2£0rtunities. 
Via conversations with students, faculty, staff, and a review of documentation, the team was able to 
ascertain that the campus aptly incorporates a variety of community resources to enrich and enhance the 
healthcare busine ss administration program. 

Industry professionals and graduates serve as guest speakers to share personal and professional insi ts, 
respective of the career field. Specifically, on November 30, 2016, Ms. Jennifer Lilley-Crowe, a 
professional employed with the federal government, spoke to the students regarding "Succeeding in 
Today's Job Market." Topics included: "what employers are looking for in recent graduates," "the job 
interview process," and "the hiring process." On November 29, 2016, Mr. Christophe Touret , a graduate of 
CALUMS, currently employed with Microstrategy, spoke to students regarding securing a job as a non-US 
professional. The program also has an advisory board that meets semi-annually which includes employers 
from the local comm unity who rovide curriculum ang_m:ggram s ecific advice as it relates to current 
career trends 

The combined community resources work in concert to enhance student achievement by giving student · 
practical learning opportunities to augment theoretical concepts taught in the classroom, the ability to learn 
from people actually employed in the student's perspective field , and the opportunity to witness first-hand 
the inner workings of a chosen rofession cou led with needed ex sure to tential em loyers. 

8.08 Does the catalog and/or other advertising material such as brochure s and the camp us web site, accurately 
describe the program , its objectives, and its potenti al occupational outcomes? 
i:gj Yes D No 

8.09 Does the program include an externship? 
D Yes i:gj No (Skip to 8.10.) 

8.10 Does the program use independent studies? 
D Yes i:gj No (Skip to 8.12.) 

8.12 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
i:gj Yes D No 

8.13 Are course prerequi sites appropriate, are they identified in the catalog, and are they being followed? 
i:gj Yes D No 
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8.14 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) Learning objectives 

~Yes 0No 
(t) 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? 

0Yes ~No 

8.15 Do students confirm that they receive a course syllabus and that it is followed? 
~Yes 0No 

8.16 Are the courses available when needed by the student in the normal pursuit of a program of study? 
~Yes 0No 

8.17 Does the campus participate in Title IV financial aid? 
D Yes ~ No (Skip to 8.20.) 

FOR ALL PROGRAMS 

8.20 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) Support for modes of instructional delivery? 

~Yes 0No 
(e) Personnel? 
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cg]Yes □ No 

8.21 Describe how the program(s) includes the following required instructional components: 
(a) Systematic planning. 
(b) Well-defined instructional objectives. 
(c) The selection and use of appropriate and current learning materials. 
(d) Appropriate modes of instructional delivery. 
(e) The use of appropriate assessment strategies. 
(f) The use of appropriate experiences. 

(a) Systematic g lanning. 
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Interviews with faculty and staff and a review of team room documentation aptly evidenced systematic 
planning on the behalf of the campus. Faculty members are expected to provide input to academic 
administrators in the systematic evaluation and revision of the curriculum and in planning for institutional 
effectiveness. 
(b) Well-defined instructional objectives. 
A team review of syllabi and course related materials demonstrated well-defined instructional objectives . 
Objectives were clearly stated and duly correlated to career preparednes s of respective job duties within 
fields. 
(c) The selection and use of appropriate and current learning materials. 
In accordance with campus policy, faculty member s are encouraged to actively participate in program 
development, selecting learning resources to augment student learning outcomes. This includes but is not 
limited to textbooks, instructional e ui ment, and library resources. 
(d) Appropriate modes of instructional deliver y. 
The modes of instructional delivery utilized at the campus are varied in an attempt to reach different 
student learning styles. There is lecture for the auditory learner, PowerPoints, and other audio-visual aides 
to address the needs of the visual learner along with lab and practical learning opportunities for the 
kinesthetic learner. Moreover, additional accommodations are made to address the needs of students that 
require focused attention, in waY. of tutoring 
(e) The use of appropriate assessment strategies. 
The campus demonstrates the use of appropriate assessment strategies. Syllabi contain well-defined course 
grading and policies elements including teaching strategies, course evaluation, ~a ding scales, and rade 
categories. Student assessments are based on the stated parameter s. 
(f) The use of appropriate experiences. 
Community resource activities allow students' exposure to local employers and practical learning 
experiences. The team observed classes in session and witnessed instructors and students inco orating 
subject-related personal anecdotes into the daily lessons 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

8.24 Do the faculty member s' qualific ations meet the minimum requirem ents outlined in the Accreditation 
Criteria, and are their qualifications academically and experienti ally appropriate to the subject matter 
they teach and the level of the credential awarded? 
cg] Yes D No 
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8.25 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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8.26 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuit y of 
development of the program? 
~ Yes 0 No 

FOR ACAD EMIC ASSOCIATE 'S, BACHELOR 'S, AND MASTER 'S DEGREES ONLY 

8.27 Are teaching loads reasonable? 
~ Yes 0N o 

FOR ACADEMIC ASSOCIATE'S DEGREES ONLY 

8.35 Is the number of hours required to complete the program at least 60 semester hours, 90 quarter hours, or 
their equivalent, earned over a period of four semesters, six quarters, or their equivalent? 
~ Yes 0 No 

8.36 Is there a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the area 
of concentrati on? 
~ Yes 0 No 

8.37 How does the curriculum quantit atively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
The healthcare business administration program at CALUMS presents with curricula that quantitative! 
and qualitatively approximate the standards at other collegiate institutions offering the same degree b 
course offerings and credits required for completion. Courses follow a logical sequence while building 
upon sound foundational concepts. Faculty members are duly qualified presenting with strong educational 
and professional backgrounds to support their instruction. The courses offered closel mirror that of 
com2arable degree granting institutions with due rigor of the curriculum. 

8.38 Is enrollment 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 second year) 

8.39 Are the second-year courses based upon appropri ate first-year prerequisites? 
~ Yes D No D Not Applicable 

GENERAL COMMENTS : 
e team's visit evidenced a well-run healthcare business management program. The administration, faculty, and 

staff were found to be caring, knowled geable, and supportive of student needs. Many of the students intervieweJ 
spoke highly of the campus's faculty and administration and felt there was collective effort on the part of the 
cam us to ensure student success. Students also stated a willingness to recommend CALUMS to friends and 
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amily for their educational needs. Students interviewed remarked the school more than adequately prepared them 
ith suitable skills, academic and professional. Students were also secure regarding post-graduate employmen 

and erforming well in respective careers. 

ENGLISH AS A SECOND LANGUAGE 

F.01 Who is assigned to administer all academic programs, and what are this person's qualifications? 
Mr. Kenneth Gordon is the academic dean at this campus and has served in this capacity since December 
2016. He holds a bachelor's degree in aerospace engineering from the University of Michigan. He also 
holds a master's degree in aerospace engineering from the University of South California, and an MBA 
from the Wharton School at the University of Pennsylvania in entrepreneurial management and finance. 
His work experience includes serving as president for the Granada Group LLC from 2013-present. Prior to 
2013 he was the co-founder and chief executive officer for Zone2. Mr . Gordon is tasked with duties and 
responsibilities that include the supervision of faculty, assessing the curriculum of all programs, assessing 
the quality of instruction, and conducting program reviews or outcome assessments. 

F.02 Does this individual possess appropriate academic or experiential qualifications? 
[gl Yes D No 

F.03 Who is assigned to administer the academic ESL program(s) and/or course(s) (program chair or lead 
instructor), and what are thi~ erson's _gualifications? 
Mr. James Gaines is the program chair for the ESL certificate program. He was appointed to this position 
in January 2017. He holds a bachelor's degree in political science with a minor in history from James 
Madison Univesity. He holds a master' s degree in military studies-land warfare international perspective 
from American Military University. Mr. Gaines then went on to receive teacher certification from George 
Mason University. In September of 2016, Mr. Gaine s successfully completed TEFL-TESOL training and 
received a certificate from the Teflen Training College. Prior to working for CALUMS, Mr. Gaines 
worked as an assistant director for Educate Virginia, where he over saw alternative certification programs 
preparing future teachers including ESL training. Mr. Gaines has been working in the field of education 
for over 20 years. 

F.04 Does this individual possess appropriate academic or experiential qualifications? 
[gi Yes D No 

F.05 Is there evidence that the program administrator has sufficient authority and responsibility for the 
development and administration of the educational ESL program( s) and/or courses? 
[gl Yes D No 

If Yes, describe the evide nce that the team reviewed . 
Mr. Gaines holds bi-weekly meetings with the ESL faculty and since his arrival, curriculum changes have 
been instituted. They are working on increasing community support and opportunitites. After speaking 
with faculty, the team discerned that course improvements or suggestions are welcomed and 
admini stration works will faculty to modify and improve curriculum. 
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F.06 Are the time and resources devoted to the administration of the educational ESL program(s) and/or 
course(s) sufficient? 
~Yes 0No 

If Yes, describe how time and resources are allocated to the program. 
Mr. Gaines holds both a teaching and an administrative role at the campus. He teaches from 8:30 am until 
1 :30 pm Monday through Thursday, and has sufficient time to lead the ESL faculty. Mr. Gaines is 
currently only teaching ESL 111, Level I. According to the data sheet , Mr. Gaines divdes his time with 70 
percent allocated to teaching, 20 percent is allocated to administration, 5 percent is designated for 
counseling, and 5 percent for professional organization work. 

FOR STAND-ALONE ESL PROGRAMS ONLY 

F.07 Does the curriculum support the mission of the program ? 
~Yes 0No 

F.08 Does the campus admini ster a nationally recognized entrance and exit examination of English 
comprehension? 
□ Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-411 and Appendix F): The team did not find evidence that the campus consistently utilizes a 
recognized entrance exam for placement, and that they are not consistently adhering to their admissions 
policy. At the time of the visit, it was discovered that a different policy had been in place prior to the start 
of the winter quarter. The campus had developed its own placement test and was administering it when 
prospective student s applied without the required entrance exam scores from a nationally recognized 
service. There were 26 students currently enrolled during the visit. All 26 files were reviewed and 5 
folders were missing entrance exam scores. Of the five , the iTep, a recog nized nationally accepted test, 
was produced for one student. The additional four students had scores from an unrecogni zed test (campus 
developed exam). 
As part of the placement and admissions process , the campus accepts scores from iTEP, TOEFL iBt, 
IELTS , TOEFL PBT, and PTE Academic. At the time of the visit, the team was given information with 
regard to a university-created placement test. After further deliberation, the academic dean confirmed that 
this is no longer occurring. According to the catalog, students are required to submit their scores from a 
recogniz ed entrance exam as listed above. These scores are then used for placement. There are six levels 
into which a student might place. Since the campus accepts scores from multiple recognized testing 
organizations, the team decided to include the matrix currently in use, which shows the cut-off scores and 
levels of placement. This is located on page 60 of this report. The campus doe s administer an exit exam 
after the conclusion of each level. They are administering the iTep and the scores below line up with the 
exit exam used for promotion to the next level: Level 1 iTep 310; Level 11 iTep 320; Level III iTep 353; 
Level IV iTep 380; Level iTep 471. After discussing the matrix with the program chair, the academic 
dean , and the TOEFL coordinator, who is also the registrar, it was discovered that the campus does take 
into account a student' s desire to be placed in a lower level in order to improve his or her English langua ge 
skills. Please note that the cut-off scores do not juxtapose , so there is flexibility with those as well. For 
example, Level V has an iTep range for 380-397, but the minimum range for Level VI is 471. The 
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juxtaposition seen in the matrix was not consistent as related to the necessary scores across the various 
placement test options. The team questioned the reasoning for inconsistencies across the placement tes 
o tions but a clear answer was not rovided while the team was on site. 

F.09 Does the admissions policy for the ESL program meet ACICS and Department of Education standards by 
requiring that admitted participants be undergraduate students who either: 
(a) have previous knowledge, training, and skills in a vocational field? 
OR 
(b) are solely enro lled to obtain ESL competency unrelated to a vocation? 
~Yes ONo 

If Yes, describe what evidence the team eva luated to confirm the basis on which students are admitted to 
the program. 
CALUMS does not require any previous knowledge or training in a vocationa l skill. The population of the 
students enrolled in the ESL cert ification program are intern ational students who are on an Fl visa and 
have received an 1-20 from CALUMS. Ther e were currentl y 22 students taking courses in the ESL 
certificate program at the time of the site visit. The team received an enrollment of 26 student s. The 
variation is based on students opting to take vacation during the Winter quarter. All students interviewed 
denoted their intent was to obtain compete ncy in the English language. Some are lanning to further their 
career while others will return to their home country. 

F.10 Describe the placement serv ices offered, if any. 
There are currentl y no lacement services available for students enrolled in the ESL certificate rogram. 

F.11 Does the program lead to a degree or certificate? 
~Yes ONo 

F.12 Is the program eligib le for Federal Financial Aid (Pell Grants)? 
OYes ~No 

F.13 Is the length of the program: 
(a) at least one year in length (public or non-profit institution of higher education)? 
OR 
(b) at least six months in length (postseco ndary vocat ional institution or a proprietary institution of higher 

educatio n)? 
~Yes ONo 

If No, insert the section numb er in parenth eses and exJ?lain: 
Special Note: there are six levels in the CALUMS ESL certificate program. A learner can com plete a 
level and opt out at any time. During the team visit , a certifica te of completion for an individual level was 
shared. Students do not have to complete all levels from entry point through Level VI in order to receive a 
cert ificate of completion in the program. The certificate denotes the level of completion and the date of 
comp letion. This is outlined in the catalog on page 58. The instit ution was originally accredited for a 
certificate in English as a Second Language. Upon deliberation, the team felt this was important enough to 
note, but it does align with the cato log. Therefore , it was not a finding. The entire program from start to 
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finish, should a student complete it, does align with ACICS criteria. 

F.14 What documentation evidences that the ESL program meets all state requirements? 
There were 22 students currently taking classes, and 26 actively enrolled students. The variation accounts 
for students taking vacation during the winter quarter. However, all folders for enrolled students were 
reviewed at the time of the site visit. All folders were reviewed to confirm that enrollment processes at 
CALUMS are aligned with state requirement s and ACICS requirements. Folders contained 
documentation of the equivalency of a high school diploma or GED, an 1-20 form, and a copy of the 
students' visa and transcripts. The campus is using a recognized textbook in the field of ESL language 
learners and they do administer an exit exam for successful completion of one level and promotion to the 
next. We did identify four students who did not have test scores from a nationally recognized test. (See 
F.08) 

F.15 Does the curriculum evidence a well-organized and aligned sequence of English language skills leading to 
an academic credential? 
[8J Yes D No 

F.16 Does the catalog and/or other advertising material , such as brochures and the institution 's web site, 
accurately describe the program and its objectives? 
D Yes [8J No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-703 and Appendix C): The campus website does not accurately describe the program and its 
objectives. At the time of the site visit, the team evaluated advertising materials , brochures , catalog, and 
the website. While the print materials adequately reflect the program, the website does not. The content 
did not match that in the catalog. The course descriptions were correct according to the syllabi and what is 
listed in the catalog, but the course identifier such as ES 100 did not match. The website lists ESlO0, 
ES200, ES300, ES400, ES500, and ES600. The courses at the campus are ESl 11, ES121, ES131, ES141, 
ES151, and ES161. The program page on the website also contains information that the campus will 
admini ster the IPT as an entrance placement test. Prior to our visit, the campus administered a self-made 
placement exam when students did not provide the required admissions exam. At the time of our visit, the 
administration reported that they are no longer using a campus-based entrance assessment. The students 
are asked to submit their scores from a nationally recognized testing service. On the rare occasion that the 
student enrolls without meeting that criterion, the campus will now administer the iTEP. The catalog had 
a fee in it for $50 for ~Rill. cement test. This was corrected while the team was on-site. 

F.17 Is an appropliately detailed syllabu s on file for each course that includes the following: 
(a) Title and course descriptions? 

[8J Yes D No 
(b) Course numbers? 

[8J Yes D No 
(c) Course prerequisites and/or corequisites? 

[8J Yes D No 
(d) Instructional contact hours/credits? 

[8J Yes D No 
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(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 

F.18 Do students confirm that they receive a course syllabus and that it is followed? 
~Yes 0No 

Students confirmed that course syllabi are e-mailed to them. Pa er copjes are not handed out. 

F.19 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 

F.20 Describe how the program includes the following required instructional components: 
(a) Systematic planning. 
(b) Well-defined instructional objectives. 
(c) The selection and use of appropriate and current learning materials. 
(d) Appropriate modes of instructional delivery. 
(e) The use of appropr iate assessment strategies . 
(f) The use of appropriate experiences. 
Mr. James Gaines along with the other ESL faculty meet regularly to share information in regard to the 
courses and any upcoming community or event opportunities. The courses appear to be well administered 
and the learners appear to enjoy the curriculum and their instructors. The course textbooks come with an 
audio cd, which many of the instructors use during class sessions. The faculty shared some events they 
have participated in with their students such as guest speakers and an upcoming trip to Toastmasters. They 
discussed how they are hoping to incorporate more community involvement into their courses. The 
instructors vary both their teaching and assessment strateg ies in order to tap into the individual student's 
kve l. During the visit, the team was shown what you could call "cheat sheets" which had commo n 
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phrases in a new student's language translated into English so she could participate during class even 
though she had only been immersed in English for a week. 

F.21 Does the program utilize a variety of commu nity resources to enhance student achieveme nt? 
[8J Yes D No 

If Yes, list the comm unity resources and describe how they enhance student achieveme nt: 
The program is currently using limited community resources, but did share a guest speaking event where a 
former student came in and spoke to the current students. Several of the ESL classess attended this 
engagement. There are two upcoming trips planned, one to Toasmasters, and one to a museum. The 
istructors discussed their desire to increase community involvement especial ly since there are places 
within walking distance that could be used to enhance teaching learners who English is not their rimary 
language. 

F.22 Describe how the campus demonstrates the involvement of ESL faculty in professional organ ization s 
and workshops, enab ling them to meet the special needs of the ESL student. 
All ESL faculty are invited to participate in faculty meetings, in-service training, and professional 
development activities. Each faculty member, full-time or part-time, are alotted $200 for professional 
development. Many faculty shared the numerous organizations they are members of including TESOL. 

F.23 What documentation did the team review to evidence that all faculty members have an appropriate 
degree and~ perience in teaching ESL? 
At the time of the visit, all faculty members file folders were checked to ensure that every teacher had a 
certificatio n or the equivalent and/or a comb ination of college courses in order to teach ESL level courses. 
Every faculty member had completed a certificate course for teaching English to foreign students. Mr. 
James Gaines was awarded a certificate in TEFL-TESOL from Teflen Training College in 20 16. Ms. 
Nourin Kazmi was awarded a certificate from the International Language Institute for teaching English to 
speakers of other languages in 2013. Mr. Don Johnson received his training from certification of Serious 
Teacher.com and was awarded a certificate in TEFL, teaching English as a foreigh language in 2008. Ms. 
Veronica Leynes was awarded a certificate in English as a second language / K-12 grade level and regular 
II in 2014. She also holds a master's degree in secondary education with a concentration in ESL. Ms. 
Karina Carlson holds a master's degree in education with a concentration in ESL. She also was a awarded 
a certificate in teaching English as a second language from the University of Mary Washington in 2007. 

F.24 Are the teaching loads reasonab le? 
[8J Yes D No 

F.25 What is the current student/teacher ratio? 
The student to teacher ratio is six to one. 

F.26 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
[8J Yes D No 

FOR COURSES THAT ARE PART OF AN ELIGIBLE PROGRAM ONLY 
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F.27 Is the clock-to-credit-hour conversion for the ESL course appropriate? 
lZ] Yes D No 

F.28 Wa s the team able to verify that the ESL course is remedial in nature ? 
lZJ Yes D No 

If Yes, describe the evidence that the team reviewed: 
At the time of the visit, the team was able to view course textbooks for all levels. These books are also 
housed in the campus library. There were also audio and video supplemental material for the program. 

F.29 Describe how the campus demon strates the involvem ent of ESL faculty in profes sional organizations 
and workshops, enab ling them to meet the s ecial needs of the ESL student. 
All faculty are invited to faculty meetings, in-service training, and profe ssional development opportunities. 
Almost the entire faculty is a member of the TESOL organization. 

F.30 What documentation did the team review to evidence that all faculty members have an appropriate 
degree and experience in teaching ESL? 
All faculty folders were reviewed to confirm that every faculty teaching in the ESL program at the time of 
the visit is a P.ro riately credentialed. Please refer to uestion F.23 for further details. 

GENERAL COMMENTS: 
At the time of the site visit, it was identified that a former student who has since withdrawn had taken courses out 
of sequence. He was placed in Level 4 in sequential terms (spring 2014 and summer 2014) in which he did not 
pass either attempt. The catalog on page 58 states "if students do not meet the minimum for satisfactory progress 
by the end of the quarter , they will be dismis sed." According to policy, he would have been on probation for one 
quarter while he retook the course and then dismissed upon failing the second time. Furthermore , his transcript 
showed he was then placed in Level III in the spring of 2015. He did not pass and has since withdrawn. He was 
·dentified while the student relations representative was reviewin g withdrawn student files. This was the only 
·nstance of this identified by the team. 

At the time of the site visit, the team interviewed several ESL students. Many were concerned about placement 
and being placed in a lower course because the equivalent course for his or her entrance exam placement test was 
not available. Please reference section 5.19 for further details. 

COMMENDATIONS 

he team found the student , staff, and faculty files to be extremely well organized and accurate. 

he team would like to commend the education office and Ms. !mane Dahni for roviding the re uested files 
and information in a very timely manner to the team . 

he CALUMS library hosts and maintains a Facebook page regularly that highlights and shares information 
pertaining to the insitutions mission and programs offered. The librarian , Ms. Amy Billerbeck, and the librarian 
assistant, Ms. Paola Fattorini , were very helQful. 
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During three classroom visits it was comforting to note the extreme satisfaction of the students. Every student 
·ndicated that their expectations are completely satisfied. One class in particular, stood out. When asked if the 
would recommend this campus to friends and family, everyone said "yes!" Approximately 20 students were in this 
class. The next question was "How many of you attend CALUMS because it was recommended to you. Again, 
every single student indicated "yes ." This is a nice indication of the quality of education and services pro vided by 
this cam us. 

f.['he ESL program chair, Mr. James Gaines, and his faculty truly embody a spirit and passion for aiding English 
language learners. 
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SUMMA RY 

Based on the team 's review, the following areas require an explanatory response: 

Number Section Summarv Statement 
1 2-2-121 The total contact hours and/or total credits for 

programs do not match ACICS approva ls for these 
programs, and the ESL program is not being offered as 
approved by ACICS for this institution (page 2). 

2 2-1-809 , 3-1-110 , The CEP does not meet Council standards (pages 6 and 
3-111, 3-1-512, and 7). 
Appendix K 

The CEP does not include retention or placement 
improvement plans for two programs (pages 35 and 
49). 

3 3-1-203 The PVP and 2016 CAR could not be verified (page 
4). 

4 3-1-411 and The campus does not consistent ly adhere to its 
Appendix F admissions policy with regard to the ESL program 

(page 12). 

The campus does not consistent ly utilize a nationally 
recognized entrance exam for the ESL program (pages 
54 and 55). 

5 3-1-414 The campus does not provide evidence that all students 
receive a copy of their enrollment agreemen t (page 
12). 

6 3-1-420, 3-1-701, The SAP policy does not meet Council requirements 
Appendix C, and (page 15). 
Appendix D 

The catalog does not meet Council requirements (page 
27). 

7 3-1-517 Courses in the ESL program are not scheduled in an 
educationally appropriate manner (page 22). 

8 3-1-703 and The campus website does not accurate ly reflect the 
Appendix C current status of ESL program (pages 28 and 56). 
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STUDENT SURVEY 

Please find below the results of the Student Surveys issued to several student s while the team was on-site. 
Please note that these results are aggregated and are not distinguished by individual. 

Survey Report 
Generated : February 13, 2017 
ACICS ID: 00023818 
Surveys Between: 
February 2, 2017 and February 3, 2017 

A.01. Prior to 
enrolling in this 
institution, have 
you attended any 
other college or 
inst itution of higher 
learning? 

A.02. If you had 
transfer cred its , did 
your admissions 
representat ive 
desc ribe the 
transfer of credit 
policies and 
procedures 
accurately? (Select 
N/A if no transfer 
credits) 

A.03. Did your Yes 
admissions NoO 
representat ive 
accurately describe 
the enrollment 
process regarding 
available courses 
and programs of 
study? 

A.04. Did your Yes 
admissions NoO 
representative 
accurately describe 
student serv ices 
offered by the 
institution? 

A.05. Did your Yes 
admissions NoO 
representat ive 
accu rately describe 
the tuition and fees 
assoc iated with 

61 

61 
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your prog ram of 
study? 

ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT 

A.06. Did you Yes 
rece ive a catalog No o 
or were you 
provided access to 
one during the 
enrollment 
process? 

A.07. Did the 
cata log accu rately 
portray programs, 
serv ices and 
policies of the 
institution? 

A.08. Was the 

Yes 

NoO 

Yes 60 
information No 
provided during 
enrollment 
suffic ient for you to 
make your 
decision? 

A.09. Did you fee l 
pressured into 
mak ing the 
decision to enroll? 

B.01. Do you 
rece ive federal 
financial aid? 

B.02. Are you 
aware of your 
federal fina ncial aid 
loan repayment 
obligations? 
(Select N/A if no 
loan repayment 
obligations) 

C.01. Are your 
instructors 
available to provide 
additiona l help , if 
needed? 

C.02. Are the 
learning resources 
and lab 
equipment/supplies 
adequate for your 
program of study? 

C.03. Were 
textbooks availab le 
when you started 

Yes 

~ 2 ----------------

Yes -------------------
No 1111111------------------6 l 

Yes 

NoO 

Yes 

No 

Yes 

No 

61 

60 

60 
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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 
activit ies have 
been assigned) 

D.01. Overall , I am Agree 
satisfied with the Disagree o 
quality of education Neutral 1 3 
I am receiving. 

D.02. I wou ld 
recommend this 
inst itution to 
others. 

Agree 

Disagree o 
Neutral . S 
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January 26, 2018 

VIA E-MAIL ONLY 

Ms. Rosalind Rothwell 
Assistant Director 
BAU International University 
1510 H Street N.W 
Suite #150 
Washington, DC 20005 

/-C IC S 

ACICS ID: 00275488 (MC) 

esewall@bauinte rnational. com 

Subject: Substantive Change to Expand the Institution 's Scope of Accreditation-Approval 
An Institutional Change in Mission or Objectives 

Dear Ms. Rothwell: 

On January 23, 20 18, the Executive Committ ee of the Council cons idered the application for an 
expansion of the institution 's scope of accred itation which relates to a change of the institutional 
mission or objectives, as required by Section 2-2-lOl(a) of the Accreditation Criteria. Based on its 
review of all informat ion related to this matter, the Council acted to approve the institution' s request 
to reflect the change below: 

The mission of BAU International University (BAU) is to provide high quality education through a 
variety of career-related programs that (a) enable BAU students to enhance and achieve their 
academic potential; (b) provide them the necessary skills, experience and qualifications to advance 
their professional careers; and ( c) cultivate among them the intellectual curiosity, critical thinking 
abilities, and creativity that are urgently needed in the global community. An integral part of our 
mission is holistically supporting our students, providing them with opportunities, encouragement, 
mentoring, and scaffolding, and fostering peer interaction and a sense of community. We 
systematically encourage the development of a strong knowledge base, study skills, technical know­
how, and the personal motivation necessary for competent scholarship . 

If you have any questions about this action, please contact Ms. Terri Jelinek at (202) 336-6774 or 
tjelinek@acics.org. 

Sincerely, 

1~)(6) 

Michelle Edward s 
President & CEO 

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 



00275488 BAU Intern ational University, Change of Mission Statement Request 

Current Mission Statement: Revised Mission Statement: 

The mission of BAU Internatio nal Univers ity The mission of BAU International University 
is to provide quality education through a (BAU) is to provide high quality education 
variety of market-driven programs that will through a variety of career-related programs that 
stimulate intellectual curios ity, critical (a) enable BAU students to enhance and achieve 
thinking, and creativ ity that are urgently their academic potential; (b) provide them the 
needed in the global community. necessary skills, experience and qualifications to 

advance their professional careers; and (c) 
cultivate among them the intellectual curiosity, 
critical thinking abilities, and creativity that are 
urgently needed in the global community. An 
integra l part of our mission is holistically 
support ing our students, providing them with 
opportun ities, encouragement, mentoring, and 
scaffolding, and fostering peer interaction and a 
sense of comm unity. We systematica lly 
encourage the development of a strong 
knowledge base, study skills , technical know-
how, and the personal motivation necessary for 
competent scholarship. 



Institutional Hierarchy 

Campus Retention Placement Total Enrollment 
Financial 

Info 

Corporation: 00258327 BUEI LLC, Washington , DC NIA NIA NIA NIA 

Main: 00275488 BAU Internationa l University , Washington, DC 96% 74% 87 NIA 



2017 A Campus Accountability Report Asof: l/lS/ 2018 

BAU Internat ional University - Washington, DC (00275488) 

This is the data reported to ACICS by the institution in its most recent Campus Accountability Report 

Campus Information 

Beginning Population: 61 Ending Population: 87 

Non-Program Enrollment : 0 *This number is not included in the ending populat ion 

Campus Level Standards 

Retention: 96% Placement : 74% 

Program Level Standards 

Program Name Retention Placement Licensure 

Executive Master Of Business Administration (Master's Degree) 96% 74% 

Cohort Level Standards 

Program Name Cohort Students Graduation Retention Placement 

12/16 2 100% 100% 100% 

04/17 12 100% 100% 83% 

06/17 8 100% 100% 50% 

08/17 16 6% 75% 100% 

12/17 11 0% 100% N/A 

04/18 12 0% 100% N/A 

Executive Master Of Business Administration (Maste r's Degree) 
06/18 1 0% 100% N/A 

07/18 3 0% 100% N/A 

08/18 8 0% 88% N/A 

12/18 1 0% 100% N/A 

04/19 18 0% 100% N/A 

05/19 18 0% 100% N/A 

08/19 5 0% 100% N/A 

1 
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ACICS APPLICATION WITHDRAWAL POLICY 

The timely processing of applications for substantive and non-substantive changes is a key 
feature of the new Member Center that goes live on Monday, July 6. New requirements for 
submitting applications are designed to keep accreditation information current and to streamline 
the process for assuring the quality of substantive and non-substantive changes. Among other 
requirements, any request for the review of a substantive or non-substantive change must include 
a full remittance, a completed application, and all required supporting document ation, before the 
request will be put in queue for review. In addition, ACICS will implement a "withdrawal" 
policy to maintain the currency of the application material: 

• Effective September 2, 2015, any application with a purchase date of six months or older, 
and void of required documentation will be deemed "withdrawn". The institution will not 
be entitled to a refund, and it will be required to repurchase the application in order to 
continue with the proposed change. 

STAFF REVIEW 

Each application has a list of required documentation. This information is available on our web 
site under the Accreditation tab and Applications and Forms. In order for an application to be 
placed in queue for staff review, all required documentation must be submitted. Supporting 
documentation identified as "if applicable" or "as requested" is not part of the "required 
documentation". If additional documentation requested from staff or required of the specific 
application is not submitted timely , it could impact the review turn-around. 

COMMUNICATION CHANNELS 

Throughout the review process, staff will work with the application preparer to ensure the 
application meets ACICS requirement s and expectations. This communication is most often 
conducted via email using the application preparer's email account on record and provided on 
the application form. However, all final decisions will be sent to the institution's unique email 
account. It is the responsibility of the member institution to ensure all email addresses are 
accurate and key personnel at the institution responsible for accreditation decisions receive these 
communications. ACICS will also use the member institution 's email exclusively for final 
Council approvals and requests for information which may require a response from the 
institution within a stated period of time. 

KEY INFORMATION REGARDING THIS APPLICATION 

Pursuant to section 2-2-100 of the ACICS Accreditation Criteria, any change to the institution' s 
mission statement of objectives is considered a substantive change to the institution's scope of 
accreditation and requires Council approval before implementation. 

APPLICATION PROC EDURES 

To complete this application process the following documentation is required: 

• APPLICATION - Use the ACICS form for submission of this activity. The application 
will require the institution to provide the existing mission statement and objectives, the 
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proposed revised institution mission and objectives and the rationale for revising the 
statement. 

• CATALOG - Provide a draft catalog reflecting the revised mission statement and 
objectives and an effective date. 

750 FIRST STREET, NE, SUITE 980 • WASH INGTON, DC 20002-4223 • T- 202.336 .6780 • F -202.842.2593 • WWW.ACICS.ORG 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



A CCREDITING CO UNCIL FOR INDE PENDENT C OLLEGES AND SCHO OLS 

B11J _____ c_u_A_N_G_E_O_F_I_N_s_T_IT_U_T_I_O_N_A_L_M_ •s_s_1o_N_S_T_A_T_E_M_E_N_T _____ _ 
·~'?.-~ ,.{';' VER.JUL 2015 

PAGE 3 OF 4 

MAIN CAMPUS CONTACT INFORM ATION 

ACICS ID: 

Campus Name: 

Campu s Address: 

Applicat ion Preparer 
(include Name and Title) 

Preparer' s Email: 

00275488 I Institution Email: I info {a)bauinternational.com 
BAU Internation al University 
1510 H St NW, Washin2ton, DC 20005 
Rosalind Rothwell , Assistant Director, Office of Institutional 
Research & Effectivenes s 
rroth well @)bauinternational.com 

ORGANIZATION 

1. ls there a single catalog for the main and all branch campuse s? 

Yes GJ No D 
2. Doe s the ma in or any branch campus pub lish a mission statement and objective s differe nt from the 

institution' s mission statement and objectives? 

NOTE: If a campus has a mission state ment diffe rent and separate from the institutio n's mission state ment, 
both must be made ava ilab le to the public. 

Yes D No GJ 
JfYES , explain: ~1---------------------------~ 

3. List all locat ions (main and branch) that will be requi red to rev ise their mission stateme nt to be compat ible 
to the inst itution's revised state ment (include the ACTCS JD for each location): 

Location: I BAU International University 

INSTITUTIONAL MISSION STATEMENT 

4. Provide the rationale for revising the institution' s mission statement and/or objectives: 

Rationale: BAU International University wishes to revise its mission statement in 
order to better reflect the goals of the University administration and 
university curricul a. Significantly, the Univer sity wants to use the new 
mission statement to include intellectual , career-related, and academic 
elements . 

5. Provide the current institutional mission statement and objectives: 

Proposed: The mission of BAU International University is to provide quality 
education through a variety of market-driven programs that will 
stimulate intellectu al curiosity , critical thinking , and creativity that 
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I are urgently needed in the global community. 

6. Provide the proposed revised institutional mission statement and objectives: 

Revised: The mission of BAU International University (BAU) is to provide high 
quality education through a variety of career-related programs that 
(a) enable BAU students to enhance and achieve their academic 
potential; (b) provide them the necessary skills, experience and 
qualifications to advance their professional careers ; and (c) cultivate 
among them the intellectual curiosity , critical thinking abilities , and 
creativity that are urgently needed in the global community. 
An integral part of our mission is holistically supporting our students , 
providing them with opportunities , encouragement , mentoring , and 
scaffolding , and fostering peer interaction and a sense of 
community. We systematically encourage the development of a 
strong knowledge base, study skills , technical know-how, and the 
personal motivation necessary for competent scholarship. 
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T his document is required when an institution requires the Council's approval for a substantive change which would 
expand their scope of accreditat ion by init iating of a new program of study consi dered to be out-of-scope or at a 
higher credential level, a change in mission or objectives, a new branch campus, or a learning site offering 50% or 
more of a program of study. 

Campus/Institution Information 

Camp us Name, City, State 

Camp us AC TCS TD: 

BAU International Universit ton D.C. 

00275488 Ma in X 

Na m e of app licat ion p reparer : Rosa lind Rothwell Main Ca m us ID : 00275488 

Program Detail 
Enter the program name as it is approved by the state and as it will he re.fleeted on the certificate of graduation.. 

Program Name: 

Credential Level : Certificate Dip loma 

Bache lor's Degree 

Occupat ional Assoc iate's 

Master's Degree 

CIPC OD E : 

Academic Associates 

Doctoral Degree 

Substantive Change to the Institution 's Scope of Accreditation Information 
The substantive change request will be presented to the Council for review and decisio n. The following informat ion must be 
complete and address the institution's ability to expand to their scope of accreditation and remain compliant with ACICS qua lity 
standards. 

The Council will review the institution ' s response to the questions below and act to approve expansion to the institution's scope 
of accredi tation, defer their decision pending a request for additional information, or deny the request to expand their scope of 
accreditation. If the Counc il defe.rs an institution ' s request to expand their scope of accreditation they may withdraw the request 
or respond to the reques t for additional informa tion. If the Counc il acts to deny the request, the applicat ion responsible for the 
substantive change will be withdrawn and the inst itution will be requ ired to re-submit . 

As the result of the substantive change, the institu tion will be required to host a quality assurance monitor ing (QAM ) visit 
following Council's approval to expand their scope of accreditation. The scheduling of the QAM visit will be communicated in 
the Counc il' s approva l letter. The QAM visi t does not cond ition the Counc il approva l of the substantive change. 

L Ts th is app licatio n be in g sub mi tted in response to a tea m v is it? Yes D 
2. This request will expand the insti tution's scope of accreditation to include: 

a . A HIGHE R C REDENT IAL LEVEL Yes 
b. PROG RAMS SIGN IFICANTLY DIFFEREN T FROM THOSE 

APP ROVED DURING THE PREVIOUS GRANT OF 
ACC REDITAT ION Yes 

C. A DIFFERENT DELIVERY METHOD Yes 

d. A NEW BRANC H CAMPUS 

e. A NEW LEARNING SITE OFFERING 50% OR MORE OF A 
PROGRAM OF STUDY 

f. ANY CHANGE IN THE ESTABLISHED MISSION OR 
OBJECTIVES OF THE INSTITUT ION X 

No [I] 

No 

No 
No 
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Explain the Institution 's Plan to Expand The Scope of Accredita tion in the following areas (limit each response to 
500 words or less) 
FINANCIAL - Explain the impact the expansion in scope will have financially on this campus. Include in the 
plan the impact on the current budget (if the expansion in scope is to be implemented during the campus' current 
.fiscal year) andlorfuture budgets . rt applicable , include projections associated with facility requirements , library, 
instructional resources and technology re uirements . 
None. 
RESOURCES - Explain the impact on resources expected with the expansion r4scope. rt applicable, include a 
timelinefor ordering instructional resources or additional technology equipment . If applicable, include relevant 
timelines for initiating additional classroom space, campus additions or possible expansion of current facilities. If 
applicable, include plans for additional community resource requirements and the possible impact on current 
staff work loads, including the faculty to student ratio. If applicable, include the implementation or expansion of 
advisory board activity. 
None . 
ACADEMIC - Explain the impact the expansion in scope will have academically. If applicable, include a 
timeline for hiring additional faculty, staff. admission representatives, and externship or internship coordinators . 
{f applicable, include any programmatic or specialized accreditation requirements and approval timelines. 
The new Mission Statement will more accurately convey to students and staff alike the Univers ity's intellectual , 
career-re lated, and academic mission. The University administration hopes that this Mission will better serve 
students and staff as guidelines in future endeavors. 
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INTRODUCTION 

CEP COMMITTEE 

NAME 

Judith Sutton 
Kevin Merritt 
Teresa McAtee 

Pam Russell 

Faye Wagoner 
Leasa Davis 

Kim Strickland 

Tonya Toothman 

MISSION 

TITLE 

President/Director 
Chief Operations Officer 
Director of Student Services 

Registrar 

Director of Student Financial Services 
Program Administrator - Accounting 
Career Services Coordinator 

Program Administrator - Medical Assistant 

Lead Instructor - Dependency Disorders 
Technology 

PRIMARY CEP RESPONSIBILITY 

Design/ Implementation/ Monitoring 
Design/ Data Collection/ Implementation 
Student Services/ Retention 

Retention/ Learning Outcomes 

Financial Services/ Default Rates 
Learning Outcomes/ NCCT Exams 
Program Advisory Committees 

Learning Outcomes/ Community Invo lvement 
Program Advisory Committee/ NCCT Exams 

Learning Outcomes/ Community Invo lvement 
Program Advisory Committee 

The mission of Mountain State College is to serve students, employers, and the community through occupational education 
for careers in Health, Legal, Computer Technology, Accounting and Dependency by providing a content -rich, highly focused, 
relevant curricu lum. 
The goal of Mountain State College is to equip graduates with promotable skills required to adapt to a rapidly changing 
workforce community. 

OBJECTIVES 

To serve the student 
• By providing educational programs that take ful l advantage of today's technologica l advancements to foster a learning 

environment that thrives on open communication, progressive thought, and skill acquisition. 
• By providing student services committed to helping students overcome problems, which may prevent them from 

successfully completing their educational programs. 
• By providing job search assistance and professional development guidance. 
To serve the employers 
• By providing employers with quality personnel with promotable skills. 
To serve the community 

• By providing a choice at no cost to taxpayers that is independent, innovative, responsive, and flexible. 

HISTORY 

Mountain State College was establ ished in 1888 by Albert Grant Sine. For 72 years, the College was t he only college in 
Parkersburg WV. Today, Mountain State College is one of four higher education entities serving the educational needs of 
Parkersburg and the surrounding area. Academical ly, Mountain State College currently offers two associate degree 
programs. Tabulation, although somewhat incomplete because of loss by fire, shows that more than 50,000 students have 
matriculated at Mountain State College since its founding in 1888. 

Recognizing the change in the dynamic of its students, the College obtained approval in 2007 to offer courses and programs 
online. Today students can complete their programs as a traditional residential student, or a mix of residential and online 
classes. 

The College is unique in that it was one of the first colleges in the nation to offer a substance abuse program . Its 
Dependency Disorders Technology was deve loped in 1989 and implemented in 1990. The College also has the dist inction of 
training the first woman stenographer to serve a President of the United States; Eva 8. Uhl served as stenographer to 
Presidents Warren Harding and Calvin Coolidge. 
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STUDENT AND AREA DEMOGRAPHICS 

For the fall 2017 coho rt, Mountain State College student population was 71. 

98% Caucasian 
87% Female 
92% Full-time 
66% have had some college prior to enrollment 
38% are enrolled entirely on line 
32% enrolled in both campus and on line courses 
Median Age: 27 Average Age: 31 

The College serves students in six counties, Calhoun, Jackson, Pleasants, Ritchie, W irt, and Wood in West Virginia and one 
county in Ohio, Washington County. Wood is the largest county with a population of 86,237; Wirt is the smallest with a 
population of S,845. Demographics for the region: Population : 196,987 individuals; population by age: nearly 43% of 
populations is over 50 years of age; Median household income $36,134; Labor Force 81,700; 

Wood County & WV Education Attainment levels: 

Educationa l Attainment 
Highest level of education among people aged 25 years and older. 
Sco,e :;op_ ac o ~ o' es_ ., a a-~ ood Gou . 

;;;J -

• Wood County - West Virginia 

0% 10% 20% 30% 40% 50% 60% Count 

Higher Degree 

H.S. Diploma2 

No H.S. Diploma2 

I .qt '+ 0 ,6 BK 

61 3~~ 37 6k 
;;;;;;;;;;;;;~1=1 -2°i--k-.------~~~~ 6 897 

Count nvmber of peop le ,n category 
1 Post-Secondaf'/ Degree 2 H S = High School 

Source (November 3, 2017) : https ://statisticalatlas.com/ county/West-Virgin ia/Wood-Cou nty/Educationa I-Attainment 

The College's student body resembles the region (Mid -Ohio Valley) it is locate d; 97% of the residents identify as White, 
Non-Hispanic. 

DISTANCE EDUCATION 

Mountain State College began its implementation of distance education in 2007. The distance education is consistent with 
the College's mission and objectives in that it "ta kes full advantage of today's technolog ical advancements to foster a 
learning environment that thrives on open communication, progressive thought, and skill acquisition". The College has 
developed an online course delivery system using SAKAI course management software. Students may take a select number 
of courses on line to help with scheduling and transportation issues. Courses requiring skill demonstration have scheduled 
on-campus labs to ensure student learning outcomes are met. 

FUTURE ACTIVITIES AND PLANS 

If feasible, the College will use scheduling in 2018 to ensure all its active classes are in the "Tech Building" (509 16t h Street) 
to make them easily accessible and allow better interact ion among the student body and faculty. As the student body 
increases, a redesign of room s 4 and 5 (currently one area with a curtain wall) may be required. 
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PROGRAMS AND OBJECTIVES - 10/31/2017 

PROGRAMS CURRENTLY OFFERED 

DDT - DEPENDENCY DISORDERS TECHNOLOGY - ACADEMIC ASSOCIATE DEGREE 

The objective of this program is to develop graduates who will be technically proficient in dealing with the problems of 
addict ion in a variety of settings and function under the supervision of a health care professional. 

AMA - MEDICAL ASSISTANT - OCCUPATIONAL ASSOCIATE DEGREE 

The objective of this program is to prov ide students with thorough traini ng and opt ions in the administ rative and clinica l 
functions of an office in the health care indust ry. Emphasis on medica l theory/applications and medical terminology are 
combined with a strong business and clerical background to meet the requirements of professionals and industry. 

PROGRAMS ON TEACH -OU T 

AHA - HIGHER ACCOUNTING MANAGEMENT - OCCUPATIONAL ASSOCIATE DEGREE 

The objective of this program is t o prov ide the student with the thorough knowledge of accounting procedures and 
concepts, including computerized applications that will qua lify graduates for accounting or entry -level management 
positions. Proposed end date of 03/2018 

AAA - ADMINISTRATIVE ASSISTANT - OCCUPATIONAL ASSOCIATE DEGREE 

The objective of t his program is to prov ide t he student with a thorough knowledge of all aspects of secretar ial duties . 
Graduates will be recognized for their specialized wo rd and information processing knowledge and skills. The curriculum is 
designed to include comprehensive trai ning in business procedures as well as practical, hands-on computer applications 
used by today's administrative assistants. Proposed end date of 03/2018 

CIT - COMPUTER INFORMATION TECHNOLOGY - OCCUPATIONAL ASSOCIATE DEGREE 

The objective of this program is to provide the student with a broad range of skil ls needed to be a valued member of an 
Information Technology Department. Students receive hands on software tra ining that is concurrent with today's 
technology. This program offers the knowledge and skills necessary to obta in an entry -level position. Proposed end date of 
06/2018 

CURRENT ENROLLMENT BY PROGRAM AS OF OCTOBER 31,2017 

Program Name Enrollment Percentage 

Dependency Disorders Technology (DDT) 18 25% 

Medical Assistant (AMA) =1 41 I ss% I 
The follo w ing programs are on teach out. 

Higher Accounting (AHA) 4 6% 

Computer Information Technology (CIT) 3 4% 

Administrative Assistant (AAA) 5 7% 

TOTAL 71 100% 
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MEASURES OF CAMPUS EFFECTIVNESS 

STUDENT ACHIEVEMENT STANDARDS 
Bfective 2013 

Benchmark 

Council standard 

Benchmark 

Council standards 

Campus-Level Standards 

Retention 

70% 

60% 

Program-Level Standards 

Retention 

Proi'ram Leni(h 

=<l year 

70% 

60% 

Retention 

Proi' ram Lerlil.h 

=>l year 

65% 

60% 

Placement 

70% 

60% 

1Where Jicensvre is required for employment. •Mvst also meet applicable :;,eency standards 

Placement 

70% 

60% 

Licensure1• 2 

70% 

60% 

2017 A Campus Accountability Report Aso f: ll/26/20 17 

Mountain State College - Parkersburg, WV (00011220) 

This Is t he data report ed to ACICS by the Institu t ion In Its most recent Campus Accounta blllty Report 

Campus Information 

Beginning Population : 118 Ending Population : 80 

Non-Program Enrollment : O * This number is not included in the ending population 

Campus Level Standards 

Retention : 76% Placement: 58% 

Program Level Standards 

Program Name Retent ion Placement Ucensure 

Admin istrat ive Assistant (Occupational As.soc:iate's Degreel 6~ 100% N/A 

Computer Information Tech.nology (Occupation al Associate's Degree) 6~ 5°" N/A 

Dependency Disorders Tech.nology (Acade mic Associate's Degree} 8 1" 100% N/A 

Higher Accoun t ing Management (Occupational Associate's Degree) 92" 25" N/A 

Medica l Assistant (Occupatio nal Associate 's Degree I 78" 6°" N/A 

Medical Secretary (Cert ificate/Diplo ma) 1~ N/A N/A 

Medical Tral\Saipt ion (Occupat iona l Associate's Degree) 75" °" N/A 

Paralegal Studies (Acade mic Associate 's Degree) 38" 100% N/A 
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STUDENT RETENTION 

DATA USED, RATIONALE, METHOD OF COLLECTION 

Data Used: The campus uses the retention percentages from the ACICS Campus Accountability Report (CAR). 

Rationale: The CAR report is standardized for all ACICS accredited institutions and allows the College to compare itself to 
other like institut ions. 

Method : Data is collected from the College's administrative software and calculated by the CAR spreadsheets. 

DATA FROM 2017 CAR 

Administrative Assistant 
Computer Info. Tech 

Dependency Disorders 
Higher Accounting 

Medica l Assistant 

67% 

67% 
81% 

92% 

Program-Level Retention 

Above Benchmark 
Above Benchmark 

Above Benchmark 
Above Benchmark 

78% Above Benchmark 
Medica l Transcription, Medical Secretary, Paralegal have been terminated . 

ANALYSIS 

The 2017 Car Report Data shows that all programs (except Paralegal) have retention rates of 65% or greater which is ACICS 
Program-level benchmark . The Paralegal Studies program has been terminated. Campus- level retention was 76%, 
exceeding the ACICS benchmark of 70%. 

Revised admission procedures have minimized the number of applicants enro lling for one or two terms just to get a student 
loan check. Revised SAP policy has helped students maintain enrollment. 

BENCHMARK & GOAL 

2017 CAR retention rate of 76% exceeded the previous goal of 70%. The goal for 2018 will be 77% (the average of the 
remaining programs) . A benchma rk of 73% will be used (average of the three highest campus rates of the past four years). 

PLAN OF ACTION 

See CEP Implementation and Evaluation Timetable for specifics. 

No formal improvement plan is needed; however, the activities and policies implemented after the 2016 CAR and in effect 
through 2017 have had a tremendous result (20% increase in retention) and those activit ies and polici es wil l be retained 
and improved upon if possible. 

A very effective change was a modification in 'hours of operat ion' . The College previously scheduled an 8am class which 
was difficu lt for students with children to attend, and winter weather caused frequent cancel ling and rescheduling. The 
hours were revised in Winte r 2017; the College and Library/Resou rce Center now open at 9:00am, classes start at 10:00am 
and end at 2:00pm . Some night classes were re-schedu led for late afternoon (3-Spm). It was determined by the end of 
summer 2017 that night classes were no longer needed. This reduced faculty and staff workload and reduced student 
absenteeism and increased retention. 

Students need surveyed about Library/Resource Center hours. 
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GRADUATE PLACEMENT 

DATA USED, RATIONALE, METHOD OF COLLECTION 

Dat a Used: The campus uses the placement percentages from the ACICS Campus Accountability Report (CAR). Results are 
verified using the ACIC PVP and kept on paper records. 

Rat ionale: The CAR report is standardized for all ACICS accredited institutions and allows the College to compare itself to 
other like institutions. 

Metho d: Data is collected from the College's administrative software, or direct graduate contact, and calculated by the 
CAR spreadsheets and verified by the PVP system. The College will begin to use an additional 3rd-party service in December 
2017 to conform to alternative accreditation guidelines. 

DATA FROM 2017 CAR 

CAMPUS -LEVEL PLACEMENT RATES Tl MELINE 

2014 CAR 2015 CAR 2016 CAR 2017CAR 

63% I 73% I 56% I 58% I Plan in Appendix A 

2017 Program-Level Placement 

Administrative Assistant 100% Above Benchmark 

I 

-
Computer Info. Tech 50% Below Standard On teac h-out - -

Dependency Disorders 100% Above Benchmark 

Higher Accounting I 25% Below Standard On t each-out - -

Medical Assistant 60% At Benchmark Plan in Appendix B 
~ -

Medica l Transcription, Medical Secretary, Paralegal have been terminated. 

ANALYSIS 

Campus placemen t is below standard. Computer Informat ion Technology, Higher Account ing, and Medical Transcription all 
had placement rates below council standards. 

The percentages are misleading due to the small graduate cohort; one additional placement would have made the campus 
placement rate 63%. 

BENCHMARK & GOALS 

The College did not accomplish its 70% goal for the 2017 CAR. The benchmark for the 2018 CAR will be 65% (average of the 
best 3 out of 4 past years). The goal for the 2018 CAR wil l remain 70%. 

PLAN OF ACTION 

AAMA: The College will seek AAMA approval once inst itutiona l accreditation issues are resolved. This allows for more 
placement opportunities for Medical Assistant graduates. 
Campus Improvement Plans can be found in Appendix A. Program Improvement Plans can be found in Appendix B. 
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STUDENT SATISFACTION 

TYPE OF DATA USED, RATIONALE, METHOD OF COLLECTION 

Data Used: Students satisfaction is measured using results from surveys detailed in the 'Evaluation of Campus and 
Programs' section of the CEP. 

Rationale: Collected data from student evaluations provide the College with feedback as to student perception of their 
courses, instructors, staff, and campus facilities. Data collected from withdrawn students identifies reason for the 
withdrawa l in addition to the degree of satisfaction with all aspects of the College. 

Method: Mode of data collection is through surveys and personal communication. Data is collected online or by mail and 
face-to -face if necessary. Using Survey Monkey has resulted in a decrease in overall responses; however, the data collected 
is much more useful. The main factor seems to be students were hesitant about answer honestly when filling out surveys in 
class. 

DATA 

Department Summary (full results in Appendix E): 
4-7% percent answered Needs Improvement to all departments and all questions. 15-20% answered Meets Expectations. 

65-80% answered Exceeds Expectations. 

Course Summary (full results in Appendix E): 

Answered: 226 S~ped: O 

NEEDS MEETS EXCEEDS NIA TOTAL WEIGHTED 
IMPROVEMENT EXPECTATIONS EXPECTATIONS AVERAGE 

Work is graded and retumed in a timely 7.08% 20.80% 72.12% 0.00% 
manner? 16 47 163 0 226 2.65 

Instructor provides feedback on tests, 5.75% 19.03% 75.22% 0.00% 
assignme nts. and other work? 13 43 170 0 226 2.69 

Assignments were clearty explained and 2.65% 23.01% 74.34% 0.00% 
reasonable? 6 52 168 0 226 2.72 

A variety of teaching methods are used to 2.21% 23.45% 74.34% 0.00% 
meet individual needs? 5 53 168 0 226 2.72 

Instructor helps the student to meet 2.21% 21.24% 76.55% 0.00% 
course requiremenls? 5 48 173 0 226 2.74 

Instructor provided interaction through 2.21% 22.57% 75.22% 0.00% 
direct lecture , emai ls, forums, messages, 5 51 170 0 226 2.73 
etc? 

Course is interesting and engaging? 1.TT% 28.76% 69.03% 0.44% 
4 65 156 1 226 2.68 

Instructor is courteous , fair , and 1.33% 22.12% 76.55% 0.00% 
accessible to students? 3 50 173 0 226 2.75 

Course materia ls were accessible and 0.88% 23.45% 75.66% 0.00% 
easy to understand or use? 2 53 171 0 226 2.75 

Sylab us and expla nation of course 0.44% 26.99% 72.12% 0.44% 
requirements were provided? 61 163 226 2.72 

Student participation is encouraged ? 0.44% 23.45% 75.66% 0.44% 
53 171 226 2.76 

Course materia l was relevant and up-to- 0.44% 24.34% 75.22% 0.00% 
date? 1 55 170 0 226 2.75 

Environment promo ted learning? 0.44% 18.58% 64.60% 16.37% 
1 42 146 37 226 2.n 
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ANALYSIS 

A common remark on 6-Week surveys in 2017 was that the student "did not use the library" or "had never been in the 
library". Approximately 30% of students surveyed answered N/A to library quest ions. The library had been located on the 
second floor (two flights of stairs) of the administration building for decades. The library was relocated to the single floor 
build ing across the street and util ization increases astronomica lly. In one week, the librarian noted more students came in 
than the entire previous quarter. 

Overall, students were satisfied with courses, faculty, staff, and faci lities. The most common request was for an 
improvement on returning graded work promptly; though, this was focused to just a few instructors who had a heavy 
course load. Changes were imp lemented in summer 2017 that reduced the course load and hours for faculty to improve 
turnaround time. 

Financial Services received the highest number of 'Needs Improvement' remarks. The Director of Student Financial Services 
makes every effort to inform students of the steps they need to take to ensure Title IV funds are available. Some students 
routinely put off completing the FAFSA or providing other documentation in a timely manner. Another issue is that not all 
fund sources are available every term (WV Grant is not available in the summer) and students don't understand why. 

PLAN OF ACTION 

See CEP Implementation and Evaluation Timetable for specifics. 

Students (and faculty) have reacted positively to the new hours implemented in Winter 2017. For 2018, the College will 
survey students to see if additional scheduling/hour changes are warranted . 

The increased use of the library/learning resource center would indicate hours should be extended for it . This may require 
an assistant, or the librarian may choose to work extended hours on certain days. The College will develop a survey and ask 
students what hours would be best for them. Online resource access will be improved to faci litate distance education 
courses. 

A new 'Financial Aid Checklist' will be developed and distributed to students before the start of every term. Director of 
Student Services will assist Director of Student Financial Services to make sure students complete required steps. 
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GRADUATE SATISFACTION 

TYPE OF DATA USED, RATIONALE, METHOD OF COLLECTION 

Data Used: Graduate satisfaction is measured using results from surveys detailed in the ~Evaluation Methods of Campus 
and Programs' section of the CEP. 

Rationale: These surveys identify areas of training that are perceived as most or least beneficial as well as generate 
feedback from the graduate for improvement of the program of study. 

Method : Mode of data collection is through surveys and personal commun ication. Data is collected online or by mail and 
face-to-face if necessary. Graduate response as of November 1, 2017 is XX%. (xx out of xx). 

DATA 

• 30 Graduate surveys have been completed from October 2016 to October 2017 (some older graduates filled out the 
new form once available onl ine). 

• All graduates indicated they wou ld attend MSC if they had it to do all over again. 
• Most graduates indicated they liked the small classes and one-on-one attention. 
• Graduates were least satisfied with only two -year degrees available, outdated courses, limited scheduling. 

Survey Synopsis Poor Fair Good Excellent 

Overall experience 37% 63% 

Faculty and Instruction 23.3% 76.7% 

Educational / Technological Resources 3.3% 26.7% 70% 

Full results in Appendix E: 

ANALYSIS 

The small size of the college remains an important factor in the students' decision to attend . Scheduling is limited to 
day/on line because of the small size and four -year degrees are not feasible at this time. Courses and methods have been 
updated this past year (specifically the Professional Development course). 

PLAN OF ACTION 

See CEP Implementation and Evaluation Timetable for specifics. 

Continue with the Survey Monkey mode of data collection to insure a high rate of return. Continued review of t he graduate 
surveys to evaluate overall satisfaction with the College and review any changes needed to the programs of study. 
Redesign survey to provide more detailed results. 
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EMPLO YER SATISFACTION 

TYPE OF DATA USED, RATIONALE, METHOD OF COLLECTION 

Data Used: Employer satisfaction is measured using results from surveys detai led in the 'Evaluation of Campus and 
Programs' section of the CEP. 

Rationale: These surveys identify areas of training that are perceived as most or least beneficial as well as generate 
feedback from the employer for improvement of the program of study . 

Method : Mode of data collection is through surveys and personal commun ication. Data is collected by mai l and face-to ­
face if necessary. 

DATA 

Program Directors and Dir. Of Student Services have had positive feedback t hrough phone conversations and in-person 
communications . 

Surveys collected via Survey Monkey indicate employers are satisfied with externs and graduates . 

Full results in Appendix E: 

ANALYSIS 

All surveys and evaluations need converted to Survey Monkey. 

PLAN OF ACTION 

See CEP Implementation and Evaluation Timetable for specifics. 

Specific times to reach out to employers has been added to the timetables . This will allow better data collection . 
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STUDENT LEARNING OUTCOMES 

TYPE OF DATA USED, RATIONALE, METHOD OF COLLECTION 

Data Used: Learning outcomes are measured using results from surveys detailed in the 'Evaluation Methods of Campus 
and Programs' section of the CEP. NCCT test results are collected for Medica l Assistants who elect to take the exam. 
Faculty period ically review syllabi and resources to determine if they effectively serve the student and program. ACICS 
Placement rates are used to determine the benefit of t he program to the graduate. SAP and Student Progress Reports 
measure the effectiveness of the facu lty and admin istration in providing education to the studen t. 

Rationale: Graduate surveys identify areas of training that are perceived as most or least beneficia l as well as generate 
feedback for improveme nt of the program of study. NCCT exam results provide insight into student retention and 
application of knowledge . Placement rates are one indicator of program quality and viability . 

Method: Mode of data collect ion is through surveys and personal commu nication . NCCT provides the College with results 
at the completion of each scheduled exam. 

DATA 

Graduate Surveys: 30 Graduate surveys have been completed from October 2016 to October 2017. All graduates indicated 
they would attend MSC if t hey had it to do all over again. Most graduates indicated they liked the small classes and one-on­
one attention . Graduates were least satisfied wit h only two -year degrees available, outdated courses, limited scheduling . 

SAP: Four (4) students have been dropped due to failing SAP as of 10/31/2017. In 2016, t his number was fifteen (15). 

Externship Evaluations: Extern sites are mostly pleased with student performance . It has been requested by one site that 
Pharmacology be a prerequisite . 

NCCT Exam Pass Rate / National Average 
2014 2015 2016 2017 

- 50%/ 61% 57%/ 59% l 75%/ 65% L 50%/ 63% I 
CAMPUS-LEVEL PLACEMENT RATES TIMELINE 

2014 CAR 2015 CAR t 2016 CAR l 2017 CAR I 
~ 

63% 73% 56% 58% 

ANALYSIS 

Syllabi and Course Descriptions: Thorough review of syllabi found numerous errors. Most are typograp hical, but some had 
incorrect data or missing componen t s. The course descriptions in effect for the past years were too detailed . As 
procedures and methods changed, the course descriptions were left as-is and did not accurate ly reflect what was being 
taught in the courses. 

NCCT: Several graduates who fa iled to pass the NCCT exam did not purchase the interactive study guide from NCCT. This 
must be purchased direct ly from NCCT and the graduates either did not have the funds or debit/credit card to do so. 

Student Progress Reports and SAP: In Spring of 2017, the College configured the adm inistrat ive software to generate 
reports t hat detail all students' progress and which courses they have not completed . This allows the President/Director to 
more effective ly create a schedule and reduce the load on faculty. SAP withdrawals have been reduced dramat ically since 
switching to checking quarter ly. 

Surveys: Response rate using Survey Monkey has been excellent. 
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PLAN OF ACTION 

See CEP Implementation and Evaluation Timetable for specifics. 

Syllabi and Course Descriptions: The College has developed a syllabi temp late for all courses which will be available 
December 2017. This w ill make syllabi review more efficient and effective due to a standardized format. In October 2017, 
faculty were presented revised course descriptions and asked to make changes. All faculty had responded by October 31st 

and the descriptions were implem ented into the new Catalog effective January 2018. 

NCCT: The College will work with NCCT to determine if there is a method for the College to pay for study items and make 
them eligible for Title IV or if the College could purchase a "site -license" review package. 

SAP: The revised policy has been extremely effective and w ill be cont inued and improved upon. 

AAMA: The College wil l seek AAMA approval once institutional accreditation issues are resolved. This al lows for more 
placement opportunities for Medical Assistant graduates. 

Survey: Surveys will be improved throughout the year to provide more detailed feedback. Current paper surveys will be 
done away wit h and transferred to Survey Monkey. 

Externships: Scheduling wi ll be reviewed to ascertain the feasibility of making Pharmaco logy a prerequisite to the Medical 
Assistant externsh ip. 
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GRADUATION RATE 

TYPE OF DATA USED, RATIONALE, METHOD OF COLLECTION 

Data Used: IPEDS Graduate Component Data Summary; graduation percent of first -time students who started in the fall 
and graduate within 200% of the program length (measured in calendar years and inclusive of LOA's). 

Rationale: This is the only standardized method currently available to measure graduation rates. 

Method: This data was collected thro ugh the College's administrative system and uploaded to the IPEDS website. 

DATA 

Using internal data, the College estimates the Medical Assistant program graduation rate is ~40%. 

Using internal data, the College estimates the Dependency program graduation rate is~22%. 

ANALYSIS 

The IPEDS rate on ly measure first-time students who start in the fall. The College starts students every quarter and 66% 
have had previous college education; therefore, the data is not consistent nor accurate for our demographic. The 0% 2013 
cohort was due to only having five (5) first -time students start in the Fall of 2013; Three (3) withdrew due to fai ling to meet 
SAP, one (1) moved to Florida, one (1) withdrew to attend WVUP. 

BENCHMARK & GOALS 

Until a standardized formu la re levant to quarter -based college's is avai lable, benchmark and goals cannot be established. 

ACCSC has a benchmark of 40%; the Medical program falls into that range; the Dependency program should fa ll into that 
range now that externships have been reduced and admissions procedures tightened. 

PLAN OF ACTION 

ACICS has been collecting data that would suggest an establishment of a graduation formula, standard , and benchmark. 
The College will stay up-to -date on Memos to the Field and other ACICS commun ications. 
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COHORT DEFAULT RATE 

TYPE OF DATA USED, RATIONALE, METHOD OF COLLECTION 

Data Used: The Cohort Default Rate (CDR) and updates from Wright International Student Services (WISS). Mapping Your 
Future (https://www.mappingyourfuture.org/) on line loan counseling results. 

Rationale: The Cohort Default Rate is a standardized measure utilized by the Department of Education. WISS has over 20 
years' experience assisting schools with default rates. Mapping Your Future provides counseling for Direct Loan Entrance, 
Direct Loan Exit, Financial Literacy, Grace Period and Repayment, Loan Management, and Non-Traditional Students. 

Method: CDR is determined by the Department of Education using student loan records. Wright International Student 
Services provides monthly updates on students' loan statuses and works directly with students and the Director of Financial 

Services to prevent defaults. Mapping Your Future allows students to comp lete counseling from any PC and results are 

given to the College. 

DATA 

Cohort Default Rates FY2011 FY2012 FY2013 FY2014 

Default Rate 20.5 14.1 18.1 14.1 

# in Defau lt 16 13 28 16 

# in Repayment 78 92 154 113 

Enrollment 171 300 322 276 

Percentage 45.6 30.6 47.8 40.9 

Mapping Your Future {07 /01/2017 -10/31/2017): 10% of withdrawals completed exit counse ling 

38% of graduates completed exit counseling I 76% of new starts completed entrance counse ling 

ANALYSIS 

The Colleges' CDR is above the national average of 11.3%, but below the WV average of 18.3%; however, if the WV college 
with the highest CDR {American Public University System, 23%) is excluded, the state average is 14% (our current level). 

WISS has indicated that the next cohort has been particularly difficult to work with. Many borrowers are under t he 

assumption that loans wil l be forgiven due to accreditation issues (publicity of the ITT shutdown has encouraged this belief), 
or borrowers fell victim to 'loan forgiveness' scams. This is ultimately beyond the control of the College and WISS. 

Revised admission procedures have minimized the number of applicants enrolling for one or two terms just to get a student 
loan check {that type of student is guaranteed to default). Revised SAP policy has helped students mainta in enrollment 

which increases their chances of graduation , subsequent employment, and the ability to repay loans. 

BENCHMARK & GOALS 

The College's CDR of 14.1% is better than the previous goal of 17%. The benchmark for the FY2015 cohort will be 16.7% 

(average of last four years). The goal will be to maintain 14.1% or lower, but preliminary data from WISS would indicate this 
is not feasible. WISS will update us once more data is available. 

PLAN OF ACTION 

The College and Director of Student Financial Services will continue to work closely with WISS, guarantee agencies, US 

Department of ED loan servicers, and Mapping Your Future to minimize student loan defaults. Revised admissions 
procedures have been successful in attracting students committed to completing their program and obtaining employment, 

and improvements will be made as more data becomes available. 
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EVALUATION METHODS OF CAMPUS AND PROGRAMS 

STUDENTINVOLVMENT 

Student surveys are used to improve the qua lity of programs and courses. Data will be collected through Survey Monkey 
and in-person (only if necessary). The students can anonymously evaluate faculty, courses, staff, and the Campus facilities. 

Results are compiled and given to faculty, staff, and the President/Director. Faculty/Staff can use the input to adjust their 
methods or make improvements. The President/Director can address more serious deficiencies by meet ing wit h a faculty 
or staff member directly. The President/Director may also budget money for needed facility or resource improvements. 

• New Student Survey (after completing enrollment process; evaluates admissions process) 
• 2-Week Survey (2weeks after initia l enrollment; evaluates admissions, financial process) 

• 6-Week Survey (every quarter around mid-term; evaluates faculty/staff/courses/campus) 
• Mid -Program Survey (approximately half-way through students' program; evaluates facu lty/staff/courses/campus) 

• Non-returning Student Survey (within 30 days of withdraw ; evaluates dissatisfaction) 

GRADUATE INVOLVMENT 

Graduates are surveyed to identify areas of training that are perceived as most or least benefic ial as well as to generate 
feedback from the graduate for improvement of their program of study. Evaluations are reviewed by the 
President/Director, Program Administrators, and other appropriate faculty and staff members. Graduates also serve on 
Program Advisory Committees 

• Graduate Survey (approximately 90 days after graduation) 
• Program Advisory Committees (1-3 members are graduates employed in field) 

EMPLOYER INVOLVMENT 

Employers are surveyed periodically and reviewed by the President/Director, Program Administrators, and ot her 
appropriate faculty and staff members. Employers also provide evaluations of externships and serve on Program Advisory 
Committees. 

• Employer Survey (upon placement or when necessary; evaluate skil ls and relevancy of program contents) 
• Externship Survey (upon completion of externship; evaluate skills and relevancy of program contents) 
• Program Advisory Committees (2-3 members are professionals in field) 

PROGRAM ADVISORY COMMITTEE/ COMMUNITY INVOLVMENT 

Program Advisory Committees for Medica l Assistant and Dependency Disorders programs are utilized which work directly 
with Program Administrators and other faculty members. Each committee consists of at least three members who are 
qualified in the appropriate fie ld of study, one in general education, and one in online stud ies. Input from these meetings 
helps the college maintain a level of education employers expect and need. Community activities such as seminars, AA/NA 
meetings, field trips, guest speakers, etc. are integrated into the programs when possible (preferab ly every term). Mock 
interviews are conducted by an independent third-party (Extra's Staffing of Parkersburg ). 

FACULTY INVOLVMENT 

Regular faculty meetings are held to review curriculum, textbooks, resources, and other areas the faculty are directly 
involved with. Minutes are kept and reviewed by the President/Director and COO. Faculty may also speak with the 
President/Director on an as-needed basis and provide input derived from Professional Development activities. The 
President/Director (or appointee) evaluates individual classes in session and reviews the result with the faculty member. 

DISTANCE EDUCATION 

Each Program Advisory Committee has one member that is familiar with the delivery of on line content and provides input 
and suggestions on the College's current system (SAKAI). Online students are surveyed the same as campus students. 
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CEP IMPLEMENTATION AND EVALUATION TIMETABLES 

Evaluation of the effectiveness of the College is continuous through a series of evaluations, surveys, and feedback from the 
professional community conducted and monitored by the CEP committee . These timetables are designed for continuous 

review of the 'Measures of Campus Effectiveness' and 'Evaluation & Design of Educational Programs' sect ions. Activities 
are to be conducted according to the timetables in the following sections. Progress resu lts wi ll be recorded in Appendix C. 

Note: The timetables may be adjusted throughout the year as determined by faculty/staff meeting input or other 
circumstances. 

PLAN IMP LEMENTATION SCHEDULE 

Month Task/ Activity 
February Survey about Library hours. 

Februa ry Financial Aid Checklist 

Februa ry Grad Survey re-design 

Person(s) Responsible 
coo 
Libraria n 

Dir. Student Services 

coo 
Dir. Student Financial Services 

coo 
Dir. Student Services 

WEEKLY ACTIVITIES 2018 

Task/ Activity 
Attendance 

Person(s) Responsible 
Registrar 

Faculty 

Absenteeism Director of Student Services 

SEMI-ANNUAL ACTIVITIES 2018 

Quarter 
Spring 

Fall 

Task/ Activity 
NCCT Exam Scheduling 

NCCT Exam Scheduling 

ANNUAL ACTIVITIES 2018 

Month Task/ Activity 
January Faculty/ Staff Perfo rma nce 

8-26 Evaluat ions 

~ Fall / 7 IPEDS 

Winter/ 
Spring 

September - ACICS CAR 

October 

October 

November 

Graduation Ceremony 

CEP Review and Improvement Plans 
Deve lopm ent 

November Classroom Observat ions 

Person(s) Responsible 
Career Services Coordinator 
Program Director - Medica l 

Career Services Coordinator 
Program Director - Med ical 

Person(s) Responsible 
President/Director 

President/Director 

President/Director 

coo 

Director of Student Services 
Registrar 

President/Director 
>---

CEP Team 

President/Director 

CEP Area 
Satisfact ion 
Rete nt ion 

Learni ng Outcomes 

Satisfact ion 

Rete nt ion 

Satisfact ion 
Learni ng Outcomes 

CEP Area 

Complete? 

7 Learning Outcom es 
Retention 

I Retent ion 

CEP Area 
Learni ng Outcomes 

Learni ng Outcomes 

CEP Area 
Learning Outcomes 

Satisfaction 

Graduation 
Retent ion 

Retent ion 

Placement 

Learning Outcomes 

Satisfaction 

CEP 

Learning Outcomes 

Satisfactio n 

Complete? 

Complete? 
X 

+ 

+ 
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WINTER TERM 2018 

Week Month Task/ Activity Person(s) Responsible CEP Area Complete? 
December SAP Directo r of Student Services Learning Outcomes X 

24-29 President/ Directo r, COO Retent ion 

2017 

December Student Progress Repor t President/ Directo r Learning Outcomes X 
24-29 Scheduling Directo r of Student Services Ret entio n 

I-
2017 

1-2 January Syllabi Review Faculty, Registrar, COO Learning Outcomes X 
2-12 

2 January Mapping Your Futu re Dir . of St udent Financial Serv ices Cohort Default X 
8-12 September - December coo Rates 

Lists 

3 January 2-Week Survey Community Relatio ns Coordinator Satisfactio n 
15-20 President/ Directo r 

4 January December PVP Directo r of Student Services Placeme nt 
29-31 Career Services Coordinator , COO 

6 February 6-Week Surveys Director of Student Services Learning Outcomes 

5-16 President/Di recto r Sat isfactio n 

6 February Mid-te rm Grades Director of Student Services Learning Outcomes 
5-16 Registrar , Faculty Retent ion 

6 February Course Withdraws Director of St udent Services Retention 

5-9 Dir. of Student Financial Services 

6 February Student Progress Reports President/ Directo r Learning Outcomes 

5-9 Scheduling Ret ent ion 

7 February Employe r Survey Directo r of Student Services Learning Outcomes 

12-16 Career Services Coord inator Satisfaction 
7-8 February Registra t ion fo r Next Directo r of Student Services Rete nt ion 

12-23 Term Registrar, President/D irecto r 

8 February Mid-Program Survey Directo r of Student Services Learning Outcomes 
19-23 President/ Directo r Satisfact ion 

8 February Textbook/ Curricu lum Faculty, Regist rar Learning Outcomes 
19-23 Review President/ Directo r 

February January PVP Directo r of Student Services Placeme nt 
26-28 Career Services Coordinator, COO 

11 Marc h Registra t ion Follow-up Directo r of St udent Services Ret ent ion 

5-9 Regist rar, President/D irector 

12 March Wit hdrawal Rate Directo r of Student Services Retent ion 
19-23 Dir. of Student Financial Services 

12 Marc h # Graduates Director of St udent Services Placeme nt 

19-23 Registrar 

12 Marc h # Graduates Placed Directo r of St udent Services Placeme nt 

19-23 Career Service Coordinator 

12 Marc h # Declining Placement Directo r of Student Services Placement 

19-23 Career Service Coord inator 

12 Marc h Graduate Survey fo r Fall Director of Student Services Learning Outcomes 
19-23 2017 Graduates Career Service Coord inator, COO Satisfact ion 

12 Marc h SAP Directo r of Student Services Learn ing Outcomes 
19-23 President/ Directo r, COO Retentio n 

Marc h February PVP Director of Student Services Placement 
26-30 Career Service Coord inator, COO 
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SPRING TERM 2018 

Week Month Task/ Activity Person(s) Responsible CEP Area Complete? 
1-2 March 26 Syllabi Review Faculty, Registrar, COO Learning Outcomes 

Apr il 6 

2 April Mapp ing Your Fut ure Dir. of Student Financ ial Services Cohort Default 
2-6 January - Marc h Lists coo Rates 

3 Apr il 2-Week Survey Commun ity Relatio ns Coordinator Satisfact ion 

9-13 President/Di rector 

4 Apr il March PVP Director of St udent Services Placement 

30 Career Services Coordinator , COO 
t- --+ 

6 May 6-Week Surveys Director of Student Services Learning Outcomes 
1-4 President/Di rector Satisfact ion 

6 May Mid-te rm Grades Directo r of Student Services Learning Outcomes 
1-11 Registrar, Faculty Retentio n 

6 May Course Wit hdraws Director of Student Services Retent ion 
1-11 Dir. of Student Financ ial Services 

6 May Student Progress Report s President/Di rector Learn ing Outcomes 
7-11 Scheduling Retent ion 

7 May Employer Survey Director of Student Services Learn ing Outcomes 
14-18 Career Services Coord inator Satisfact ion 

7-8 May Regist ration fo r Next Director of Student Services Retent ion 
14-25 Term Registrar, President/D irecto r 

8 May Mid-Program Survey Directo r of Student Services Learning Outcomes 

14-25 President/Di rector Sat isfact ion 

8 May Textbook/ Curriculum Faculty, Registrar Learning Outcomes 
14-25 Review President/Director 

9 May Apr il PVP Directo r of St udent Services Placement 

28-31 Career Services Coord inator , COO 

10 June Regist rat ion Fol low-up Director of Student Services Retent ion 
4-8 Registrar, President/D irector 

13 June Wit hdrawa l Rate Director of St udent Services Retent ion 

18-22 Dir. of Student Financ ial Services 

13 June # Graduates Directo r of Student Services Placement 
18-22 Registrar 

13 June # Graduates Placed Director of Student Services Placement 

18-22 Career Service Coordinator 

13 June # Declining Placement Directo r of Student Services Placement 
18-22 Career Service Coordinator 

13 June Graduate Survey for Fall Directo r of Student Services Learn ing Outcomes 
18-22 2017 Graduates Career Service Coordinator, COO Satisfact ion 

13 June SAP Directo r of Student Services Learn ing Outcomes 
18-22 President/Director, COO Retentio n 

June May PVP Director of Student Services Placement 
25-29 Career Service Coordinato r, COO 
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SUMMER TERM 2018 

Week Month Task/ Activity Person(s) Responsible CEP Area Complete? 
1-2 June 25- Syllabi Review Faculty, Registrar, COO Learning Outco mes 

July 6 

2 July Mapping Your Futu re Dir. of Student Financia l Services Cohor t Defau lt 
2-6 Apri l -J une Lists coo Rates 

3 July 2-Wee k Survey Commu nity Relations Coordinator Satisfact ion 
9-13 President/ Director 

4 July June PVP Director of Student Services Placement 
30 Career Services Coordinator, COO 

6 July 30 - 6-Wee k Surveys Directo r of Student Services Learning Outcomes 

August 3 President/ Director Satisfact ion 

6 August Mid-te rm Grades Director of Student Services Learning Outcomes 
1-10 Registrar, Faculty Retent ion 

6 August Course W it hd raws Directo r of Student Services Rete nt ion 
1-10 Dir. of Student Financia l Services 

6 August Student Progress Reports President/ Directo r Learning Out comes 
6-10 Schedu ling Rete nt ion 

6 August Employe r Survey Director of St udent Services Learning Outco mes 

6-10 Career Services Coordinator Satisfact ion 

8-9 August Regist rat ion for Next Director of Student Services Rete nt ion 

13-24 Term Registrar, President/D irector 

8 August Mid -Program Survey Director of St udent Services Learning Outco mes 
13-24 President/ Directo r Satisfact ion 

8 August Text book/ Curric ulum Faculty, Registrar Learning Outco mes 
13-24 Review President/ Directo r 

August July PVP Director of Student Services Placement 
27-31 Career Services Coordinator, COO 

12 September Registrat ion Follow-up Directo r of Student Services Rete nt ion 
10-14 Registr ar, Preside nt/D irecto r 

13 September W ithd rawal Rate Director of Student Services Rete nt ion 
17-21 Dir . of St udent Financial Services 

13 Septem ber # Graduates Directo r of Student Services Placeme nt 
17-21 Registrar 

13 September # Graduates Placed Directo r of Student Services Placement 

17-2 1 Career Service Coo rdinator 

13 September # Decl ining Placement Director of Student Services Placement 
17-21 Career Service Coordinator 

13 September Graduate Survey for Fall Directo r of Student Services Learn ing Out comes 

17-21 2017 Graduates Career Service Coordinator , COO Satisfact ion 

13 September SAP Director of Student Services Learning Outco mes 
17-21 President/ Directo r, COO Rete nt ion 

I-

~ tem ber I August PVP Director of Student Services Placement 

24-28 Career Service Coordinator , COO 
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FALL TERM 2018 

Week Month Task/ Activity Person(s) Responsible CEP Area Complete? 

1-2 Sept 24 - Syllabi Review Faculty, Registrar, COO Learning Outcomes 
Oct 5 

2 Oct Mapping Your Future Dir. of Student Financial Services Cohort Default 
1-5 Apri l - June Lists coo Rates 

3 Oct 2-Week Survey Community Relations Coordinator Satisfaction 
8-12 President/Di rector 

Oct September PVP Director of Student Services Placeme nt 

31 Career Services Coord inator, COO 

6 Oct 29 - 6-Week Surveys Director of Student Services Learning Outcomes 

1-- 6-7 
Nov 2 President/Director Satisfaction 

Oct 29 - Mid -te rm Grades Director of Student Services Learning Outcomes 
Nov9 Registrar, Faculty Retentio n 

6-7 Oct 29 - Course Wit hdraws Director of Student Services Rete nt ion 

Nov9 Dir. of Student Financial Services 

7 Nov Student Progress Reports President/Di recto r Learning Outcomes 

5-9 Scheduling Retentio n 

7 Nov Employe r Survey Directo r of Student Services Learning Outcomes 
5-9 Career Services Coordinator Satisfaction 

8-9 Nov Registrat ion fo r Next Directo r of Student Services Rete nt ion 
12-23 Term Registrar, President/D irector 

8-9 Nov Mid-Program Survey Directo r of Student Services Learning Outcomes 
12-23 President/Director Satisfaction 

9 Nov Textboo k/ Curriculum Faculty, Registrar Learning Outcomes 

26-30 Review President/Di recto r 

Nov October PVP Director of Student Services Placement 
30 Career Services Coordinator, COO 

12 December Registrat ion Follow-up Directo r of Student Services Retentio n 

17-21 Registrar, President/D irector 

13 December Withdrawal Rate Director of Student Services Retentio n 

24-28 Dir. of Student Financial Services 

13 December # Graduates Director of Student Services Placeme nt 
24-28 Registrar 

13 December # Graduates Placed Director of Student Services Placement 
24-28 Career Service Coord inator 

13 December # Declining Placement Director of Student Services Placement 

24-28 Career Service Coord inator 

13 December Graduate Survey fo r Fall Director of Student Services Learning Outcomes 
24-28 2017 Graduates Career Service Coord inator, COO Satisfaction 

13 December SAP Directo r of Student Services Learning Outcomes 
24-28 President/ Director, COO Retention 

December Novembe r PVP Director of Student Services Placement 
28 Career Service Coord inator, COO 
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APPENDIX A: CAMPUS IMPROVEMENT PLANS 

CAMPUS IM PROVEMENT PLAN - PLACEMENT 

Mountain State College 
ACICS ID 00011220 
CAMPUS LEVEL 

Data 

2014 CAR 2015 CAR 

CAMPUS IMPROVEMENT PLAN - Placement 

Plan devised 11/2017 from results of the 201 7 CAR 

Effective January 2018 - December 2018 

, • , Below Standard 

2016 CAR 

56% 

2017 CAR 

58% 

2017 Graduates Available for Placeme nt Information 

1 Bindley, Jennifer Med. Assist . y y In-field - Tit le 

2 Cunningha m, Daw n Med. Assist. y y In-field - Tit le 

3 Kent, Tara Med. Assist. y y In-field - Tit le 

4 Mi dkiff, A lisha Med . Assist. y y In-field - Tit le 

5 Sherman, Mary Med. Assist. y y In-field - Tit le 

6 Wel ls, Taylor Me d. Assist. y y In-field · Tit le 

7 Bailey, Christina Admin. Assistant y y In-Field - Title 

8 Hall, Kasandra Admin. Assist ant y y In-field - Skills 

9 Pearce, Charlotte Computer y y In-field - Skills 

10 Fulks, Judd Dependency y y In-field - Skills 

11 Hall, Bryanna Dependency y y In-field - Skills 

12 Postle th wa it, Tracy Acco untin g y y In-fiel d - Tit le 

13 Wo lfe, Samantha Paralega l y y In-field - Tit le 

14 Victory, Rose Para lega l y y In-fiel d - Tra ining 

15 Bodie, Brit ney Med. Assist. N y Worked as Med ical Assistant at ti me of graduat ion, but then received high er 
paying position at medical insurance company . Indicated by phone tha t skills were 
st ill be ing used, but den ied this on PVP. 

16 Cullum, Chr istine Med. Assist. N y Work ing as home -health aid. Related fiel d, but may not meet 50% criteria. 

17 Prall, Candy Med. Assist. N y Current job pays as m uch as entry level Med . Assistant and she does not want to 
give up job unless pay is much higher. 

18 Tanner, Michae l Account ing N y Works fo r med ical supply company as a service rep resentative. 

19 Smith, Deborah Account ing N y Self-em ployed. Age 65; not interested in other emp loyment. 

20 Rowe, Tonya Compute r. N N 

21 Daniel, Laura Acco untin g N N 

22 Anderson, Anne lise Transcr ipt ion N N 

23 Knopp , Amanda Transc ript ion N N 

24 Neely, Elizabeth Med. Assist. N N Cannot or will not work until kids start school in 2018 ; refused placement services. 

Depen dency Act ive 

Accounting Teach -o ut 

Compute r Teach-ou t 

Admi n. Assist. Teach -o ut 

Transcriptio n Term inated 

Paralegal Terminated 

Analysis 
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• PVP: One Medical Assistant graduat e indicated by phone they were using their skills in the ir current job, but 
denied this whe n contacted by ACICS. 

• One additional placement would have brought the Campus percentage up to 63% (Above standard) 
• Three additional placements would have brought the Campus percentage up to 71% (Above benchmark) 

• Five (S) of the ten (10) graduates not 'placed' are currently employed . 

Planned Activities 

• (Graduate #24) Admissio ns applicatio n/questionna ire should inquire if the student is able to start work upon 
graduation (or with in 3 months). If not, a later start date should be planned. 

• (Graduate #15, #16) Skills form: An official form/pol icy will be developed before submitting data to the PVP system 
if there is any doubt about 'placed by skills' or 'benefit of training'. Verbal confirmation will not suff ice. 

• (Graduate #15) The college waited a few months in some cases before verifying employment; this caused a loss of 
a placement due to a graduate swit ching jobs. Graduates employed at t ime of graduation should be verified 
immediately; non-placed graduates should be followed up with mont hly. 

• (Graduates #17, #18) Applicants already employed at a wage equal to or greater than entry- level may need to be 
handled differently in the admissions process. It is difficult for graduates to give up a job to take on another; 
especially given the CAR submission t imeframe for those who graduate in June. 

Results 
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APPENDIX B: PROGRAM IMPROVEMENT PLANS 

AMA PROGRAM IMPROVEMENT PLAN - PLACEM ENT 

Mountain State College 
ACICS ID 00011220 
M edical Assistant 

PROGRAM IMPROVEMENT PLAN - Placement 
Plan devised 11/2017 from results of the 2017 CAR 
Effective January 2018 - December 2018 

' • • 1: -
Program 

• , • , Below Standard 

2017 Placement % 

Student Program .... .... Notes 
"" .., 
C 

(l/ :i: V 

"' 0 a: ;: 
1 Bindley, Jennifer Med. Assist. y y In-field - Tit le 

2 Cunni ngham, Dawn Med . Assist. y y In-field - Tit le 

3 Kent, Tara Med. Assist. y y In-field - Tit le 

4 Midkiff, Alisha Med . Assist . y y In-field - Tit le 

5 Sherman, Mary Med. Assist. y y In-field - Tit le 

6 Wells , Taylor Med . Assist . y y In-field - Tit le 

7 Bodie, Brit ney Med . Assist. N y 
Worked as Med ical Assistant at t ime of graduat ion, but then received higher 
paying position at medical insurance company . Indicated by phone that skills were 

st ill being used but denied th is on PVP. 

8 Cullum, Chr ist ine Med. Assist. 

9 Prall, Candy Med . Assist. 

10 Neely, Elizabeth Med . Assist. 

Analysis 

N y 

N y 

N N 

Work ing as home -health aid. Related field but may not meet 50% criteria. 

Current job pays as m uch as entry-level Med. Assista nt and she does not wa nt to 
give up current j ob un less pay is higher. 

Cannot or will not work until kids start school in 2018; ref used placement serv ices. 

• The small graduation cohort makes it difficult to analyze using standards and benchmarks percentages. One 
additio nal placement would have shifted the program from standard to benchmark . 

• Three (3) of the four (4) graduates 'not placed' are employed and earning comparable wage or higher than degree . 

• Single non-work ing graduate (#10 above) is wait ing for kids to start school. 
• Had graduate #7 been verified sooner, placement would be 70%. 
• In addit ion t o #7, if graduate #8 had verif ied her skills so she could be submitted to the PVP, placement wou ld have 

been 80%. 

Planned Activitie s 

• (Graduate #10) Admissio ns applicatio n/questionna ire should inquire if the student is able to start work upon 
graduation (or w ith in 3 months). If not, a later start date should be planned. 

• (Graduate #8) Skills form: An off icial form/policy wil l be developed before submitting data t o the PVP system if 
there is any doubt about 'p laced by skills' or 'be nefit of training '. Verbal confirmation will not suffice. 

• (Graduate #7) The college waited a few months in some cases before verifying employment; this caused a loss of a 
placement due to a graduate switching jobs . Graduates employed at time of graduation should be verified 
immediately ; non-placed graduates should be followed up with mont hly. 

• (Graduate #9) Applicants already employed at a wage equal to or greater than entry -level may need to be handled 
differently in the admissions process. It is difficult for graduates to give up a job to ta ke on anot her; especially 
given the CAR submission timeframe for those who graduate in June. 

Results 

01/23/2018 - ACICS will re-open the 2017 CAR; this may allow Graduate #8 to be verified as placed. 

Page 24 of 31 



Page 25 of 31 



APPENDIX C: PROGRESS REPORTING 

COMMUNITY RESOURCES 

Date 

3/8/17 

3/8/17 

6/5/17 

8/31/17 

09/2017 

10/2017 

11/17/17 

11/29/17 

As part of 
Professional 
Development 
class, students 
are scheduled 
with Extras 
Staffing to 
complete a Mock 
Interv iew 

Synopsis 

Advisory Committee is established. Meeting held on Ma rch 8, 2017 

Advisory Committee is established . Meeting held on March 8, 2017 

Field t r ip - Public Works Vienna to observe live defib rillator 

Field trip Athens, OH Library -Marriage & Schizophrenia 

Mu lt iple AA meet ings at Westbrook 

Multiple AA mee tin gs at Westbrook 

Program Advisory Committee Meeting - Medical 

Prog ram Advisory Committee Meeting - Dependency 

Mock interviews conducted by Mark Enoch at Extras Staff ing 

FACULTY/STAFF ME ETING SYNOPSES 

1/12/2017 
1/13/2017 

1/19/2017 

1/20/2017 
1/26/17 
2/2/17 
2/9/17 

2/23/17 

4/7/17 

4/27/17 

5/4/17 

5/5/17 

Accreditation; changes in hours; calendar of events; library hours 

Handout Faculty Program Eleme nts; CEP; accreditation 

Discussion ACCSC, Code of Conduct, Handout ACCSC Self 

Evaluation 

Discussion accred itat ion, Handout ACCSC Self Evaluatio n 

Discussion accred itation, ACCSC Self Evaluat ion 

Discussion accredita t ion, ACCSC Self Evaluati on 

Discussion on accreditatio n, catalog updates (handout for 

review), discussion on adviso ry committee and possible 
appo inte es, discussion on attendance and dates. 

Discussion on accredi tation - ACICS; ACCSC (process and what is 
next) ; catalog handout (review, proo fr ead, and changes should 
be put in Kevin's box; enrollme nt agreement review ; DDT 

advisory committee appointments; Gary's reti rement party 

Discussion on accreditation - ACCSC faculty feedback. Date set 
for Easter Party . 

Date set for Gary's ret ireme nt party and assignme nt of staff for 

conta cts; Discussion on the faculty class schedules, desktop 
calendar, Sara shared change in survey inp ut, print out of report 
cards, Teacher Appreciation Day. 

Discussion on following: Change in Used book policy, evaluatio n 
surveys, and syllabuses. Faye shared some changes in th e Higher 

Ed Policy. NCCT test dates need scheduled. 

Discussion on following: ACICS, Mid -Term surveys, schedule of 
operat ion changes, and Gary's retirement party. 

Applicable to Program 

~ < < I-::c :I!: u < < < 

X 

X 

X 

X X X X 

Adm inist rative staff - Faye, Stacie, Pam, Gary, Teresa, Sara, and 

Judy 

I-
Q 
Q 

X 

X 

X 

X 

X 

X 

Administrative staff - Stacie, Teresa, Pam, Faye, Gary, and Judy 

Faculty -Roger, Judy, Max, Kim, Leasa, Henry, Tonya, Bruce, Pam, 
and Judy 

Adm inist rative staff - Faye, Stacie, Pam, Teresa, and Judy 

Faculty -Roger, Bruce, Judy, Max, Kim, Leasa, and Judy 

Adm inist rative staff -Faye, Stacie, Pam, Teresa, and Judy 

Administrative staff- Pam, Stacie, Faye, Teresa, and Judy 

Administrative staff (CEP)- Faye, Judy, Pam, and Teresa 

Adm inist rat ive staff - Stacie, Faye, Pam, Teresa, and Judy 

Faculty -Bruce, Tonya, Kim, Leasa, Henry, Judy, Max, and Judy 

Adm inistrative staff -Stacie, Pam, Sara, Teresa, and Judy 

Administrative staff -Sara, Stacie, Faye, Teresa, Pam, and Judy 

Faculty -Henry , Leasa, Kim, Bruce, Tonya, Judy, Max, Roger, and 
Judy 
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5/11/17 

5/18/17 

6/8/17 

6/9 /17 

7/6 /17 

7/20/17 

7/21/17 

7/27/17 

8/11/17 

8/17/17 

8/24/17 

9/1/17 

10/19/17 

10/20/17 

11/30/17 

12/01 /17 
12/8/17 
1/4/18 
1/5/18 
1/12/18 

1/18/18 
1/25/18 

Discussion on follow ing : Gary's retirement party, WV Grant audit 

date; desk top calendars 

Discussion on follow ing: utiliza tion of desk top calendar, ACCSC 
accreditation report, Changes to PPA, Schedules of classes for 
summer term 

Discussion on follow ing : Kim on Drug Task Force, incident report 
policy, and Gary' s retirement party 

Discussion on follow ing: Drug task force, policy on f inding drugs 

on campus - What to Do, Tonya shared hot line# 304.834.3909 

Discussion on follow ing: attenda nce, mov ing staff offices, ACCSC 

update, and Faye sharing financ ial aid updates 

Discussion on fo llow ing: change to wa itin g area and staff input, 
tech building changes, and perhaps commercia ls in waiting area 

Discussion on follow ing : ACCSC update w ith handou ts, textb ooks 
review, and tech buil ding upgrades 

Discussion on follow ing: 6-week evaluations surveys online; 

News & Views, and Gary's retirement party 

Discussion on follow ing: ACCSC hando ut, portfolio hando ut, 

Faculty Development hando ut. 

Discussion on follow ing: ACCSC update, ACICS upda te, and Fall 
enrollments 

Discussion on follow ing : Registration, fall sched ule, ACCSC 
update, cata log, GE upda te , campus secur ity, and graduation 

Discussion on follow ing: course descript ions, general 
educat ion - change Econ to Sociology, English-researc h papers, 
and word 

Discussion on follow ing: ACICS update, grad uation, Halloween 
party date, and resource --Panaboard 

Discussion on follow ing : Handouts course descript ions for rev iew 

and make changes as needed - date line for changes 10.2S, 
syllabus template will be ready for next meeting, and ACICS 
forms 

Discussed- Upcom ing ACCSC and ACICS v isit s; Christmas Party; 
advertisi ng optio ns; changes to professio nal deve lopment. 

Hand out/ discuss CEP and plans for 2018. 

In-Service Panaboard 

ACCSC visit January 17-18, 2017 

Prepar ing for ACCSC visit, Catalog pol icy, make-up days 

Make-up days exp lained, IAIP Plans 

Organizat ion off iles 

Handling of files, surveys, financia l planning, resumes, ACICS visit, 
scheduling Valent ine act ivity 

Adminis tr ative - Faye, Teresa, Sara, Stacie, Pam, and Judy 

Adm inist rative -Faye, Teresa, Sara, Stacie, Pam, and Judy 

I Adm inistra tive -Stacie, Sara, Faye, Pam, Teresa, and Judy 

Faculty -Tonya, Judy, Pam, Henry, Leasa, Bruce, Kim, Max, Mary, 

and Judy 

I Admin istrat ive-Stacie, Faye, Pam, Sara, Judy, and Teresa 

Adm inistr ative -Teresa, Sara, Pam, Stacie, Faye, and Judy 

Faculty -Tonya, Max, Judy, Pam, Kim, Leasa, Bruce, and Judy 

Adm inist rative -Sara, Teresa, Stacie, Faye, Pam, and Judy 

Faculty -Max, Judy, Pam, Henry, Tonya, Roger, Leasa, Kim, and Judy 

Adm inistr ative -Sara, Teresa, Stacie, Faye, Pam, and Judy 

I Adm inistra tive -Teresa, Faye, Stacie, Sara, Pam, and Judy 

Faculty-Leasa, Tonya, Kim, Henry, Max, Roger, Judy, Bruce, and 
Judy 

l: m inist rative-Faye, Pam, Teresa, Stacie, and Judy 

Faculty-Max, Leasa, Henry, Tonya, Pam, and Judy 

Met with Kim on 10.23.17 to rev iew meeting since she was doing 
tra ining session w ith students who are tak ing NCCT on t he 27,h_ 

I Adm inistrative -J udy, Pam, Teresa, Stacie, Leasa, Sara 

Faculty 

Faculty: Kim, Leasa, Roger, Bruce, Max, Judy, and Tonya 

Adm inistrative -Sara, Faye, Teresa, Pam, Stacie, Leasa, and Judy 

Faculty Kim, Henry, Leasa, Tonya, Bruce, Max, Roger, and Judy 

Faculty Henry, Kim, Leasa, Tonya, Judy, Max, Bruce, Roger, and 
Judy 

Adm inist rative-Sara, Faye, Teresa, Pam, Stacie, and Judy 

Adm inistr ative - Sara, Faye, Teresa, Pam, and Judy 

PROGRAM ADVISORY COMM ITTEE 

Date Program Notes 

03/18/2017 

03/18/2017 

11/17/2017 

11/29/2017 

NCCT EXAM 2018 

Medica l 

DDT 

Medica l 

DDT 

Detail ed minut es in Appendix E 

Expansion of phys ical exam procedures. 

Incorporate 'Big Book' int o releva nt courses. 
Reduce Externship Hours 

Overview and discussion on HIPPA; demo nstr atio n on the D.A.R.T. softwa re, 
discussion on im portance of verbal and non verba l commun ications 

Overv iew of program and curriculum, request for recommendations on Learning 
Resources, shared various meet ings available on addictio n. Suggested might wan t to 
view drugfreeworld.com or wvadd ictionassociationnfrak.com . 

Date Notes 

Scheduled February 2, 
2018 

Students are attending study sessions on Friday prior to sitting for the exam. 
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NOVEMBER 2017 CLASSROOM OBSERVATIONS BY PRESIDENT 

Davis, Leasa 

Gernhardt, Henry 

Goff, Judith 

Maxwell, Larry 

St rickland, Kim 

Strong, Mary 

Toothman, Tonya 

Completed Notes 

11/08/201 7 

11/08/2017 

11/08/2017 

11/08/20 17 

11/08/2017 

11/09/2017 

11/09/2017 

Completed forms in Appendix E 

Need to get elect ronic wh iteboa rd setup fo r use. Needs repainted. 

Finish paint, mount bulletin board, move clock. 

I Needs relocated to Tech building. 

Needs relocated to Tech building. 

~ ture/ Lab percentage may need adjusted on " lab" courses. Current ly 25/75, may need to be 40/60 
L r 50/50 . Room needs updated. 

(same as Kim's notes) 

Fa m needs decorated/finished, books need brought over from old room. Instructor needs comp uter 

c t credenza. 

JANUARY 2018 FACU LTY/STAF F EVA LUATIONS BY PRESID ENT 

Davis, Leasa 1/11/2018 Performance Appraisal-Excellent 

Gernhardt, Henry l 1/11/20 18 I Performance Appraisal -Very Good 

Goff, Judith 1/11/2018 Performance Appraisal -Very Good 

Maxwell, Larry 1 1/11/2018 l Performance Appraisal -Very Good 

McAtee, Teresa 1/16/2018 Performance Appra isal-Very Good 

l McCune, Roger l 1/16/2018 
I 

Performance Appraisal-Excellent 

--
McElfresh, Stacie 1/16/2018 Performance Appraisal-Sat isfactory 

Russell, Pam 
I 

1/16/2018 1 Performance Appraisal-Sat isfactory to Very Good 

Strickland, Kim 1/11/2018 Performance Appraisal-Very Good 

Strong, Mary [171 1/2018 J Performance Appraisal-Very Good 

Toothman, Tonya 1/11/20 18 Performance Appraisal -Very Good 

I Wagoner, Faye 1 1/16/2018 I Performance Appraisal -Excellent 

Wende lken, Bruce 1/11/2018 Performance Appraisal-Very Good 

r Wende lken, Pam p 112018 
I 

Performance Appraisal -Very Good 

Other 
I 

~ 

NOVEMBER 2018 CLASSROOM OBSERVATIONS BY PRESIDENT 

Davis, Leasa 

Gernhardt, Henry 

Goff, Judith 

Maxwell, Larry 

St rickland, Kim 

Strong, Mary 

Toothman, Tonya 

Completed Notes 

11/8/2017 

11/8/2017 

11/8/2017 

11/8/2017 

11/8/2017 

11/9/2017 

11/9/2017 

AC201 working wit h payro ll project . 

CllOl uti lizes Panaboard w ith lecture. Brings in outside demonst ration 

MA102 lecture shows how to get numbers. Handouts to students 

MT102 uses personal to ill ustrate subject -good examples 

ME109 lecture combined wit h audio visual and demonstratio n of equipment 

ME109 lectures and uses demonst ration with actual syringes 

DD405 room needs posters and pictures for warmer feel 
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I Wende lken, Bruce 

Wende lken, Pam 

I N/A 

N/A 

I Online instructor 

Online instructor 
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APPENDIX D: FORMS AND SURVEY EXAMPLES 

GRADUATE SURVEY 

Link to Survey Monkey https://www.surveymonkey.com/r/LDPD26Y 

6-WEEK SURVEY (COURSES/FACULTY) 

Link to Survey Monkey https://www.surveymonkey.com/r/WPQL6TH 

6-WEEK SURVEY (DEPARTMENTS) 

Link to Survey Monkey https://www.surveymonkey.com/r/SY97223 

NEW STUDENT SURVEY 

Link to external PDF. 

2-WEEK SURVEY 

Link to external PDF. 

MID-PROGRAM SURVEY 

Needs redesigned and added to Survey Monkey. 

EMPLOYER SURVEY/ EVALUATIONS 

Link to Survey Monkey https://www.surveymonkey.com/r/WBPG372 

NON - RETURNING STUDENT SURVEY 

Link to Survey Monkey https://www.surveymonkey.com/r/WG2RH6S 
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APPENDIX E: SURVEY/OBSERVATION/PAC RESULTS 2017 

GRADUATE SURVEYS OCTOBER 2016-OCTOBER 2017 

Link to external PDF. 

6-WEEK COURSE/ FACULTY SURVEYS 2017 

Link to external PDF. 

6-WEEK DEPARTMENT SURVEYS 20 17 

Link to external PDF. 

NEW STUDENT SURVEY 

Link to external PDF. 

2-WEEK SURVEY 

Link to external PDF. 

MID -PROGRAM SURVEY 

Link to external PDF. 

Link to additional external PDF. 

EMPLOYER SURVEY/ EVALUATIONS 

Link to external PDF. 

Link to external PDF2. 

NON - RETURNING STUDENT SURVEY 

Link to external PDF. 

CLASSROOM OBSERVATIONS NOVEMBER 2017 

Link to external PDF. 

PAC MINUTES - MEDICAL ASSISTANT 

03/08/2017 Link to external doc. 

11/17/2017 Link to external doc. 

PAC MINUTES - DEPENDENCY D ISORDERS TECHNOLOGY 

03/08/2017 Link to external doc. 

11/29/2017 Link to external doc 
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INTRODUCTION 
Mission and Objectives 
Mccann School of Business & Technology "prepares students for career-focused employment by delivering relevant career 
training. " 

In order to assure continued fulfillmen t of its mission, the following object ives have been established: 

• To provide an educational environment that promotes the relationship between career preparation and 
employment opportunities; 

• To recruit and retain qualified instructors who are effective in the classroom and knowledgeable of current 
industry t rends; 

• To graduate students who are prepared to enter their chosen career; 
• To assist graduates in becoming gainfully employed in their chosen career field; and 
• To maintain an organizational model that is responsive to its constituents. 

History 
Mccann School of Business was founded by Louis C. Mccann in 1897 in Mahanoy City, Pennsylvania, as a school of 
accountancy and secretarial t raining. Louis McCann's sons, Dwight and Charles, entered the f ield and held administ rat ive 
posit ions at the school and its addit ional locat ions. After the death of Dwight McCann in 1956, Dorothy Houser began 
serving as director. In 1959, Ms. Houser purchased the school in partnership with her husband, Harry D. Houser. 

In 1981, James and Elizabeth Noone purchased the school from the Housers and Mccann Educat ion Centers, Inc. was 
formed. In 1995, the school opened an additional location in Pottsville, Pennsylvania to provide a better service and 

quality of education to residents of southern Schuykill County. A third campus of Mccann commenced operations in 
September, 1998, in downtown Sunbury, Northumberland County. This campus relocated to Lewisburg, Pennsylvania in 
January 2016. 

In August 2002, Mccann Educational Centers Inc. was acquired by the company now known as Delta Career Education 
Corporation headquartered in Virginia Beach, Virginia. The Scranton campus opened in 2003 and relocated to Dickson 
City, Lackawanna County, in 2008. The original Mahanoy City campus relocated to Hazleton in 2005, and in 2009 the 
school opened addit ional locat ions in Carlisle, Pennsylvania and Allentown, Pennsylvania. In 201 O the Pott sville campus 
opened an additional locations in Macon, Georgia and in 2011 opened an addit ional location in Gulfport , MS. The Macon 
and Gulfport campuses are named Miller-Mott e Technical College. They share the name of the Miller-Motte fami ly of 
schools, also owned by Delta Career Educat ion Corporat ion. 

In early 2012, an additional location of Mccann was opened in Wilkes Barre, PA. In 2012, Mccann School of Business & 

Technology merged with Miami-Jacobs Career College and the Academy of Court Reporting. Pottsville remains the main 

campus and additional locations were acquired, as a result of the merger, in Dayton, Springboro, Troy, Columbus, 
Sharonville and Independence, Ohio. All of the acquired schools share the name Miami-Jacobs Career College. 

The Campus Effectiveness Committee 
The purpose of our CEP is to provide a vehicle for continuous assessment and improvement of our educational programs 
and processes, and to determine if there is a need for inst it utional change. We feel that our CEP is a tool that allows the 
staff and management to focus on educat ional outcomes, monitor those outcomes, and provide a means to document our 
progress. The CEP also serves to help us evaluate our overall success in meeting our institutional mission and to cont inue 
to plan for the future. 
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The CEP was developed by the Campus Director, Director of Education, Business Program Director, Director of 
Admissions, Financial Services Officer, and the Director of Career Services. These individuals represent all functional 
departments within the campus. The final draft and its implementation is the responsibility of the Campus Director. 
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STUDENT DEMOGRAPHICS 

Our campus consists of a diverse student population . The programs offered attract career-minded studen ts with 
immed iate employme nt needs. 

Statistical informat ion ident ifies the following trends as of the Spring Term (June 2016): 

Number Percentaae 
Status Dav 260 54% 

Evening 222 46% 
482 100% 

Full-Time 310 64% 
Part-Time 172 36% 

482 100 % 
Previous Education ATB 0 0% 

Hioh school 348 72% 
GED 60 12% 
Some College 68 14% 
Professional Certification 0 0% 
Associate Deqree 4 1% 
Bachelor's or higher 2 1% 

482 100% 
Sex Male 131 27% 

Female 351 73% 
482 100 % 

Ethnicity White 211 43% 
Black 61 12% 
Hispanic 179 37% 
American Indian or Alaska 4 1% 
Nativ e 
Asian 1 1% 
Two or more races 25 5% 
Other 1 1% 

482 100% 
Aae <21 77 16% 

21-30 282 58% 
31-40 76 16% 
41-50 35 7% 
51-60 11 2% 
61> 1 1% 

482 100 % 
Marital Status Married 58 12% 

Sinole 396 83% 
Divorced 12 2% 
Undisclosed or Other 16 3% 

482 100 % 
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The maj ority of our studen ts are: 
• Female with a large percentage of single , work ing mothers . 
• Between the ages of 21-30 with 25 being the average. 
• Our two biggest ethnic backgrounds are white or Hispanic filling 80% of t he popula t ion. 
• Full time students wit h 64% of the popula t ion in t his category. 
• High school grad uates with little postsecondary educated. 

Programs Student Number Percentage 

Business Adminis t ration 62 

Commercial and Industrial Maintenance Technician 48 

Criminal Just ice 49 

Elect ronic Health Records 34 

Human Services Assistant 9 

I .T. Suooort Soecialist 14 

Massaqe Therapy 24 

Medical Assisting 132 

Medical Laboratory Technician 13 

Phlebotomist 47 

Surgical Technoloqy 50 

TOTAL 482 

Enrollment by Program 

3% 
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PROGRAMS DESCRIPTIONS 

Mccann School of Business & Technology currently offe rs 3diploma and 9 associate's degree programs. The credential 
level, name, and general objectives for each of the program are outlined below. We are currently in the process of 
teaching out the Human Services Assistant and Surgical Technology programs. 

DIPLOMA PROGRAMS 

Massage Therapy - Diploma 
The Massage Therapy program provides training for an entry -level career as a professional massage therapist. Students 
develop the knowledge necessary to develop massage protocol and perform an extensive therapeutic massage with focus 
on whole body wellness. Graduates are prepared for employment opportunit ies in hospitals, rehabilitation centers, 
medical offices, spas, health clubs, and private pract ice and are eligible to sit for the Nat ional Certificat ion Examinations 
for Therapeutic Massage and Bodywork. 

Phlebotomist - Diploma 
The Phlebotomist program prepares graduates to work as entry-level phlebotomists. Students receive training in 
standard medical procedures for specimen collection and handling, special collections, laboratory tests, and review for the 
certifying examination. Graduates may seek ent ry-level employment in physicians' offices, clinics, laboratories, hospitals, 
group practices, specialty practices, health insurance offices and nursing homes. 

DEGREE PROGRAMS 

Business Administration - Associate in Specialized Business 
The Business Administration program provides educat ion for the person seeking an entry-level career in business 
administrat ion. Students are provided an opportunity to establish a solid foundation in administ ration and management; 
customer service; economics and account ing; sales and market ing; project management; and ent repreneurship. 
Graduates of the program may seek entry-level employment as sales representatives, management tra inees, assistant 
office managers, customer service representatives, assistant project managers, accounting clerks, and other business 
related roles in a number of industries and government agencies. 

Commercial & Industrial Maintenance Technician - Associate in Specialized Technology 
The Commercial & Indust rial Maintenance program provides training in diverse commercial and industrial areas to prepare 
the student for an entry-level position as an industrial maintenance technician. Students will gain and develop knowledge 
and skills in the areas of electrical, HVAC/R, and plumbing and the related systems that operate in a commercial or 
industrial institution . Graduates of the program may seek employment in building and office complexes, food processing 
plants, manufacturing, and other industrial facilit ies. 

Criminal Justice - Associate in Specialized Business 
This program provides students with a broad introduct ion to the criminal j ustice system including social and psychological 
issues as they relate to deviance and society. Students will examine aspects of law enforcement, criminal law, courts, and 
correctional institutions in detail as well as aspects related to professionalism and ethics. The broad scope of the Criminal 
Justice program prepares students for entry-level careers in corrections, law enforcement, and/or security. Students 
examine the legal process from law enforcement, to the courts, and through the corrections system as well as its effect 
upon society. Graduates may seek careers as corrections officers, court clerks, juveni le support assistants, probation 
support assistants, or as security or investigative professionals in business, indust ry, and government. 

Electronic Health Records - Associate in Specialized Business 
The Electronic Health Records program provides students with a foundation in managing healthcare data and information 
resources. Students receive training in planning, collecting , aggregating, analyzing, and disseminating individual patient 
and aggregate clinical hospital data. Graduates may seek ent ry-level employment in physician's offices, clinics, 
laboratories , hospitals, group practices, specialty pract ices, health insurance offices and nursing homes. 
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Human Services Assistant - Associate in Specialized Business (program in teach-out) 
The Human Services Assistant program provides tra ining for an entry-level career in social services and related agencies. 
The program includes a broad mix of course work that allows the student to acquire a blend of theory and application in 
many of the areas of social services offered in many communities. Aging, Abuse, Drug and Alcohol Awareness, Welfare, 
Children and Youth, and Family Services. Entry -level positions may be as social worker aides, caseworker aides, 
counselor aides, intake representatives, and similar positions in local community human services agencies. 

IT Support Specialist - Associate in Specialized Technology 
The goal of the IT Support Specialist program is to prepare students to function effectively as an integral member of an I 
T support Team. Students receive an introduction to the daily maintenance, support, and performance of computer 
systems; effective communication skills with vendors or techn icians; recordkeeping of help desk ticketing tasks; the 
development of training materials, procedures, and training techniques in the proper use of hardwa re or software; the 
installat ion of performing minor repairs to hardware, software, or peripheral equipment. Graduates may seek careers as 
an information technology specialist, computer technician, help desk analyst, and network technician. 

Medical Assisting - Associate in Specialized Business 
The Medical Assisting program provides training for an entry-level career as an important member of the healthcare team. 
The program emphasizes hands-on experience in both front office administrative and back-office clinical skills and 
develops traits employers seek such as the ability to assume responsibility, make decisions, and work independent ly. 
Medical Assisting students receive t raining in the cognitive (knowledge), psychomotor (skills), and affective (behavior) 
learning domains. Graduates are eligible to sit for an examination that leads to a certif ication or registration in the 
medical field. Students should talk to the Program Director for more information about certification examinations. 
Graduates may pursue career opportunities in the growing healthcare industry in doctors' offices, medical clinics, and 
other medical facilities as clinical medical assistants, administrative medical assistants, and medical office managers 
where they work under the supervision and direction of a physician or licensed healthcare practitioner . 

Medical Laboratory Technician - Associate in Specialized Technology 
The Medical Laboratory Technician program provides training for an ent ry-level career in the clinical laboratory field. 
Medical laboratory technicians perform complex chemical, biological, hematological, immunologic, microscopic, and 
bacteriological tests. They microscopically examine blood and other body fl uids; make cultures of body fluid and tissue 
samples, to determine the presence of bacteria, fungi, parasites, or other microorganisms; analyze samples for chemical 
content or a chemical reaction and determine concentrat ions of compounds such as blood glucose and cholesterol levels. 
They also type and cross match blood samples for transfusions. Some Medical Laboratory Technicians supervise 
laboratory assistants. 

Surgical Technology - Associate in Specialized Technology (program in teach-out) 
The Surgical Technology program provides training for an entry-level career as a vital member of the operating room 
team where the Surgical Technologist works together with surgeons, anesthesiologists, registered nurses, and other 
surgical team members. The program is designed to prepare competent entry-level surgical technologists in the cognitive 
(knowledge), psychomotor (skills), and affective (behavior) learning domains. Surgical Technologists maintain asepsis in 
the operating room, pass instruments and sterile items and equipment to the surgeon during a procedure, maintain the 
sterile field, and prepare patients, instruments, supplies, and equipment before and after an operation. Graduates may 
seek career opportunities in hospitals, surgical suites, or surgical centers as scrub surgical technologist, circulating 
surgical technologist, or second assisting technologist. Graduates of CAAHEP accredited programs are eligible to sit for 
the national certification examination for Surgical Technology to become a Certified Surgical Technologist (CST). 
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ELEMENTS EVALUATED FOR EFFECTIVENESS 

This CEP ident ifies the major activities used to measure inst itutional effectiveness. Data is collected to measure 
effectiveness and support improvement in retention, placement , graduat ion rates, employer sat isfact ion, graduate 
satisfaction, student satisfaction, and student learning outcomes. 

Mccann School of Business & Technology implements the following procedures in order to comply with the requirements 
out lined in the ACICS Accreditation Criteria: 

• Ident ify the evaluation tools 
• Determine the frequency at which the data will be collected 
• Provide historical data 
• Develop baseline data 
• Summarize and analyze the data collected 
• Identify goals 
• Create an action plan to achieve goals 
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RETENTION 

Evaluation Tools and Data Collection Methods 
The data was collected using the CampusVue Student Information System. In the case of th is report, data was pulled 
from the ACICS Campus Accountability Report (CAR). 

Evaluation Tool Data Collection 
Campus Accountabil ity Report - Campus Retention Rate Annually 
Campus Accountability Report - Proqram Retention Rate Annually Per Proqram 

Data related to Retention as it applies to the Campus Accountability Report on both a campus and program level is also 
collected on a quar terly basis. 

Historical Rates and Development of Baseline Data 

Annual Student Retention Rates 
The ACICS CAR report fo rmula for Campus Retention Rate: (A) - B - C - D / (A) - B - C, where : 

(A) = the beginn ing enrollment + new starts + reent ries 
(B) = common ownership withdrawals 
(C) = studen ts enrolled in a second program during the repor t ing year (July 1-June30) 
(D) = all other withdrawa ls 

FY2014 FY2015 FY2016 Baseline 
I institutional Retention 75% 72% 76% 74% 

The baseline rate has been determined based on the average retention rate for the last three years. 

Annual Student Retention Rates per Program 
The ACICS CAR report formula for Program Retention Rate: (A) - (B) - C / (A) - (B) , where: 

(A) = the beginning enrollmen t + new starts + reent ries +transfers into the program 
(B) = common ownership withdrawals + transfers out of the program 
(C) = all other withdrawals 

Proarams FY2014 FY2015 FY2016 
Business Administration 73% 68% 63% 

Commercial and Industrial Maintenance Technician 84% 57% 72% 

Criminal Just ice 65% 65% 66% 

Electron ic Health Records 88% 82% 84% 

Human Services Assistant* 58% 56% 52% 

I .T. Support Specialist 83% 67% 69% 

Massage Therapy 89% 80% 81% 

Medical Assisting 71% 75% 69% 

Medical Laboratory Technician 75% 87% 80% 

Phlebotom ist 73% 72% 81% 
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I Surgical Technology 81% 85% 82% 83 % 
*program is in the process of being taught out. 

The baseline rate has been determined based on the average retention rate for the last three years by program. 

Summary and Analysis of the Data 
The overall campus level retent ion rates has remained consistent in the last three years ranging from 72% to 76% with a 
baseline of 74%. 

All programs meet the ACICS benchmark of 65% with the exception of Human Services Assistant ("HSA") program and 
Business Administration program. Many students entering the Business Administration program are unclear about their 
actual career goal, thus, we see students "give UP" and lose focus as they don't have a job goal. There has been an 
increase in retention year after year for Phlebotomist program and Commercial and Industri al Maintenance Technician 
("CIMT") program increased from 2015 to 2016. The increase in CIMT may be attribu ted to the fact that we j ust started 
the program in 2014 and are just getti ng it off the ground. In 2016 the program is in a more solid place with consistent 
instructors which assists with retention. We are searching for Program Director for CIMT to add more support and 
Academic oversight. Since 2014 Business Administration, HSA, and I.T. Support Specialist have decreased in retention. 
HSA numbers may be due to the fact we only have a part time program director for that program, students were not 
getting the attention that was needed. We are looking to hire a program director to oversee both Criminal Justice and 
HSA programs. Medical Assist ing program also saw a decrease in retention. A change in Program Directors may have 
contributed to this and we are now developing with a new Program Director to oversee the students and faculty. 
Retention is critical in the f irst quarter , therefore observations are critical. Observat ions have assisted us with identifying 
st rengths and weaknesses of instructors especially new instructors . We use this data to coach and guide these inst ructors 
to be the best they can be inside the classroom and to provide a meaningful classroom experience. We also use the end­
of-course student surveys to get insight from students on how they perceive the instructor and classroom experience. We 
use th is data as well to coach and guide instructors. We are increasing the observations of instructors in the first and 
second quarters to ensure we have sound inst ruct ing. Students will also meet with the Program Director at orientation 
and after the first quarter for a meeting to be certain students can receive valuable advising. 

Institutional Retention 
100% 

90% 

80% 

"' 70% 
QI ... 

60% IO 
a: 

76% - 75% 74% -
72% - -

C 
50% 0 ·.;:; - -

C 
40% QI ... 

QI - -
a: 30% - -

20% - -

10% - -
0% 

FY2014 FY2015 FY2016 Baseline 
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Currently two programs are below the CAR 2016 benchmark, Business Administration and Human Services Assistant 
(H.S.A.). The H.S.A. program is in the process of being taught-out. A programmat ic improvement plan has been added 
to the CEP for Business Administration. 

Identifying Goals 
To establish relevant goals for the inst itution and each program , a review of the baseline rates and ACICS standards was 
used to determine goals are outlined below for the 2017 CAR year. 

Baseline GoalFY2017 Benchmark 
Business Administration 68% 69% 65% 
Commercial and Indust rial Maintenance Technician 71% 72% 65% 
Criminal Justice 65% 66% 65% 
Electronic Health Records 85% 86% 65% 
Human Services Assistant* 55% 65% 65% 
I .T. Suooort Soecialist 73% 74% 65% 
Massaqe Theraov 83% 84% 65% 
Medical Assistinq 72% 73% 65% 
Medical Laboratory Technician 81% 82% 65% 
Phlebotomist 75% 76% 65% 
Surqical Technoloav 83% 84% 65% 

I nstitutiona I 74% 75% 65% 
*program is in the process of being taught -out 
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Action Plan to Achieve Goals for Student Retention 
Focus is continually made on student retention. Based on our findings , the following initiat ives will be implemented to 
achieve our goals. 

STRATEGY#1: Increase overall retention by 1 % for 2017 such that the campus achieves a 77% retention rate for CAR 
2017 d. . II t f t f 75°/4 th h . . II t d t . . , en Inq in an overa campus re en I0n ra e o 0 rouq mcreasmq overa s u en experience . 

Action Items Person Accountable 
Identify Proqram Director and or Lead Instructors for all proqrams Director of Education 
Clubs and Announcements - designate dates and times throughout the quarter for Director of Education and 
clubs to meet. Program Director/Lead Instructor will meet with student clubs to Program Director 
promote club activit ies and opportunities. Program Director/Lead Instructor will 
provide regular announcements regarding planned campus activities and services 
via email and the student portal. Students will receive phone calls, etc. when absent 
to learn how we can assist with issues or concerns. 
Tutoring - Program Director will continue to oversee the Hybrid Teaching Assistant Program Director 
to improve the online tutoring and subject area tutoring. Introduce students to 
tutorinq.com Increase hours on campus to include eveninq 

STRATEGY#2: Increase new start retention by 2% , ending in an overall new start retention rate of 7% through 
II td t . d . f mcreasinq overa s u en experience an communica I0n 

Action Items Person Accountable 
Student portal workshops - conduct during the orientation process. The Student Student Resource Coordinator 
Resource Coordinator (SRC) will conduct workshops to help familiarize students to 
the portal. Increase on campus hours to include eveninq. 
Student class loads - the Program Directors will meet with new starts to discuss Program Directors 
their attendance and grades. If the students is overwhelmed we may be able to 
reduce their class load so the student can continue on to be successful. Ensure that 
we are offering the best courses in the first term. Identify our st rongest faculty to 
teach new students . 

STRATEGY#3: Increase re-entry retention by 2% , ending in an overall re-entry retention rate of 7% through 
increase d 'h d d. h II communication wit re-enter stu ents unng t e enro ment process. 

Action Items Person Accountable 
Re-entering Students - A dedicated re-enter admissions representative will meet Admissions Representative and 
with students expressing interest in returning to school. All students applying to re- Director of Education 
enter will complete an appeal or action plan prior to enrollment , reviewed by the 
Director of Education and admissions rep prior to enrollment. Reenter students will 
be required to meet with Program Director or Lead Instructor twice during the first 
term upon returning. 
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PLACEMENT 
Evaluation Tools and Data Collection Methods 
The data for placement was collected uti lizing the CampusVue Student Information System. When Career Services is 
not ified of an in-field/related field placement or waiver , they thoroughly document the act ivity in CampusVue and update 
the graduate 's status accordingly. Career Services will upload any available supporting documentation regarding the 
placement/waiver to lmageNow. After a graduate receives a status of placed or waived from Career Services, the 
Placement Verification Team (PVT) will ensure the Release of Student Informat ion Form is signed and begin to obtain the 
appropriate documentation to validate the status. Reports based on the data in CampusVue are monitored daily by the 
Campus Director and Director of Career Services, weekly and monthly by regional leadership, and quarte rly and annually 
by all levels of leadership. 

In the case of this report , data will be pulled from the ACICS Campus Accountability Report (CAR). 

Evaluation Tool Data Collection 
Camous Accountability Reoort - Camous Placement Rate Annually 
Camous Accountability Reoort - Proqram Placement Rate Annually Per Proqram 

Data related to Placement as it applies to the Campus Accountability Report on both a campus and program level is also 
collected on a quarterly basis. 

Historical Rates and Development of Baseline Data 

Annual Student Placement Rates 
The ACICS CAR report formula for Campus Placement Rate: A/ B - C, where: 

(A) = all placements 
(B) = graduates 
(C) = all waivers (pregnancy , death , health related issues, continuing education , active military service, visa 

restrictions , ESL program, incarceration) 

FY2014 FY2015 FY2016 Baseline 
I institutional Placement 75% 79% 76% 77% 

The baseline rate has been determ ined based on the average placement rate for the last three years. 

Annual Student Placement Rates per Program 
The ACICS CAR report formula for Campus Placement Rate: A/ B - C, where: 

(A) = all placements 
(B) = graduates 
(C) = all waivers (pregnancy, death, health related issues, continuing education, act ive military service, visa 

restrictions, ESL program, incarceration) 

Proaram FY2014 FY2015 FY2016 Baseline 
Business Administration 91% 76% 83% 83% 
Commercial and Industrial Maintenance Technician N/A N/A 100% 100%* 
Criminal Justice 75% 93% 89% 86% 
Electronic Health Records 93% 88% 50% 77% 
Human Services Assistant** 0% 50% 67% 39% 
I.T. Support Specialist 71% 75% 83% 76% 
Massage Therapy 50% 41% 73% 55% 
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Medical Assist ing 
Medical Laboratory Technician 
Phlebotomist 
Surgical Technology 

*No data for FY14 and FY15. 
**program is being taught-out 

80% 

57% 

68% 

61% 

92% 79% 84% 
80% 100% 79% 
66% 61% 65% 
93% 94% 83% 

The baseline rate has been determined based on the average placement rate for t he last three years with the except ion 
of the CIMT program as this has no data for 2014 or 2015 as it was a new program. 

Summary and Analysis of the Data 
We find our overall instit utional placement to be very st rong with most of the programs returning solid rates. The rates 
have remained above benchmark for the last three years with a baseline rate of 77%. 

• We recognize a lower rate in Human Services Assistant due to a low graduat ion rate. Employment is available in 
many areas but students who are eligible for employment are choosing to keep their employment out of the field. 

• We note that Massage Therapy was somewhat low in the past; however, this past cohort year we have seen 
improvements since we have changed the course sequencing to assist with the flow of the program. Further, the 
software program that students utilize to assist license testing (Massage Prep), has been implemented and is now 
counted as graded assignments. Finally, we have begun to process testing paperwork for students prior to them 
graduating . This will allow them to take the MBLEX exam before leaving the program, thus allowing time for 
review prior to the test. We feel these changes will better prepare the student for passing the MBLEX exam, 
thereby improving placement rates. Students are encouraged to sit for the MBLEX after st rong review and before 
graduation. The Career Services staff then has opportunity to work with these students to place upon 
graduat ion. 

• Electronic Health Records has fallen below compliance as a result of changes in the marketplace. In 2016 most of 
the doctor's offices and hospitals were implementing the EPCI system to elect ronically switch to virtual data entry 
of records. Hiring was low due to new system implementation. Many sites needed to train existing staff prior to 
accepting new hires. We expect to see increase in 2017 rates. We are cont inuing to seek additional sites and 
believe that other avenues will allow for increased placement numbers. 

• Phlebotomist has fallen a bit due to t he larger increase in graduates and lower number of available full t ime 
positions. Also, many of our graduates don't drive so locating employment on a bus route or closer to home was 
a challenge. We have struggled to find sites for externs. We are expanding our area and are looking for sites out 
of the city. We did place a program cap on enrollments so we don't flood market with grads. 

• Medical Assist ing We saw a decrease in Medical Assist ing placement rate. Some sites t hat tradit ionally hire 
externs have not had openings in 2016. We have begun search for new sites with employment potential. 

Institutional Placement 
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Placement Rate by Program 
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Identifying Goals 
To establish relevant goals for the institution and each program, a review of the baseline rates and ACICS standards was 
used to determine goals are outlined below for the 2017 CAR year. 

Baseline GoalFY2017 Benchmark 
Business Administration 83% 84% 70% 

Commercial and Industrial Maintenance Technician 100%* 80% 70% 
Criminal Justice 86% 87% 70% 

Electronic Health Records 77% 78% 70% 

Human Services Assistant** 39% 70% 70% 

I .T. Support Specialist 76% 77% 70% 
Massage Therapy 55% 70% 70% 

Medical Assisting 84% 85% 70% 

Medical Laboratory Technician 79% 80% 70% 

Phlebotom ist 65% 70% 70% 

Surgical Technology 83% 84% 70% 

Campus 77% 78% 70% 
* Data skewed as there was only a year's worth of data to report. Goal is less than baseline due to skewed information and low number 
of graduates dur ing the FY16 reporti ng year. 
**program is in teach-out 
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Action Plan to Achieve Goals on Student Placement 
Focus is cont inually made on student placement. Based on our findings, the following init iatives will be implemented to 
achieve our goals. 

TRATE Y#1: S G Increase overall placement to 77% endinq in an overall campus placement rate of 78%. 
Action Item s Person Accountable 

Continuous outreach to graduates via different communication platforms, including: Director of Career Services with 
email; Engrade; te lephone and face to face meetings, and lunch and learns. support from the Program 
Maintain consistent staffing responsible for specific programs and metrics. Conduct Directors and Campus Director 
weekly meet ings with Program Directors and Campus Director to review all 
qraduates and employment status. 

STRATEGY#2: Increase program level placement through increased job fair awareness and online profile 
r aooI1cat1ons. 

Action Items Person Accountable 
Participation and attendance at local job fairs, job fairs on grounds, lunch and Director of Career Services with 
learns, and employer att endance at each of the programs seminars. Conduct 2 Job support from the Campus 
Fairs per year at Campus to attract exist ing and new employers. Director 

Require students to provide 5 potential Extern sites and part of process - review 
sites w ith students and make contact on reqular basis. 

STRATEGY#3: Increased Career Service community engagement to ident ify local companies that are looking to hire. 
Connect students to these employers through increased communication and face to face meetings to discuss what 
employers are looking for . The past two cohort years we have averaged 35% externship to hire rate which has allowed 
for a high overall end of year placement rate. Focus to increase medical Assist ing and Phlebotomist externship to 

I f emp oyment ire rate to 40%. 
Action Item s Person Accountable 

Work closely w ith students at t heir mid-point interviews and through Career Director of Career Services with 
Management classes to ensure that upcoming graduates are prepared for their support from the Program 
externships and are aware of different career opportunities. Directors, and Career 
All Program Directors and Lead Instructors will meet with students to ensure they Management Instructors. 

keep current with extern hours and commit to course completion. These st rong 
results could translate to increased hirinq from these sites. 
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GRADUATION RATE 
Evaluation Tools and Data Collection Methods 
The data for graduation rates was collected utilizing the CampusVue Student Information System and the Campus 
Accountability Report. Given that there is currently no Graduation Rate currently reported on the CAR, for the purpose of 
the CEP, we will calculate the data ut ilizing the graduation rate formula outlined by our state agency when report ing 
financial data or when submitting the biennial renewal. 

Evaluation Tool Data Collection 
Campus Accountability Report Data, Data is collected based on graduates reported during the t ime frame. In the 
State Formula following years, it will be collected based on the data reported in the Campus 

Accountability Report. 

Historical Rates and Development of Baseline Data 
Graduat ion rates measure the proportion of students who receive a degree/diploma compared to the full enrollment. 
Graduation rates are calculated by dividing the tota l number of graduates for the year by the total number of students 
enrolling in the program. 

The formula for Graduation Rate: A/ (B + C + D), where: 
(A) = graduates 
(B) = beginning population 
(C) = new starts 
(D) = re-entries 

For example, a program with 80 graduates throughout the year, a beginning population of 120 students, 80 starts for the 
year and 10 reenrollments (or re-entries) would have a graduation rate of 38% calculated as follows: 38% = 80 
graduates/(120 beginning+80 starts+ 10 re-entries). 

Proaram FY2014 FY2015 FY2016 
Business Administration 15% 16% 21% 
Commercial and Industrial Maintenance Technician 0% 0% 8% 
Criminal Justice 12% 18% 19% 
Electronic Health Records 12% 39% 38% 
Human Services Assistant 0% 7% 13% 
I.T. Suooort Specialist 25% 28% 33% 
Massaae Theraov 46% 57% 31% 
Medical Assistinq 14% 27% 21% 
Medical Laboratory Technician 31% 67% 18% 
Phlebotomist 29% 35% 34% 
Surqical Technoloqy 25% 21% 21% 

The baseline rate has been determined based on the average placement rate for the last three years. 

Summary and Analysis of the Data 

Baseline 
17% 
3% 

16% 
30% 
6% 

29% 
45% 
21% 
38% 
33% 
22% 

A baseline analysis of graduation rates by program produced graduation rates ranging from 3-45% with an average of 
24% for all programs. Data varies depending on the number of students enrolled in the program during the reporting 
period and rates vary depending upon the number of graduates. The CIMT program didn't have a graduate in the 
program until FY2016 and during that year, the number of graduates were low, which accounts for the low number. If 
there are a lower number of students enrolled, the rate could vary even more one way or the other. Programs with the 
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greatest graduat ion rates when looking at baseline data include: Massage Therapy, Electronic Health Records, IT Support 
Specialist, Medical Laboratory Technician, and Phlebotomist. 

Graduation Rates 2014-2016 
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■ FY2014 15% 0% 12% 12% 0% 25% 46% 14% 31% 29% 25% 

■ FY2015 16% 0% 18% 39% 7% 28% 57% 27% 67% 35% 21% 

■ FY2016 21% 8% 19% 38% 13% 33% 31% 21% 18% 34% 21% 

■ Baseline 17% 3% 16% 30% 6% 29% 45% 21% 38% 33% 22% 

Identifying Goals 
To establish relevant goals for the institution and each program , a review of the baseline rates and ACICS standards was 
used to determine goals are out lined below. Given that there is no metric or standard provided by ACICS, we have 
determine a goal higher than that of the baseline data reported. We also set goals at 20% should the rate be under this 
percentage. 

FY2016 Baseline GoalFY2017 
Business Administration 21% 17% 20% 
Commercial and Industrial Maintenance Technician 8% 3% 20% 
Criminal Justice 19% 16% 20% 
Electronic Health Records 38% 30% 31% 
Human Services Assistant* 13% 6% 20% 
I .T. Suooort Specialist 33% 29% 30% 
Massaqe Theraov 31% 45% 46% 
Medical Assistinq 21% 21% 22% 
Medical Laboratorv Technician 18% 38% 39% 
Phlebotomist 34% 33% 34% 
Surqical Technoloav 21% 22% 23% 
* program in teach-out 

Action Plan to Achieve Goals on Graduation Rates 
Focus is continually made on graduation rates. Based on our f indings, the following initiatives will be implemented to 
achieve our goals. 
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STRATEGY #1 ncrease e1ra ua 10n ra e or a proqrams. d t" t f II 
Action Items Person Accountable 

Tutor ing - Program Director will continue to oversee the Hybrid Teaching Assistant Program Director 
to improve the online tutoring and subject area tutor ing. Introduce students to 
tutorino.com Increase hours on campus to include eveninq 
Student class loads - the Program Directors will meet with new starts to discuss Program Directors 
their attendance and grades . If the students is overwhelmed we may be able to 
reduce their class load so the student can continue on to be successful. Ensure that 
we are offering th e best courses in the first t erm. Ident ify our st rongest faculty to 
teach new students. 
Re-entering Students - A dedicated re-enter admissions representative will meet Admissions Representative and 
with students expressing interest in returning to school. All students applying to re- Director of Education 
enter will complete an appeal or action plan prior to enrollment, reviewed by the 
Directo r of Education and admissions rep prior to enrollmen t. Reenter students will 
be required to meet with Program Director or Lead Instructor twice during hte f irst 
term upon returning . 

STRATEGY #2: C onsIstent communication wit stu ents reQar inQ proQram comp 1etIon. "h d d. I . 

Action Items Person Accountable 
Facilitate opportunities for staff and faculty to bui ld relationships with stud ents Director of Education, Campus 

Director 
Work closely with studen ts at t heir mid-point interviews and through Career Director of Career Services with 
Management classes to ensure that upcoming graduates are prepared for t heir support from the Program 
externships and are aware of different career opportunities. Directors, and Career 
All Program Directors and Lead Instructors will meet with students to ensure they Management Instructors . 

keep current with extern hours and commit to course completion . These strong 
results could translate to increase hiring from these sites. 
Focus on learning more about what the graduate wants out of their career and how Director of Career Services 
they can accomplish their goals through their field. 
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GRADUATE SATISFACTION 

Evaluation Tools and Data Collection Methods 
Graduate Surveys are conducted by career service staff and are collected 30-90 days after the student graduates. Career 
Services Operat ions oversees the survey process and identify graduates for each campus; however, the campus is 
responsible for the overall of collection of survey responses. Data is collected each month and survey results are 
populated into a Google Form. The partnership between CS Operat ions and CS departments is the key to ensuring 
compliance standards are maintained and that vita l information is obtained for the campus community to improve the 
student experience. Surveys are distributed to the employer, typically via email, and results are populated into a Google 
Form. 

The perception of t he graduates of is of utmost importance to the campus. The survey consists of quest ions related to 
student levels of satisfact ion. The management team reviews the results of the student quest ionnaire in an effort to 
improve the educat ional experience of the student. By reviewing the results of the graduate sat isfaction survey, the 
school is able to determine what changes, if any, are recommended. Surveys are documented and analyzed month ly and 
informatio n is shared with the campus leadership team on a quarterly basis. 

Evaluation Tool Data Collection 
Student Graduate Surve s Surve s are distributed and collected 30-90 da s after the student raduates. 

Historical Rates and Development of Baseline Data 

Graduate Survey Response Rate 

Graduate Surve•, Response Rate 
# Sent to Grads # Collected 

FV2014 233 89 
FV2015 366 106 
FV2016 299 133 

Baseline 

Return Rate % 
38% 
29% 
44% 
37 % 

Note: The process for collecting the data changed during the FY16 year . Data for all three years has been included, but 
the baseline data may be skewed based on collect ion method changes. 

Graduate Survey Results 
Please reference the exhibits for a copy of the survey. Note: The survey quest ions changed in FY2016. Data has been 
included below for FY2014 and FY2015, but given the changes, baseline data does not factor in these results. 

FY2014 Graduate Survey Results 
Strongly 

Agree Disagree 
Strongly 

Aaree Dlsaaree 
1. Admissions 46% 46% 5% 2% 
2. Financial Aid 47% 43% 6% 2% 
3. Inst ructor Knowledge 48% 41% 7% 2% 
4. Inst ruct ional Material 50% 35% 11% 2% 
5. Career Services 42% 48% 6% 2% 
6. Overall Staff and Faculty 48% 42% 6% 2% 
7. Library Resources 24% 56% 7% 11% 
8. Lab Equipment 33% 48% 11% 6% 
9. Student Portfolio 41% 47% 5% 5% 
10. Facility Appearance 33% 50% 7% 6% 
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11. I would recommend the school to others. 33% 59% 3% 3% 
12. Aware of Alumni Association 5% 56% 17% 19% 

FY2015 Graduate Survey Results 
Strongly 

Agree Disagree 
Strongly 

Aaree Dlsaaree 
1. Admissions 27% 54% 9% 12% 
2. Financial Aid 30% 60% 9% * 

3. Instructor Knowledae 39% 54% 6% * 

4. Instruct ional Material 27% 72% 3% * 

5. Career Services 39% 54% 3% 3% 
6. Overall Staff and Faculty 21% 69% 9% 3% 
7. Library Resources 21% 63% 6% 6% 
8. Lab Eauioment 18% 69% 9% 3% 
9. Student Portfolio 24% 60% 12% 6% 
10. Facility Appearance 27% 60% 6% 3% 
11. I would recommend the school to others. 24% 54% 12% 6% 
12. Aware of Alumni Association 9% 42% 33% 9% 

FY2016 Graduate Survey Results 
Yes No 

Were you satisfied with the overall enrollment process? 94% 5% 
Were you satisfied with the assistance our Financial Services staff orovided? 86% 13% 
Are you satisfied with how the staff and faculty responded to your educational needs? 69% 4% 
Do you feel your education prepared you for a job in your field? 93% 6% 
Are you satisfied w ith the assistance our Career Services staff provided with your job 90% 9% 
search? 
Currently Emoloyed? 91% 8% 
Overall, are you satisfied with your educational experience and would you recommend the 86% 13% 
school to others? 

In a review of the data for the previous years, we determ ined that the baseline rate for Graduate Satisfaction will be 
skewed for the 2017 CEP given the survey question changes in FY2016. The baseline data below only factors in the 
results from th is year. 

Baseline Data 
Yes 

Were you satisf ied with the overall enrollment process? 94.4% 

Were you satisfied with the assistance our Financial Services staff provided? 86.1% 

Are you satisfied with how the college staff and faculty responded to your educational 
69%% 

needs? 

Do you feel your education prepared you for a job in your field? 93.1% 

Are you satisfied with the assistance our Career Services staff provided with your job 
90.3% 

search? 

Currently Employed? 91.7% 

Overall, are you sat isfied with your educational experience and would you recommend 
86.1% 

the school to others? 
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Note: There is no chart for baseline data below given the limited timeframe the data was collected. 

Summary and Analysis of the Data 
Three to six months after graduation we collect surveys from graduates to determine their level of satisfaction with the 
overall program . A total of 230 surveys were distributed with 72 returned, a 30% response rate. Responses were 
favorable with most graduates either strongly agreeing or agreeing to a positive experience while at Mccann. Of note: 

• The majority of graduates would recommend Mccann to a friend or family member. 
• Most felt they received a quality education and that the instructors were very good. 
• Most felt well prepared for their new career and left with a positive impression of the program and the school. 
• Almost 90 percent of the graduates that responded were already employed in the ir field. 
• The area of Financial Services appeared to be a concern for some graduates. Not having someone face to face to 

speak to about their financing can be an issue for our graduates. 
• The largest percentage revolved around the ability for their inst ructors to address their educational needs. 
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FY2014 Overall Graduate Survey Results 
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FY2015 Overall Graduate Survey Results 
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FY2016 Graduate Survey Results 

Overall, are you satisfied with your educational experience 
and would you recommen d the school to ot hers? 

Currently Employed? 

Are you satisfied with the assistance our Career Services staff 
prov ided w ith your job search? 

Do you feel your education prepa red you for a job in your 
field? 

Are you satisfied wi th how the college staff and faculty 
responded to your educat ional needs? 

Were you sat isfied with t he assistance our Financial Services 
staff provided? 

Were you sat isfied with t he overa ll enro llm ent process? 

■ Yes 

■ No 

0.0% 20.0% 40.0% 60.0% 80.0% 100.0% 

Identifying Goals 
A review of the baseline rates and ACICS standards was used to determine goals as outl ined below for t he FY2017 year. 

Our FY2017 Return Rate Goal for Graduate Satisfaction Responses is 55%. 

FY2017 Goals - To achieve the oercentaae outlined below in the "ves" cateaorv . 
Were you satisfied with the overall enrollment process? 96% 
Were you satisfied with the assistance our Financial Services staff provided? 88% 
Are you satisfied w ith how the staff and faculty responded to your educational needs? 97% 
Do you feel your educat ion prepared you for a iob in your field? 95% 
Are you satisfied w ith the assistance our Career Services staff provided with your job 92% 
search? 
Currently Employed? 93% 
Overall, are you satisf ied with your educational experience and would you recommend 88% 
the school to others? 

Action Plan to Achieve Goals on Graduate Satisfaction Goals 
Focus is conti nually made on graduate satisfaction. Based on our f indings, the following init iatives will be implemented to 
achieve our goals. 

STRATEGY#1: Increase response rate to 55 % , ending in an overall response rate of 55% through FY 206-2017. 

Action Items Person Accountable 
Continuous outreach to graduates via different communication platforms, including: Career Services with support 
email; Engrade; te lephone and face to face meetings. Include at least 2 emails to fro m the Program Directors 
remind grads about survey. 
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STRATEGY#2 I mprove co ect1on o surveys t ouq o ta1rnnq qra uate surveys II f h h b .. d unnq qra uat1on ceremonies . d . d 
Action Items Person Accountable 

Have computers and printed out surveys to collect data dur ing cap and gown pick- Career Services with support 
up. Calls made to those who fail to complete survey. from the Proaram Directors 

STRATEGY#3: Improve student perception of financial services department through better coordinat ion with ground 
team and communication with CFS team. 

Action Items Person Accountable 
Ensure new and current students have opportunity to understand financial aid Ground Financial Services Officer 
throuah face to face communication 
Coordinate communication between students and CFS team at Campus - ask for Ground Financial Services Officer 
CFS Team to send recap of calls and any list of outstanding paperwork needed to and Central Financial Services 
complete file . Teams 
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GRADUATE SATISFACTION UPDATE - PROGRAMMATIC 

Evaluation Tools and Data Collection Methods 
Per programmat ic accredi tor requ irements for [ MAERB and/or ARCST/STA] specific gradua te satisfaction surveys are 
distributed to program graduates. Programmat ic Graduate Surveys are conducted by career service staff and are collected 
30-90 days after the student graduates . Career Services Operations oversees the survey process and identify graduates 
for each campus ; however , the campus is respons ible for the overall of collection of survey responses. Data is collected at 
the each month and survey results are populated into a Google Form. The partnersh ip between CS Operations and CS 
departments is the key to ensuring compl iance standards are mainta ined and that vita l information is obtained for the 
campus community t o improve the student experience . Surveys are distribu ted to the employer, typically via email, and 
results are populated into a Google Form. 

The perception of the graduates of is of utmost importance to the campus . The survey consists of quest ions related to 
student levels of satisfaction . The management team reviews the results of the student quest ionnaire in an effort to 
improve the educationa l experience of t he st udent. By rev iewing the results of the graduate sat isfaction survey , the 
school is able t o determine what changes , if any , are recommended . Surveys are documented and analyzed month ly and 
info rmatio n is shared with the campus leadership team on a quarterly basis . 

Evaluation Tool Data Collection 
Student Graduate Surveys • Surveys are distributed and collected 30-90 days after the student graduates 

(effective August 1, 2016 for ARC ST/SA - previously 6 months) . 

• Data is also reported to the programmatic accreditor dur ing the annual report 
subm ission process. 

Historical Rates and Development of Baseline Data 

Graduate Survey Response Rate 

Graduate Survey Response Rate - Medical Assisting (January 1 - December 31) 
# Sent to Grads # Collected Return Rate % 

2015 65 50 77% 
2016 69 61 88% 

Baseline 83 % 

Graduate Survey Response Rate - Sur 1ical Technology (August 1 - July 31 )* 
# Sent to Grads # Collected Return Rate % 

2015 15 5 33% 
2016 17 5 29% 

Baseline 31 % 
*During this reporting period, surveys were collected 6 months post -graduation . 

Graduate Survey Results 
Please reference the exhib its for a copy of the survey . 
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Medical Assisting 
Key: 5 = Strongly Agree, 4 = Agree, 3 = Neutral (acceptable) Agree, 2 = Disagree, 1 = Strongly Disagree 

2015 Graduate Survey Results - Medical Assistina 
1 2 3 4 5 

Coqnitive Domain 
The program helped me acquire medical assisting knowledge 

2% 6% 32% 60% 
aooropriate to my level of training. 
The program prepared and encouraged me to apply for and 

2% 2% 12% 26% 58% 
pass my professional credentialing exam. 

Psvchomotor Domain 
The proqram oreoared me to collect patient data effectively. 2% 2% 30% 66% 
The program prepared me to perform appropriate diagnostic 

4% 8% 22% 66% 
and medical procedures. 
The program prepared me to use sound judgmen t for 

2% 6% 
26% 

66% 
functioning in the healthcare sett ing. 
The program prepared me to perform all clinical skills 

2% 2% 8% 22% 66% 
aoorooriate to entrv level medical assistina. 
The program prepared me to perform all administrative skills 

2% 16% 26% 56% 
aooropriate to entrv level medical assistina. 

Affective Domain 
The program prepared me to conduct myself in an ethical and 

2% 
4% 

8% 12% 82% 
professional manner. 
The program prepared me to manage my time efficiently while 2% 

4% 16% 78% 
funct ioning in the healthcare sett ing 
Prepared me to communicate effect ively in the healt hcare 

8% 14% 78% 
setti ng. 
OVERALL, the program prepared me very well to do ent ry-level 

2% 2% 32% 64% 
medical assistina work . 

2016 Graduate Survey Results - Medical Assisting 
1 2 3 4 5 

Coqnitive Domain 
The program helped me acquire medical assisting knowledge 

50% 5% 11% 84% 
aooropriate to my level of training. 
The program prepared and encouraged me to apply for and 

2% 7% 15% 77% 
pass my professional credentialing exam. 

Psvchomotor Domain 
The proqram oreoared me to collect oatient data effectively. 2% 25% 74% 
The program prepared me to perform appropriate diagnost ic 2% 

18% 80% 
and medical orocedures. 
The program prepared me to use sound judgment for 

2% 5% 21% 72% 
functioning in the healthcare sett ing. 
The program prepared me to perform all clinical skills 

3% 20% 77% 
aoorooriate to entrv level medical assistina. 
The program prepared me to perform all administrat ive skills 

2% 5% 28% 66% 
appropriate to ent rv level medical assist ina. 
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Affective Domain 
The program prepared me to conduct myself in an ethical and 

2% 15% 84% 
professional manner. 
The program prepared me to manage my t ime efficiently while 

2% 15% 84% 
functioninq in the healthcare settinq 
Prepared me to communicate effectively in the healthcare 2% 

16% 82% 
setti nq. 
OVERALL, the program prepared me very well to do entry -level 

3% 18% 79% 
medical assisting work . 

In a review of the data for the previous year(s), we determined that the baseline rate for Graduate Sat isfaction for the 
Medical Assisting program. We have averaged together the results from each category to determine the baseline rate. 

Baseline Data 

Cognitive Domain 

The program helped me acquire medical assisting knowledge appropriate to my level of training. 48 % 

The program prepared and encouraged me to apply for and pass my professional credentialing exam. 50 % 

Psychomotor Domain 

The program prepared me to collect patient data effectively. 50 % 

The program prepared me to perform appropriate diagnost ic and medical procedures. 49 % 

The program prepared me to use sound judgment for functioning in the healthcare setting. 47 % 

The program prepared me to perform all clinical skills appropriate to ent ry level medical assisting. 49 % 

The program prepared me to perform all administrative skills appropriate to ent ry level medical assist ing. 47% 

Affective Domain 

The program prepared me to conduct myself in an ethical and professional manner . 50 % 

The program prepared me to manage my time efficiently while functioning in the healthcare sett ing 50 % 

Prepared me to communicate effectively in the healthcare setting. 45 % 

OVERALL, the program prepared me very well to do entry -level medical assisting work . 49 % 

Surgical Technology 
Key: 5 = Strongly Agree, 4 = Agree, 3 = Somewhat Agree, 2 = Disagree, 1 = Strongly Disagree, NIA = Not Applicable 

2015 Graduate Survey Results - Surgical Technoloav 
5 4 3 2 1 

1 . The didactic portion of the program adequately prepared 
20% 

80% 
me for my present position. 

2. The clinical port ion of the program adequately prepared me 80% 
20% 

for my present posit ion. 
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3. The program adequately prepared me for the cert ificate 100% 
exam. 

4. Proaram officials were available for assistance. 80% 20% 
5. Program officials were sensit ive to student needs, and 

20% 
80% 

treated students equally and with respect. 
6. Program officials were supportive of the students, and 80% 

20% 
provided const ruct ive evaluations. 

7. Program officials were competent , knowledgeable, and 80% 
well-prepared for instruction . Questions and independent 20% 
thinking were encouraged . 

8. Program policies and procedures were clearly defined and 80% 
20% 

enforced. 

2016 Graduate Survev Results - Suraical Technoloav 
5 4 3 2 1 

1 . The didact ic portion of the program adequately prepared 60% 
40% 

me for my present posit ion. 
2. The clinical portion of the program adequately prepared me 

20% 
60% 

20% 
for mv present position. 

3. The program adequately prepared me for the certificate 
exam. 

20% 
60% 

20% 

4. Program officials were available for assistance. 60% 20% 20% 
5. Program officials were sensit ive to student needs, and 100% 

treated students equally and with respect. 
6. Program officials were supportive of the students, and 60% 

40% 
provided constructive evaluations . 

7. Program officials were competent, knowledgeable, and 60% 
well-prepared for instruction . Questions and independent 40% 
thinking were encouraged. 

8. Program policies and procedures were clearly defined and 60% 
20% 20% 

enforced. 

In a review of the data for the previous year(s), we determined that the baseline rate for Graduate Satisfaction for the 
Surgical Technology program . We have averaged together the results from each category to determine the baseline rate . 

Baseline Data - Surgical Technology 

1 . The didactic portion of the program adequately prepa red me for my present position . 50 % 

2. The clinical portion of the program adequately prepared me for my present posit ion. 40 % 

3. The program adequately prepared me for the certificate exam. 40 % 

4. Program officials were available for assistance. 30 % 

5. Program officials were sensitive to student needs, and treated students equally and with respect. 50 % 

6. Program officials were support ive of the students , and provided constructive evaluations . 30 % 

7. Program officials were competent, knowledgeable , and well -prepared for instruction. Questions and 30 % 
independent thinking were encouraged. 

8. Program policies and procedures were clearly def ined and enforced. 30 % 
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Summary and Analysis of the Data 

• Medical Assisting 
o Overall the medical assist ing students agreed or strongly agreed with the cognit ive, psychomotor, and 

affective domains. 
o 82% of the students st rongly agreed they were prepared ethically and professionally for a medical assisting 

position, this can be contributed to faculty who in every class stress ethics and professionalism. 
o 96% of the students agreed/st rongly agreed they were prepared to do well in an ent ry level medical assisting 

position. 
o While many agreed they were prepared administ rat ively, there was 16% 

• Surgical Technology 
o Most graduates felt adequately prepared for the ir field 
o Response has been low because graduates have left the area and haven't been in communication with CS. 
o Career Services has attempted to communicate through Facebook, phone and email and graduation events. 
o Area of Program officials being supportive of academics needs and policies have been reported 
o The greatest are was preparation for Certificat ion exam. 
o Only receiving about a third of the student's feedback is a concern as well. 
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2015 Graduate Survey Results - Medical Assisting 

OVERALL, the program prepared me very well to do entry ­
level medical assisting work . 

Prepared me to commun icate effect ively in the healt hcare 
set t ing. 

The program prepared me to manage my t ime effic ient ly 
w hile function ing in the healthcare sett ing 

The program prepared me to conduct myself in an ethical 
and professio nal manner. 

The program prepared me to perform all clin ical skills 
appropriate to ent ry level medical assist ing. 

The prog ram prepared me to use sound judgment for 
funct ioning in the healthcare setting . 

The program prepared me to perform appropriate diagnostic 
and medica l procedu res. 

The program prepared me to collect patie nt data effective ly . 

The program prepared and encouraged me to apply for and 
pass my professiona l credent ialing exam. 

The prog ram helped me acquire medical assist ing knowledge 
appro priate to my level of t raining. 
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■ St rongly Disagree 

■ Disagree 

■ Neut ral 

■ Agree 

■ Strongly Agree 

2016 Graduate Survey Results - Medical Assisting 

OVERALL, the program prepared me very well to do ent ry- lijiiiiiijiiiiiiri===j===j==r=r=r::::11•1 
level medical assisting work . 

Prepared me to communicate effective ly in the healt hcare 
setti ng. 

The program prepared me to manage my t ime eff icient ly •iiiii!ir =i===j===,==r=r=r=r 
w hile function ing in th e healthca re sett ing 

The program prepared me to conduct myself in an ethical 
and professio nal manner. 

The program prepare d me to perform all admi nistrat ive 
skills approp riate to ent ry level med ical assisting. 

The program prepared me to perfor m all clin ical skills 
appropriate to ent ry level medical assisting. 

The prog ram prepared me to use sound judgment for 
funct ioning in the healthcare setting. 

The program prepared me to perform appropriate 
diagnostic and medical procedures . 

The program prepared me to collect pati ent data 
effect ively . 

The program prepared and encouraged me to apply for and 
pass my professiona l credent ialing exam. 
The program help ed me acquire medical assist ing liiiiiiiiiii==~=:::::;:=:::::;==F=,==::;:::=::;::i 

know ledge appropriate to my level of tra ining. 

0% 10% 20% 30% 40% 50% 60% 70% 80% 90%100% 
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2015 Graduate Survey Results - Surgical Technology 

8. Program policies and procedures were clearly defi ned 
and enforced. 

7. Program offi cials were competent, knowledgeable, 
and well -prepared fo r instruction. Questions and ... 

6. Program off icials were support ive of the students, and 
prov ided constructive evaluations. 

5. Program officia ls were sensit ive to student needs, and 
treated students equally and wit h respect. 

4. Program offic ials were available fo r assistance. 

3. The program adequate ly prepared me for the 
cert ificate exam. 

2. The clinical portion of the program adequately 
prepared me for my present positio n. 

1. The didact ic port ion of the program adequately 
prepared me for my present posit ion. 
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2016 Graduate Survey Results - Surgical Technology 

8. Program policies and procedures w ere clearly defi ned 
and enfo rced. 

7. Program offici als were competent, knowledgeable, and 
we ll-prepared fo r instr ucti on. Questions and indepe ndent ... 

6. Program offi cials we re support ive of t he stud ents, and 
prov ided constru ct ive evaluations . 

5. Program offi cials we re sensitive to st udent needs, and 
treated students equally and wi th respect. 

4 . Program officia ls were available fo r assistance. 

3. The progra m adequately prepared me for the cert ificate 
exam. 

2. The clin ical port ion of the program adequately prepared 
me fo r my present positio n. 

1. The didact ic port ion of the program adequately prepared 
me for my present positi on. 

■ Stron gly Agree 

■ Agree 

■ Neutral 

■ Disagree 

■ St rongly Disgree 
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Identifying Goals 
A review of the baseline rates and programmatic requirements was used to determine goals as outlined below for the 
2017 year. 

Our 2017 Return Rate Goal for Graduate Satisfaction Responses is 90% for th e Medical Assisting program and 60% for 
the Surgical Technology program. 

Based on MAERB programmatic requirements and our previously reported results , our goal is to achieve at least an 80% 
or greater of posit ive survey results for the Medical Assisting program . 

Based on ARCST/ SA program requirements and previously reported results, our goal is to achieve a graduate satisfaction 
response of 60% or better for the Surgical Technology program. 

Action Plan to Achieve Goals on Graduate Satisfaction Goals 
Focus is conti nually made on graduate satisfaction . Based on our find ings, the followi ng initiatives w ill be implemented to 
achieve our goals. 

STRATEGY#1: Increase response rate to 60% for Surgical Technology and 90% for Medical Assisting through the FY 
2016 2017 h t - co or year 

Action Items Person Accountable 
Continuous outreach to graduates via different commun ication platforms , including : Career Services and Program 
email; Enqrade; telephone , face to face meetinqs Director 
Call students who fail to complete survey Career Services and Program 

Director 
Conduct skills workshops post-qraduat ion and request students also complete Career Services 
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surve . 

S T G TRA E Y#2: Improve collect ion throuqh incorporatinq an alumni event. 
Action Items Person Accountable 

Send out flyers wi thin 3 months after graduation and hold an alumni gathering once Career Services, Program Director 
every cohort year. Create an alumni Facebook page to stay up to date with and Campus Director 
qraduate's life after Mccann. 
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EMPLOYER SATISFACTION 

Evaluation Tools and Data Collection Methods 
Employer Surveys are conducted by career service staff and are collected 30-90 days post-placement. Career Services 
Operat ions oversees the survey process and ident ify employers for each campus; however, the campus is responsible for 
the overall of collect ion of survey responses. Data is collected each month and the Career Services Department is 
responsible for reviewing the data for accuracy. The partnership between CS Operations and CS departments is the key to 
ensuring compliance standards are maintained and that vital information is obtained for the campus community to 
improve the student experience. Surveys are distributed to the employer, typ ically via email, and results are populated 
into a Google Form. 

Establishment of new employer contacts and maintaining good relat ions with current employers is of crit ical importance to 
ensure continued placement of graduates. We also st rive to continue the development of a positive image within the 
community. These efforts are evidenced by continued contact wit h present and fut ure employers through the Employer 
Satisfaction Surveys, Employment Verifications, on-campus interviews and employer involvement in Advisory Committee 
meetings. Surveys are documented and analyzed monthly and information is shared with the campus leadership team on 
a quarterly basis. 

Evaluation Tool Data Collection 
Em lo er Surve s Surve s are conducted 30-90 da s 

Historical Rates and Development of Baseline Data 

Employer Survey Response Rate 

Employer Surve Response Rate 
# Sent to Em0lovers # Collected 

FY2014 132 51 
FY2015 188 50 
FY2016 150 67 

Baseline 

Return Rate % 
38 % 
27 % 
45 % 
37 % 

Note: The process for collecting the data changed during the FY16 year. Data for all three years has been included, but 
the baseline data may be skewed based on collect ion method changes. 

Employer Survey Results 
Please reference the exhibits for a copy of the survey. Note: The survey quest ions changed in FY2016. Data has been 
included below for FY2014 and FY2015, but given the changes, baseline data does not factor in these results. 

FY2014 Em0lover Survev Results 
Strongly 

Agree Disagree 
Strongly 

Aaree Dlsaaree 
Professional deportment evident at the interview and now on the job. 19% 61% 16% 4% 
Has knowledae aoorooriate to his/her level of trainina . 16% 61% 19% 4% 
Uses aood iudament while functionina in this employment settina. 18% 59% 19% 4% 
Communicates effect ively with other employees. 28% 49% 19% 4% 
Conducts himself/herself in an ethical and professional manner. 19% 59% 18% 4% 
Recognizes the value of teamwork and functions well as a member of 

29% 41% 24% 6% 
the team. 
Accepts supervision and works effectively with supervisory personnel. 22% 55% 13% 10% 
Is self-directed and responsible for his/her act ions. 19% 59% 12% 10% 
Arrives to work prepared and on t ime. 29% 49% 19% 2% 
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29% 49% 16% 6% 
19% 59% 18% 4% 

FY2015 Employer Survey Results 
Strongly 

Agree Disagree 
Strongly 

Aaree Dlsaaree 
Professional deportment evident at the interview and now on the iob. 20% 60% 8 4% 
Has knowledqe aooropriate to his/her level of traininq. 20% 60% 10% 10% 
Uses good judgment while funct ioning in this employment setting . 12% 68% 10% 10% 
Communicates effectively with other employees. 20% 60% 12% 8% 
Conducts himself/herself in an ethical and professional manner. 30% 50% 14% 6% 
Recognizes the value of teamwork and functions well as a member of 

10% 70% 14% 6% 
the team. 
Accepts supervision and works effectively with supervisory personnel. 22% 58% 14% 6% 
Is self-directed and responsible for his/her actions. 20% 60% 12% 8% 
Arrives to work prepared and on time. 4% 76% 10% 10% 
Cont ributes to a positive environment in the department. 10% 70% 14% 2% 
I would hire another qraduate if an openinq occurred. 16% 64% 16% 4% 

FY2016 Emplover Survev Results 
Strongly 

Agree Disagree 
Strongly 

Aaree Dlsaaree 
Professional readiness was evident at the interview and now on the job. 25% 60% 10% 5% 
Has knowledge appropriate to his/her level of train ing. 22% 66% 9% 3% 
Communicates effectively with other employees and customers. 30% 57% 10% 3% 
Functions well in a team environment. 25% 63% 6% 6% 
Is self-directed and responsible for his/her actions. 28% 53% 12% 7% 
Accepts supervision and construct ive criticism . 28% 56% 10% 6% 
Arrives to work prepared and on time. 22% 57% 15% 6% 

Yes No 
Would you hire another qraduate from our school if an openinq occurred? 88% 12% 
Is the traininq provided to students and qraduates meet inq indust ry standards? 82% 18% 

In a review of the data for the previous years, we determined that the baseline rate for Graduate Satisfaction will be 
skewed for the 2017 CEP given the survey question changes in FY2016. The baseline data below only factors in the 
results from th is year. 

Baseline Data - Combination of Strongly Agree/ Agree 2016, "Yes" Data 
Professional readiness was evident at the interview and now on the iob. 82% 
Has knowledqe aooropriate to his/her level of traininq . 82% 
Communicates effectively w ith other employees and customers. 81% 
Functions well in a team environment. 82% 
Is self-directed and responsible for his/her act ions. 73 % 
Accepts supervision and construct ive criticism . 80% 
Arrives to work prepared and on time. 73% 

"Yes" 
Would you hire another qraduate from our school if an openinq occurred? 82% 
Is the traininq provided to students and qraduates meetinq industry standards? 81% 
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Summary and Analysis of the Data 
• Most of the feedback from employers has been t rending positive . 
• Graduates have received high remarks as far as preparedness. Over 80% were job ready. 
• The areas of concern are centered around arriving on time and accept ing supervisor or team feedback. 
• The changes inst ituted to connect with the graduates supervisors, instead of HR officials, have resulted in more 

surveys collected . Also being able to collect surveys less than 6 months after employment has increased responses. 
• The workforce across the board is exper iencing the reliability so it appears to be societal especially with the 

millennials. 

• Difficulty in identifying the employer supervisor especially w ith larger companies. 
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FV2014 Employer Satisfaction Results 
I would hire another graduate if an openi ng occurred. 

Contributes to a posit ive environment in the departm ent. 

Arrives to work prepare d and on t ime. 

Is self-direct ed and responsible for his/ her actions . 

Accepts superv ision and works effectively with superv isory 
personnel. 

Recognizes the value of teamwork and funct ions well as a 
member of the team. 

Conducts himself/ herself in an ethical and professional manner. 

Communicates effect ively with ot her employees. 

Uses good ju dgment whi le function ing in thi s employment 
sett ing. 

Has knowledge appropriate to his/her level of t raining. 

Professional deportment evident at the inte rview and now on 
the job. 
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FY2015 Employer Satisfaction Results ,._ 
I 

I would hire another graduate if an open ing occurred. 

1-
Contributes to a posit ive env ironment in the departmen t. 

Arrives to work prepa red and on time. 
~ 
c..... 

Is self -directed and responsible for his/ her actions. 

1-
Accepts supervision and wor ks effectively w ith supervisory personnel. 

1-
Recognizes the value of teamwork and funct ions well as a mem ber of the team. 

-c-
Conducts himself/ herself in an eth ical and profess iona l manner. 

1-
Comm unicates effectively w ith other emp loyees . 

.. 
Uses good j udgment wh ile funct ion ing in th is employment setting . -.. 

Has know ledge appropri ate to his/ her level of tra ining. -1..... 
Professional deportment eviden t at the interv iew and now on th e job . 
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FY2016 Employer Satisfaction Results 

Arrives to work prepa red and on time. 

Accepts supervision and constructive critic ism. 

Is self -directed and responsible for his/h er actions. 

Functions well in a team environment. 

Communicates effec t ively w ith other employees and 
custome rs. 

Has knowledge appropriate to his/ her level of train ing. 

Professional readiness was evident at the interview and now 
on the job. 

0% 20% 40% 60% 80% 

FY2016 Employer Satisfaction Results 

Is the training provided to students and 
graduates meeting industry standards? 

Would you hire another graduate from our 
school if an opening occurred? 

100% 

0.0% 20.0% 40.0% 60.0% 80.0% 100.0% 

Identifying Goals 

■ Strong ly Disagree 

■ Disagree 

■Agree 

■ Strong ly Agree 

■ Yes 

■ No 

To establish relevant goals for the inst itution and each program, a review of t he baseline rates and ACICS standards was 
used to determine goals are outlined below for the 2017 year. 

Our 2017 Return Rate Goal for Employer Satisfaction Responses is 50%. 
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2017 Goals - To achieve the oercentaae outlined below between the Stronalv Aaree and Aaree cateaorles 
Professional readiness was evident at the interv iew and now on the iob. 85% 
Has knowledge aooropria te to his/her level of training. 85% 
Communicates effect ively w ith other emoloyees and customers. 85% 
Functions well in a team environment. 85% 
Is self-d irected and resoonsible for his/her actions. 75% 
Acceots suoervision and constructive crit icism. 82% 
Arrives to work prepared and on time . 75% 

Yes No 
Would you hire another qraduate from our school if an openinq occurred? 85% 15% 
Is the traininq provided to students and qraduates meetinq industry standards? 85% 15% 

Action Plan to Achieve Goals on Employer Satisfaction 
Focus is continually made on employer satisfaction . Based on our findings , the following init iatives will be implemented to 
achieve our goals. 

STRATEGY#1: Increase response rate ending in an overall response rate of 50% through FY 2016 to 2017 Cohort 
year. 

Action Items Person Accountable 
Career services takes the employer survey to the direct supervisor within 3 to 6 Career Services Director and 
months after hire while out on site visits externship meetinqs etc. Proqram Director 

STRATEGY#2 I mprove accep mq ee ac t' f db k th rouq hMC c ann earrnnq experience. 
Action Items Person Accountable 

Career Services will incorporate role plays for students to learn while attending Career Services Director , 
Career Development and Career Management classes; discuss while prepar ing for Classroom instructors and 
externship (midpoint ), and durinq seminars. Proqram Director 

STRATEGY#2 I h morove arnv,na on time t rouq h MC c ann earn,na experience. 
Action Items Person Accountable 

Career Services will incorporate attendance sheets for students in classes who are Career Services Director , 
soon to be entering their career field . The classes where this will be utilized would Classroom instructors and 
be as follows: Career Management classes; discuss whi le prepar ing for externship Program Director 
(midpoint), and during seminars. 
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EMPLOYER SATISFACTION UPDATE - PROGRAMMATIC 

Evaluation Tools and Data Collection Methods 
Per programma t ic accreditor requiremen ts for [MAERB and/or ARCST/STA] specific employer sat isfacti on surveys are 
dist ributed to program graduates . Programmatic Employer Surveys are conducted by career service staff and are 
collected 3 months post-employment (MAERB) and/or 30-90 days post-employment (ARC ST/SA). Career Services 
Operations oversees the survey process and identi fy graduates for each campus; however, the campus is responsible for 
the overall of collection of survey responses. Data is collected each month and survey results are populated into a Google 
Form. The partnership between CS Operations and CS departmen ts is t he key to ensuring compliance standards are 
maintained and that vital information is obtained for the campus communi ty to improve the student experience. Surveys 
are distr ibuted to the employer , t ypically via email , and result s are populated into a Google Form. 

Establishment of new employer contacts and maintain ing good relations with current employers is of crit ical importance to 
ensure continued placement of graduates . We also strive to continue the development of a positive image within the 
communi ty. These effo rts are evidenced by cont inued contact wit h present and fut ure employers through the Employer 
Satisfaction Surveys, Employment Verifications, on-camp us interviews and employer involvement in Advisory Committ ee 
meetings. Surveys are documented and analyzed monthly and information is shared with the campus leadership team on 
a quarterly basis. 

Evaluation Tool Data Collection 
Student Graduate Surveys • Surveys are distribu ted and collected 3 mont hs post- employment (MAERB) 

(effect ive December 2016 for MAERB - previously collected at 6 months)pr 

• Surveys are dist ributed and collected 30-90 day post -employmen t (ARC ST/SA) 
(effect ive August 1, 2016 fo r ARC ST/SA - previous ly 9 months) 

• Data is also reported to the programmatic accreditor during the annual report 
submission process [MAERB - October and/or ARC ST/SA - May]. 

Historical Rates and Development of Baseline Data 

Employer Survey Response Rate 

EmDlover Survev ResDonse Rate - Medical Assistina* 
# Sent to EmDlovers # Collected Return Rate % 

2015 42 10 24% 
2016 44 13 30% 

Baseline 27% 

EmDlover Survev ResDonse Rate - Suraical Technoloav * 
# Sent to EmDlovers # Collected Return Rate % 

2015 13 5 38% 
2016 14 7 50% 

Baseline 44% 
*D uring this reporting period, MAERB surveys were collected at 6 months post-emp loyment and ARC ST/SA we re 
collected 9 mont hs post-employment. 

Baseline Data Note: We recently began collect ing data for the CEP on a programma t ic level. Given t his is new , we have 
no baseline data to report . 

Campus Effectiveness Plan 2017 Page 41 



Employer Survey Results 
Please reference the exhibits for a copy of the survey. 

Medical Assisting 
Key: 5 = Stron_qly Agree, 4 = Agree, 3 = Neutral (acceptable) A_qree, 2 = Disagree, 1 = Strongly Disagree 

2015 Employer Survey Results - Medical Assistina 
1 2 3 4 5 

Cognitive Domain 
The Graduate: 
1 . Has medical assisting knowledge appropriate to his/her level 

10% 50% 40% 
of t raining. 
Psychomotor Domain 
The Graduate: 
2. Is able to collect pertinent data accurately from charts and 

10% 40% 50% 
patients. 
3. Is able to perform appropriate diagnostic and medical 

10% 50% 40% 
procedures as directed. 
Affective Domain 
The Graduate: 
4. Uses good judgment while function ing in this employment 

10% 10% 40% 40% 
sett ina. 
5. Communicates effectively with other employees in the 

10% 10% 40% 40% 
healthcare settina . 
6. Conducts himself/herself in an ethical and professional 
manner. 

10% 10% 50% 30% 

7. Functions effectively as a member of the work team . 10% 10% 50% 30% 
8. Accepts supervision and works effectively with supervisory 

10% 10% 60% 20% 
personnel. 
9. Is self-directed and responsible for his/her actions. 10% 10% 70% 10% 
10. Arrives to work prepared and on time . 10% 10% 60% 20% 
11. Contributes to a positive environment in the department. 10% 70% 20% 

12. Overall, this graduate is well prepared employee? 10% 10% 60% 20% 

2016 Employer Survey Results - Medical Asslstlna 
1 2 3 4 5 

Cognitive Domain 
The Graduate: 
1 . Has medical assisting knowledge appropriate to his/her level 

8% 77% 15% 
of t raining. 
Psychomotor Domain 
The Graduate: 
2. Is able to collect pertinent data accurately from charts and 

8% 8% 69% 15% 
patients. 
3. Is able to perform appropriate diagnost ic and medical 

8% 8% 69% 15% 
procedures as directed. 
Affective Domain 
The Graduate: 
4. Uses good judgment while function ing in this employment 

69% 31% 
sett ing. 
5. Communicates effectively with other employees in the 8% 8% 8% 45% 31% 
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healthcare sett ing. 
6. Conducts himself/herself in an ethical and professional 

8% 8% 53% 31% 
manner. 
7. Funct ions ef fectively as a member of the work team . 8% 8% 53% 31% 
8. Accepts supervision and works effectively with supervisory 

8% 69% 23% 
personnel. 
9. Is self-di rected and responsible for his/her actions. 8% 8% 61% 23% 
10. Arrives to work prepared and on time. 16% 53% 31% 
11. Contributes to a positive environment in the department. 16% 53% 31% 

12. Overall, this qraduate is well prepared employee? 8% 8% 84% 

n a review of the data for the previous year(s), we dete rmined that the baseline rate for Employer Satisfaction for the 
Medical Assisting program. We have averaged together the results from each category to determine the baseline rate. 

Baseline Data - Med ical Assistina 
Cognitive Domain 
The Graduate: 
1 . Has medical assistinq knowledqe aooropriate to his/her level of t raininq . 91 % 
Psychomotor Domain 
The Graduate: 
2. Is able to collect pertinent data accurately from charts and patients. 87 % 
3. Is able to perform appropriate diagnostic and medical procedures as directed. 87 % 
Affective Domain 
The Graduate: 
4. Uses qood iudqment while function inq in this employment settinq. 90 % 
5. Communicates effectively with other employees in the healthcare setting . 78 % 
6. Conducts himself/herself in an ethical and professional manner . 82 % 
7. Funct ions effect ively as a member of the work team. 82 % 
8. Accepts supervision and works effectively with supervisory personnel. 86 % 
9. Is self-directed and responsible for his/her actions. 82 % 
10. Arrives to work prepared and on time. 82 % 
11. Contributes to a positive environment in the department. 87% 

12. Overall, this Qraduate is well prepared employee? 42 % 

Surgical Technology 
Part I Key: 5 = Exceeds Expectations, 4 = Often Exceeds Expectations, 3 = Regularly Meets Expectations, 2 = 
Sometimes Doesn't Meet Expectations, 1= Seldom Meets Expectations, N/A = Not Applicable 

2015 Emolover Survev Results - Suralcal Technoloav 
5 4 3 2 1 

Attendance and Punctualitv 
1. Arr ives to work prepared and on time , with few absences 60% 20% 20% 
2. Proves to be resoonsible when takina emeraencv call 20% 20% 
Professionalism Judament and Attitude 
1. Exhibits self -direction and responsibility for actions 40% 40% 20% 
2. Demonstrates compassion for the patient and maintains 60% 20% 

20% 
his/her confident iality 
3. Exhibits enthusiasm and interest toward work 40% 40% 20% 
4. Establishes and mainta ins good raooort with co-workers 60% 20% 20% 
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5. Recognizes the value of teamwor k and functions well as a 60% 20% 
20% 

member of the team 
6. Exhibits a strong sense of ethical behavior and surgical 60% 20% 

20% 
conscience 
7. Is recept ive to constructive suaaestions or corrections 60% 20% 20% 
8. Responds calmly and effect ively under pressure 60% 40% 
9. Observes rules of safety and takes no unnecessary risks 60% 40% 
10. Adiusts well to new tasks and situations 60% 20% 20% 
11. Participates in continuing education and professional 60% 20% 

20% 
development 
12. Demonstrates problem-solvino skills 20% 40% 20% 20% 
Clinical Skills and Performance 
1. Technical Knowledge 
Demonstrates a workino knowledoe of the follow ino principles: 
a. Surgical Anatomy and Physioloov 40% 20% 40% 
b. Asepsis and Sterile Technioue 40% 20% 20% 20% 
c. Sterilization, Disinfection, and Antisepsis 60% 20% 20% 
d. Surgical Procedures and Specialties 40% 40% 20% 
e. Suraical Pharmacoloav and Anesthesia 40% 20% 40% 
f. Eouipment, Suoolies, and Inst rumentation 40% 20% 40% 
a. Basic Case Preparation 40% 20% 40% 
h. Patient Care Concepts (e.g.: consent , identificat ion, 40% 20% 
transportation, positioning, skin preparation, care of specimens, 40% 
hemostasis) 
2. Technical Skills 
Demonstrates the desire and ability to perform t he tasks necessary to prepare for the sur~ ical procedure 
a. Preoperative Skills and Routines 40% 20% 40% 
b. lnt raoperative Skills and Routines 60% 20% 20% 
c. Postoperative Skills and Routines 40% 20% 40% 

Part I I Key: 5 = Strongly Agree, 4 = Agree, 3 = Somewhat Agree, 2 = Disagree, 1 = Strongly Disagree, N/A = Not 
A I." b~ IDDICa e 

5 4 3 2 1 NIA 
1. In general, th is graduate was adequately prepared fo r an 40% 40% 

20% 
entrv-level position 
2. Given the opportun ity, I would hire another graduate from 80% 

20% 
this oroaram 
3. The graduate needed little t ime after hiring to be supervised 40% 40% 

20% 
and monitored 

Part I Key: 5 = Exceeds Expectations, 4 = Often Exceeds Expectations, 3 = Regularly Meets Expectations, 2 = 
S t' D 't M t E t. t· 1 S Id, M t E t. t· NIA Ni t A { b~ ome ,mes oesn ee xpec a 10ns, = e om ee s xpeca 10ns, = 0 wo,,ca e 

2016 EmDlover Survev Results - Suralcal Technoloav 
5 4 3 2 1 N/A 

Attendance and Punctualitv 
1. Arr ives to work prepared and on time , with few absences 43% 29% 14% 14% 
2. Proves to be responsible when taking emergency call 29% 14% 14% 43% 
Professionalism Judament and Attitude 
1. Exhibits self-direction and resoonsibilitv for actions 29% 43% 14% 14% 
2. Demonstrates compassion for the patient and maintains 57% 29% 

14% 
his/her confident iality 
3. Exhibits enthusiasm and interest toward work 29% 43% 29% 
4. Establishes and maintains qood raooort with co-workers 57% 29% 14% 
5. Recognizes the value of teamwork and functions well as a 29% 29% 

14% 29% 
member of the team 
6. Exhibits a st rong sense of ethical behavior and surgical 29% 14% 29% 29% 
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conscience 
7. Is receptive to construct ive suaaestions or corrections 29% 29% 14% 14% 14% 
8. Responds calmly and effectively under pressure 14% 57% 14% 14% 
9. Observes rules of safety and takes no unnecessary risks 43% 29% 14% 14% 
10. Adiusts well to new tasks and situations 29% 29% 29% 14% 
11. Participates in continuing education and professional 29% 29% 

29% 14% 14% 
development 
12. Demonstrates problem-solvinq skills 29% 29% 14% 14% 14% 
Clinical Skills and Performance 
1. Technical Knowledge 
Demonstrates a workinq knowledqe of the followinq princip les: 
a. Surqical Anatomy and Physioloqy 29% 29% 14% 29% 
b. Asepsis and Sterile Technique 29% 29% 14% 29% 
c. Sterilization, Disinfection, and Antisepsis 29% 29% 29% 14% 
d. Surgical Procedures and Specialties 29% 29% 14% 14% 14% 
e. Suraical Pharmacoloav and Anesthesia 29% 29% 29% 14% 
f. Eauioment, Suoolies, and Instrumentation 29% 29% 29% 14% 
Q. Basic Case Preparation 29% 29% 29% 14% 
h. Patient Care Concepts (e.g.: consent, identificat ion, 29% 29% 
transportat ion, positioning, skin preparation, care of specimens. 29% 14% 
hemostasis) 
2. Technical Skills 
Demonstrates the desire and abilitv to Perform the tasks necessarv to oreoare for the sure ical Procedure 
a. Preoperative Skills and Routines 29% 29% 29% 14% 
b. lntraoperative Skills and Routines 29% 29% 14% 29% 
c. Postoperative Skills and Routines 29% 29% 29% 14% 

Part I I Key: 5 = Strongly Agree, 4 = Agree, 3 = Somewhat Agree, 2 = Disagree, 1 = Strongly Disagree, N/A = Not 
Applicable 

5 4 3 2 1 NIA 
1. In general, th is graduate was adequately prepared for an 43% 29% 

14% 14% 
entry-level position 
2. Given the opportunity, I wou ld hire another graduate from 86% 

14% 
this program 
3. The graduate needed little t ime after hiring to be supervised 29% 43% 

14% 14% 
and monitored 

In a review of the data for the previous year(s), we determined that the baseline rate for Employer Satisfaction for the 
Surgical Technology program. We have averaged together the results from each category to determ ine the baseline rate . 

Baseline Data - Surgical Technology (Strongly Agree/ Agree) 
Part I 
Attendance and Punctualitv 
1. Arrives to work prepared and on time , with few absences 76% 
2. Proves to be responsible when taking emergency call 42 % 
Professionalism Judament and Attitude 
1. Exhibits self-direction and responsibility for actions 76 % 
2. Demonstrates compassion for the patient and maintains his/her confidentiality 83 % 
3. Exhibits enthusiasm and interest toward work 76 % 
4. Establishes and mainta ins good rapport with co-workers 83 % 
5. Recognizes the value of teamwork and functions well as a member of the team 69% 
6. Exhibits a strong sense of ethical behavior and surgical conscience 62% 
7. Is receptive to constructive suggestions or corrections 69% 

Campus Effectiveness Plan 2017 Page 45 



8. Responds calmly and effect ively under pressure 86% 
9. Observes rules of safety and takes no unnecessary risks 86% 
10. Adjusts well to new tasks and situations 69 % 
11. Participates in continuing education and professiona l development 69 % 
12. Demonstrates problem-solving skills 59 % 
Clinical Skills and Performance 
1. Technical Knowledge 
Demonstrates a workino knowledoe of the followino principles : 
a. Surgical Anatomy and Physiology 59 % 
b. Asepsis and Sterile Technique 59% 
c. Sterilizat ion, Disinfection, and Antisepsis 69% 
d. Surgical Procedures and Specialties 69 % 
e. Surgical Pharmacology and Anesthesia 59 % 
f. Equipment, Supplies, and Instrumentation 59% 
g. Basic Case Preparation 59 % 
h. Patient Care Concepts (e.g.: consent, identificat ion, transportation , position ing, skin 59% 
preparat ion care of specimens, hemostasis) 
2. Technical Skills 
Demonstrates the desire and abilitv to perform the tasks necessarv to prepare for the suraical procedure 
a. Preoperat ive Skills and Routines 59 % 
b. lntraoperative Skills and Routines 69% 
c. Postoperative Skills and Routines 59% 
Part II 
1. In general, th is graduate was adequate ly prepared for an entry -level position 76% 
2. Given the opportun ity, I would hire another graduate from this program 83% 
3. The graduate needed little time after hiring to be supervised and monitored 76 % 

Summary and Analysis of the Data 
• Employers were primarily posit ive about their feedback. One area of concern was use of computer technology and 

requiring more case experience. 
• Overall 93 % of employers felt the graduate had the basic knowledge required for surgical procedures. 
• Direct OR supervisors were met with or contacted to obtain survey results. 
• More case experience especially increased instrument usage. 
• One survey the graduate really had a bad experience and exhibited that with that employer. They are aware that 

others have been good and didn't hold that one against the program. 
• Case preparat ion across the board was noted as strength. 
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Medical Assisting Return Rate % 
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D Employe r Survey 
Response Rate - Medical 

Assisting Return Rate% 

2015 Employ ,~r Survei Results j Medica Assistin ~ 
12. Overall, this graduate is well prepared employee? 

11. Contr ibutes to a posit ive environment in t he department. 

10. Arr ives to wo rk prepared and on time . 

9. Is self-d irected and responsible for his/her actions. 

8. Accepts supervision and works effect ively w ith supervisory 
personnel. 

7. Functions effect ively as a member of t he work team . 

6. Conducts himself/herself in an ethical and professiona l 
manner. 

5. Communicates effect ively with other emp loyees in the 
healt hcare setting. 

4. Uses good judgment wh ile funct ioning in this emp loyment 
setting . 

3. Is able to perfo rm appropriate diagnost ic and medical 
procedures as directed. 

2. Is able to collect pertinent data accurately from charts and 
pat ients. 

1. Has medical assisting know ledge appropr iate to his/her level 
of trai ning. 
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2016 Employer Survey Results - Medical Assisting 
12. Overall, this graduate is well prepared employee? 

11. Contributes to a posit ive environme nt in t he department. 

10. Arrives to wo rk prepared and on time. 

9. Is self-d irected and responsible for his/her actions. 

8. Accepts supervision and wor ks effective ly w ith supervisory 
personnel. 

7. Functions effective ly as a member of t he work team. 

6. Conducts himself/herself in an ethical and professiona l 
manner . 

5. Communicates effect ively wit h ot her emp loyees in t he 
healt hcare setting. 

4 . Uses good ju dgment wh ile functioni ng in th is emp loyment 
setting. 

3. Is able to perfo rm appropriate diagnost ic and medical 
procedures as directed. 

2. Is able to collect pertinent data accurate ly from charts and 
pati ents. 

1. Has medical assisting know ledge appropriate to his/her level 
of train ing. 

-
-
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2015 Employer Survey - ST Part I 

b. lnt raope rat ive Skills and Routines 

Demonstrates the desire and ability to perform the tasks .. 

h. Patient Care Concepts (e.g.: consent, identificat ion, .. 

f. Equipment, Supplies, and Instrumentat ion 

d . Surgical Procedures and Specialt ies 

b. Asepsis and Steri le Techn ique 

Demonst rates a working know ledge of t he follow ing .. 

Clinical Skills and Performance 

11. Participates in cont inuing educat ion and professional .. 

9. Observes ru les of safety and takes no unnecessary risks 

7. Is recept ive to constructive suggestions or corrections 

5. Recognizes the value of teamwork and funct ions well as a .. 

3. Exhibits enthusiasm and inte rest towa rd work 

1. Exhibits self-direction and responsib ility for actions 

2. Proves to be responsib le when taking emergency call 

Attendance and Punctua lity 

0% 10% 20% 30% 40% 50% 

2015 Employer Survey - ST Part II 

3. The graduat e needed litt le t ime after 
hiring to be supervised and monitored 

2. Given the opportunity, I would hire 
another graduate from th is program 

1. In general, this graduate was 
adequately prepared for an entry-leve l 

positio n 
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I Doesn' Meet 
Expect tions 

I Seldorr Meets 
Expect, tions 
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■ Not Appl icable 

■ Strong Agree 
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2016 Employer Survey Restuls - ST Part I 
b. lnt raoperat ive Skil ls and Rout ines 

Demo nstrates th e desire and abi lity t o perfo rm the .. 

h. Pati ent Care Concepts (e.g.: consent , identifica ti on, .. 

f . Equipment, Supplies, and Instru mentati on 

d. Surgical Pro cedures and Specialtie s 

b. Asepsis and Ste rile Technique 

Demonstra tes a work ing know ledge of the fo llow ing .. 

Clinical Skills and Perfo rmance 

11. Particip ates in conti nuing educat ion and .. 

9. Observes rules of safety and takes no unnecessary .. 

7. Is receptive to const ructi ve suggestions or .. 

5. Recognizes th e value of teamwork and functi ons .. 

3. Exhibits enthusiasm and interest t owa rd wo rk 

l . Exhibits self-di rectio n and responsibilit y fo r act ions 

2. Proves to be responsib le when tak ing emerge ncy call 

Att endance and Punctual it y 

·=== 

■ Not App lic able 

■ Exceeds E> -pectations 

■ Often Exce eds Expectations 

■ Regularly r eets Expectatio 1 

■ Doesn't Mr t Expectat ions 

■ Seldom M ets Expectations 

s 
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2016 Employer Survey Results - ST Part II 

3. The graduate needed little time 
after hi ring to be supervised and 

monitored 

2. Given the opportunity , I would 
hire another graduate from th is 

program 

1. In general , this graduate was 
adequate ly prepared for an entry ­

level position 

Identifying Goals 

0% 20% 40% 60% 80% 100% 

■ Not Applicab le 

■ Strong ly Agree 

■ Agree 

■ Somewhat Agree 

■ Disagree 

■ Strong ly Disagree 

A review of the baseline rates and programmatic requirements was used to determine goals as outl ined below for the 
2017 year. 

Our 2017 Return Rate Goal for Employer Satisfaction Responses is 50% for the Medical Assisting program and/or 50% for 
the Surgical Technology program. 
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Based on MAERB programmatic requiremen ts and our previously reported results , our goal is to achieve a 50% or greater 
of survey collection Medical Assisting program . 

Based on ARCST/SA program requirements and previously reported results , our goal is to achieve a graduate satisfaction 
response of 50% for the Surgical Technology program. 

Action Plan to Achieve Goals on Employer Satisfaction Goals 
Focus is continually made on employer satisfaction. Based on our f indings, the following init iatives will be implemented to 
achieve our goals. 

STRATEGY#1 ncrease response ra e o t roua t 50°/4 h to o ort vear . h FY 201 6 2017 C h 
Action Items Person Accountable 

Career services to take the employer survey to the supervisor between three and Career Services Director and 
six months after their hire date. Proaram Director 

STRATEGY#2 I morove survey co ectIon t roua II h h emo over vIsIts. 
Action Item s Person Accountable 

More site visits will take place in order to capture the employer right away. Delay appears to Career Service Director 
be our biggest reason for lack of completion. Focusing more toward the OR directors then 
utilizinq HR. 

STRATEGY#3 I II f th mprove survey co ec I0n rouQ h d . a vIsory b d oar f mee mQs. 
Action Item s Person Accountable 

We wil l provide surveys during these meetings and an email will be sent beforehand Career Services Director and 
to obtain the proper information the day of t he meetinQ. ProQram Director 
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STUDENT SATISFACTION 

Student Satisfaction results are a new CEP requirement for campus beginning on July 1, 2016. Survey data is collected 
elect ronically through t he student portal twice a year; typ ically in the fall and spring. Students take the survey th rough 
the portal and the results are then compiled in a report for the Director of Education. Data is shared with the leadership 
team. 

Survey quest ions are as follows: 
1. Are you sat isfied with the educat ion you are receiving? 
2. What feature(s) influenced your decision to enroll at t his school? 
3. Based on your answers to the previous question, do you feel t hat t he school has met your expectat ions? 
4. Based on your experience, what is your degree of sati sfaction and the level of importance of each question. 

Please select an answer from the drop down boxes next to each quest ion. (Level of important, Satisfaction) 
5. How likely is that you would recommend this school to a friend, family member, or colleague? (Scale of 1 to 10 

with 1 = not at all and 10 = absolutely). 

Evaluation Tools and Data Collection Methods 
Students take the Student Satisfaction Survey twice during a fiscal year (November and March). The survey focuses on 
the overall educational experience of the student. Student Surveys allow the school to monitor and receive feedback from 
students on a variety of topics including the enrollment process, class/instructor experience, and exit experience. Student 
Surveys are conducted using the Student Portal. 

Evaluation Tool Data Collection 
Student Satisfaction Surve Biannual! 

Historical Rates and Development of Baseline Data 

Student Survey Response Rate 

Student Survey Response Rate FY2016 
# Sent to Students 

November Results 500 
March Results 504 
Baseline 
Baseline data averages the results from year. 

Student Survey Results 

# Collected 
156 
61 

November Results 
1. Are you satisfied with the education you are receivina? 

Yes I 
86.16% I 

2. What feature(s) influenced your decision to enroll at this school? 
Small 51.27% 

Financial aid availability 39.24% 
Specific proqram 48.73% 

Placement 11.39% 
Location 42.41% 
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Return Rate % 
31% 
12% 
22% 

No 
13.84% 
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Referral 8.86% 
Size 16.46% 

Reputation 8.86% 
Tutoring 4.43% 

Other 20.89% 

3. Based on vour answers to the orevlous auestlon do vou feel that the school has met vour exoectatlons? 
Yes No 

82.22% 17.78% 

4. Based on your exper ience, what Is your degree of satisfaction and the level of Importance of each 
auest lon. 

Importance to me My level of satisfaction 
The school staff are carina and helpful. 2.45 2 .27 
Classes are scheduled at a t ime that are convenient to me. 2.37 2.24 
Library resources are adequate and available when I need them. 2.24 2.13 
The quality of instruction is excellent in most of my classes. 2.47 2.18 
Faculty are fair in the ir treatment of students. 2.46 2 .18 
Overall, the school is clean and well-maintained . 2.39 2 .16 
Faculty use a variety of technology and resources in the classroom. 2.21 2 .12 
Admissions representatives adequately port ray program offerings 2.37 2 .17 
durina the interviewina process. 
The equipment used in class is kept up to date and in workinq order. 2.30 2.10 
The school is safe and secure for all students . 2.46 2 .31 
There is financial literacy counselina available to me. 2.28 2 .18 
Tutorinq services are available to me. 2.21 2.02 
I receive ongoing feedback regarding my academic progress. 2.40 2.17 
Faculty are available for assistance outside of class t ime. 2.29 2.12 
The tui tion paid is well worth the investment in my new career. 2.44 2 .10 
The Career Services Department is helpful in guiding me on my new 2.37 2 .15 
career path . 
I am generally directed to t he appropriate person to answer my NA NA 
questions withou t having to ask several different staff members. 
The student portal and email have been helpful to find information. 2.34 2.23 
The IT Help Desk is helpful in qetting any related quest ions resolved. 2.17 2 .13 

5. How likelv is it that vou would recommend this school to a friend . famil , member or colleaaue? 
1 

2 3 4 5 6 7 8 9 
10 

(not at all) (Absolutely) 

5% 3% 0% 0% 2% 0% 12% 10% 8% 59% 

March Results 
1. Are vou satisfied with the education vou are receivina ? 

Yes I No 
93.44% I 6.56% 

2. What feature(s) influenced your decision to enroll at this school? 
Small I 57.38% 

Financial aid availability I 40.98% 
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Specific program 47.54% 
Placement 14.75% 

Location 57.38% 
Referral 14.75% 

Size 24.59% 
Reputation 16.39% 

Tutorina 4.92% 
Other 14.75% 

3. Based on vour answers to the Drevious auestion do vou feel that the school has met vour exDectations? 
Yes No 

92.16% 7.84% 

4. Based on your experience, what is your degree of satisfaction and the level of importance of each 
auestion. 

Importance to me My level of satisfaction 
The school staff are caring and helpful. 2.39 2.08 
Classes are scheduled at a time that are convenient to me. 2.40 2 .08 
Library resources are adequate and available when I need them. 2.15 1.97 
The quality of instruction is excellent in most of my classes. 2.40 2 .02 
Faculty are fair in their treatment of students. 2.39 1.94 
Overall, the school is clean and well-maintained. 2.36 2.02 
Facultv use a varietv of techno loav and resources in the classroom. 2.20 2 .04 
Admissions representatives adequately portray program offerings 2.32 2 .07 
durina the interviewina process. 
The equipment used in class is kept up to date and in working order. 2.34 1.86 
The school is safe and secure for all students. 2.45 2.27 
There is financial literacy counseling available to me. 2.24 2.00 
Tutor ing services are available to me. 2.21 1.95 
I receive onaoina feedback reaardina mv academic proaress. 2.35 1.95 
Faculty are available for assistance outside of class time. 2.26 2 .00 
The tuition paid is well worth the investment in my new career. 2.34 1.91 
The Career Services Department is helpful in guiding me on my new 2.39 1.95 
career path . 
I am generally directed to the appropriate person to answer my NA NA 
auestions without havina to ask several different staff members. 
The student portal and email have been helpful to find information. 2.27 2.05 
The IT Help Desk is helpful in qettinq any related quest ions resolved. 2.15 1.83 

5. How llkelv Is It that vou would recommend this school to a friend. famil 'I member or colleaaue? 
1 2 3 4 5 6 7 8 9 

10 
(not at all) (Absolutely) 

5% 5% 0% 5% 9% 5% 8% 12% 10% 41% 

Baseline Results FY2016 
1. Are you satisfied with the education you are receiving? 

Yes I No 
86.69% I 13.31% 

2. What feature(s) influenced vour decision to enroll at this school? 
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Small 52.90% 
Financial aid availability 39.68% 

Specific proqram 49.35% 
Placement 12.26% 

Location 46.77% 
Referral 11.29% 

Size 17.42% 
Reputation 10.97% 

Tutorinq 3.55% 
Other 17.42% 

3. Based on your answers to the previous question, do you feel that the school has met your expectations? 
Yes No 

84.09% 15.91% 

4. Based on your experience , what is your degree of satisfaction and the level of importance of each 
question. 

Importance to me Mv level of satisfaction 
The school staff are carinq and helpful. 2.40 2.11 
Classes are scheduled at a time that are convenient to me. 2.36 2.12 
Library resources are adequate and available when I need them. 2.17 2.03 
The quality of instruction is excellent in most of my classes. 2.39 2.03 
Faculty are fair in their treatment of students. 2.38 2.00 
Overall, the school is clean and well-maintained . 2.33 2.07 
Faculty use a variety of technoloav and resources in the classroom. 2.19 2.02 
Admissions representatives adequately portray program offerings 2.31 2.06 
during the interviewing process. 
The equipment used in class is kept up to date and in workinq order. 2.31 1.91 
The school is safe and secure for all students . 2.41 2.24 
There is financial literacy counselina available to me. 2.25 2.03 
Tutorinq services are available to me. 2.19 1.97 
I receive onqoinq feedback reqardinq my academic proqress. 2.33 2.00 
Faculty are available for assistance outside of class time. 2.26 2.03 
The tuition paid is well worth the investment in my new career. 2.37 1.93 
The Career Services Department is helpful in guiding me on my new 2.35 2.00 
career path . 
I am generally directed to the appropriate person to answer my NA NA 
questions without havinq to ask several differen t staff members. 
The student portal and email have been helpful to find information. 2.27 2.10 
The IT Help Desk is helpful in qettinq any related questions resolved. 2.13 1.94 

5. How likely is it that vou would recommend this school to a friend, famil, member , or colleague? 
1 2 3 4 5 6 7 8 9 

10 
(not at all) (Absolutely) 

6% 3% 1% 3% 7% 4% 9% 11% 7% 49% 

Summary and Analysis of the Data 
For FY2016 87% of our population are pleased with their education and 84% feel the school met their expectations . The 
major influence that attracted students to the school were small class sizes closely followed by specific program and 
location. Pulling data from question 5 responses 7-10, 74% would recommend our school to a fr iend, family member, or 
colleague. 
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There was a lower return rate from Nonmember to March, which will impact overall numbers. Areas of improvement 
would be equipment in the classroom, tutoring , and IT help desk. An area that will be out of our control would be 
creating individual schedules that are convenient for all students. Our strengths are we offer small class sizes and we are 
conveniently located. The results show us that we need to improve tutoring days and times, communication in the 
admissions process to make sure students understand all aspects of the program they are enrolling in, and update 
equipment in the classroom. 
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Results 

FV2016 1. Are you satisfied with the 
education you are receiving? 

liiilYes 

II No 

Page 56 



FY2016 2. What feature(s) influenced your 
decision to enroll at this school? 

Other 

Tutoring 

Reputation 

Size 

Referral 

Location 

Placement 

Specific program 

Financial aid availability 

Small 

0.0% 10.0% 20.0% 30.0% 40.0% 50.0% 60.0% 70.0% 80.0% 90.0% 100.0% 

FY2016 3. Based on your answer to the 
previous question, do you feel that the 

school has met your expectations? 
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iil Yes 

II No 
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FY2016 4. Based on your experience, what is your 
degree of satisfaction and the level of importance of 

each question. 

The IT Help Desk is helpful in getting any ... •--•-• --•-• 

I am general ly di rected to the approp riate .. . -----------The tuition paid is well worth the ... •--•-• - -•-•• 

I receive ongoing feedback regard ing my ... l:::::::::::::::::::::.• 
There is financia l literacy counseling ... 1•--•-• --•-•• ■ Importance to me 

The equipme nt used in class is kept up to ... •-••-• -••-• ■ My level of satisfaction 

Faculty use a variety of technology and ... •--•-• --•--

Faculty are fair in their treatmen t of students. ---•-• - -•-•­

Library resources are adequate and ... •--•-• --•-­

The school staff are caring and helpful. 

0 1 2 3 4 5 

FY2016 5. How likely is it that you would 
recommend this school to a friend, family 

member, or colleague? 
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111 112 1ii13 

114 iii15 116 

liiil7 1ii18 1ii1119 

liill O 
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Identifying Goals 
As we are in the process of collecting data for this new ACICS requirement, our goals may change given the data 
reviewed for the next year. Our goals as they are currently stated are based on a review of the questions and most recent 
data. 

Our FY2017 Return Rate Goal for Student Satisfaction Responses is 45%. 

FY2017 Overall Goals 
Questions Goal 

1. Are you satisf ied with the education you are receiving? 90% Yes 
2. What feature(s) influenced your decision to enroll at this Increase referral and reputation results 

school? 
3. Based on your answers to the previous question, do you 90% Yes 

feel that the school has met your expectations? 
4. Based on your experience, what is your degree of Increase level of satisfaction in all categories 

satisfaction and the level of importance of each 
question . Please select an answer from the drop down 
boxes next to each quest ion. (Level of importan t , 
Satisfaction) 

5. How likely is that you would recommend th is school to a 90% positive response 
friend, family member, or colleague? (Scale of 1 to 10 
with 1 = not at all and 10 = absolutely) 

Action Plan to Achieve Goals on Student Satisfaction Goals 
Focus is continually made on student satisfaction . Based on our findings, the follow ing initiatives will be implemented to 
achieve our goals. 

STRATEGY#1: Increase response rate , ending in an overall response rate of 45% through better communication with 
d . f I stu ents via acu ty. 

Action Items Person Accountable 
Educate faculty about the student's satisfaction survey and the importance of the Director of Education and 
results for the school. This will be done at faculty in-services and meetinqs. Proqram Directors 
Post announcements about surveys and when to complete 

STRATEGY#2 I mprove communica 10n in a m1ss1ons . t' d . . th roug pro uc h d tk I d now e Ige. 
Action Items Person Accountable 

Conduct quarterly product knowledge to inform admissions about new programs, Director of Education and 
current proqrams , and any proqram updates. Proqram Directors 

STRATEGY#2 I l't f . t t' th mprove qua ltY o ms rue 10n rouq o serva ions. h b t' 
Action Items Person Accountable 

Conduct faculty observations to assure the right instructors are teaching the right Director of Education and 
classes Proqram Directors 
Identify equipment and suooly needs 
Ensure faculty receive reqular tra ininq and feedback. 
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STUDENT LEARNING OUTCOMES 

Evaluation Tools and Data Collection Methods 
Student learning outcomes are an important metric in fulfilling our stated m1ss1on. To document student learning 
outcomes, cumulative grade point average and cert ificat ion and licensure data (where applicable) , and Sat isfactory 
Academic Progress (SAP) are measured. 

Data fo r the CGPA analysis is ext racted from CampusVue. Data for those programs with certification/licensure rates was 
gathered by the Director of Education in collaboration with the Program Director(s) . 

Evaluation Tool Data Collection 
CGPA Annually per Proqram 
Certif ication/Licensu re Data Annually , if applicable 
SAP Analysis Annually per Proqram 

Student Learning Outcomes- CGPA Analysis 

Historical Rates and Development of Baseline Data 

Program FY2014 FY2015 FY2016 Baseline Rate 

Business Administration 3.09 2.96 2.89 2 .98 

CIMT 2.90 2.86 2.84 2.87 

Criminal Justice 2.66 2.52 2.55 2.58 

Elect ronic Health Records 3.31 3.19 3.18 3.23 

Human Services Assistant 2.56 2.60 2.40 2.52 

IT Suooort Specialist 3.12 3.18 2.94 3.08 

Massaqe Therapy 3.26 3.25 3.16 3.22 

Medical Assistinq 3.15 3.03 2.96 3 .05 

Medical Laboratory Technician 3.33 3.52 3.25 3.37 

Phlebotomist 3.04 3.22 3.15 3.14 

Surqical Technoloqy 3.59 3.50 3.48 3.52 

Summary and Analysis of the Data 
Business saw a slight decrease, but the GPA remains st rong. The adj unct facul ty change and t his often affects grades if 

the facul ty is new or inexperienced. CIMT has experienced turnover in the Program Director role and Instructors; that has 

changed into 2017 - we have a more stable faculty and new PD. CJ and HSA are our lowest GPAs - we did not have a 

dedicated Program Director for HAS and we lost our CJ Program Director at t he same time . We are teaching out HSA and 

have a strong PD in Criminal Justice. Medical Assisting decreased slightly , but we have few concerns. We do have a new 

Program Director and have added anothe r full time faculty who can add support to students. Other Programs experience 
st rong GPAs. 
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BA CIMT CJ 

Goals and Monitoring 

CGPA Analysis by Program 

E.H.R. HAS ITSS MT MA MLT PHL ST 

... FY2014 

- FY2015 

~ FY2015 

..._ Baseline Rate 

To establish relevant goals for each program and the campus based on the data presented, baseline rates are 
established. Quarterly and historical analysis will be done to determine progress against these goals. The goal for each 
program is to have a CGPA of 3.00. This will be achieved by a goal of 3.00 which will be analyzed on a quarterly basis. 

Action Plan to Achieve Goals on Student Learning Outcome CGPA 

STRATEGY#1: Increase CGPA to an overall CGPA of 3.0-s. 
Action Items 

In-service highlighting specific instructors that are excelling in student outcomes to 
present and share classroom best practices and methodoloav. 
Conduct an In-Service that focuses on how to teach to all learnina stvles. 

Action Items 

Person Accountable 
Director of Education 

Director of Education 

Person Accountable 
Director of Education 

Director of Education 

Student Learning Outcomes - Certification/Licensure Data 

A summary of certification and licensure data is outlined below. While we track data on numerous programs, the only two 
programs were certifica tion/l icensure are required for employment in Pennsylvania are Medical Laboratory Technician and 
Massage Therapy. 
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Historical Rates and Development of Baseline Data 

FY2014 Rates 

Programs Examining Agency #Tested #Passed Pass Rate 

Electron ic Health Records NHA 21 12 57% 

Phlebotom ist NHA 29 23 79% 

Medical Assisting AAMA 16 8 50% 

Surgical Technology NBSTSA 12 6 50% 

Medical Laboratory Technician NAACLS 1 0 0% 

Massage Therapy MBLEX 8 5 63% 

FY2015 Rates 

Programs Examining Agency #Tested #Passed Pass Rate 

Electron ic Health Records NHA 42 30 71% 

Phlebotom ist NHA 31 25 81% 

Medical Assisting NHA and AAMA 88 58 66% 

Surgical Technology NBSTSA 12 10 83% 

Medical Laboratory Technician NAACLS 16 4 25% 

Massage Therapy MBLEX 36 27 75% 

FY2016 Rates 

Programs Examining Agency #Tested #Passed Pass Rate 

Electronic Health Records NHA 13 10 77% 

Phlebotomist NHA 25 22 88% 

Medical Assisting NHA 41 29 71% 

Surgical Technology NBSTSA 19 15 79% 

Medical Laboratory Technician NAACLS 3 0 0% 

Massage Therapy MBLEX 15 11 73% 

Baseline 

Programs FY2014 Pass Rate FY2015 Pass Rate FY2016 Pass Rate Baseline Data 

Electronic Health Records 50% 72% 77% 66% 

Phlebotomist 71% 81% 88% 80% 

Medical Assisting 55% 66% 71% 64% 

Surgica l Technology 89% 83% 79% 84% 

Medical Laboratory Technician 0% 25% 0% 8% 

Massage Therapy 63% 75% 73% 70% 

The baseline rate was determined by averaging the data 2014-2016 . 
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Summary and Analysis of the Data 
Year over year there has been an increase is pass rate for Electronic Health Records, Phlebotomist, and Medical Assisting. 
This increase may be due to the fact we are a testing center for all three programs and we started having the students 
take their exam in their last quarter before they graduate. Surgical Technology increased tremendously from 2014 to 
2015, then went down slightly in 2016, but still above the benchmark of 70%. This change could be contributed to the 
changes in program director and full time instructor. Medical Laboratory Technician is well below the benchmark, the low 
numbers could be due to the low enrollment and there was a period of time when we stopped enrolling in the program all 
together. Massage Therapy fell below the benchmark in 2014 but climbed back up in 2015 and 2016 to be above the 
70% . The Massage Therapy program started incorporating review classes before each exam and the program director 
had all students fill out the application for the exam before the student graduated. 
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Our goal for each program that includes a certificat ion is outlined as follows: 

Pro ram 
Electronic Health Records 
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Phlebotomis t NHA 89% 
Medical Assistinq NHA 72% 
Surqical Technoloav NBSTSA 80% 
Medical Laboratory Technician NAACLS 70% 
Massaqe Theraov MBLEX 74% 

Action Plan to Achieve Goals on Student Learning Outcome Licensure/Certification 

STRATEGY#1 ncrease M r assaae ,censure rate to 74¼'2017f 0 o In or eac h p roaram. 
Action Item s Person Accountabl e 

Incorporate licensure exam questions throughout all courses with in the program. Program Director and Instructors 
Add questions to assessments and reviews. 
Review sessions at the end of the proaram before they sit for the exam Proaram Director 
Ensure students are attending review classes and schedule exam before or soon 
afte r araduation . 

STRATEGY#2 I mprove MLT certI IcatIons pass rate t roua "f h h d e ucatIon . 
Action Item s Person Accountabl e 

In their last quarter hold review sessions for students to prepare for the exam. ML T Instructor 
Ensure students are attending review sessions, take attendance and incorporate f un 
event with rev iew sessions. 

Student Learning Outcomes- Standards of Academic Progress 
As new additio n to the 2017 CEP, we are evaluating Satisfactory Academ ic Progress . The Director of Education reviews 
each student's academic progress quarterly. Standards of academic progress apply to all students and to all periods of 
enrollment regardless of whether or not the student receives financial aid. It is also applicable to both full -time and part ­
t ime students. Student enrollmen t status for f inancial aid purposes is determined at registra t ion. Students must maintain 
a 2.0 minimum GPA and a course completion rate of at least 66 .67%. All courses in a program must be successfully 
comple ted in order to gradua te from the program. A 2.00 cumula tive grade point average (CGPA) is a graduat ion 
requireme nt. 

Permanent records are mainta ined for every student indicating courses completed and grades earned. A student is in 
good standing at the institut ion when allowed to enro ll for the ensuing qua rter as a regular student during any given 
enrollmen t period . Below is a SAP Status Chart fo r FY2016 SAP status. 

Historical Rates and Development of Baseline Data 

Total Number of Number of 

Students Evaluated 
Student with Percentag e 

Issues 
Academic Dismissal 482 0 0% 

Academic Warn inq 482 4 1% 

Exceeded Maximum Time Frame 482 7 1% 

Financial Aid Dismissal 482 34 7% 

Financial Aid Probation 482 45 9% 
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Financial Aid Warnin 482 118 24% 

SAP Met 482 273 57% 

*Baseline Data = SAP Met status of 80% based on the data for FY16. Once more data is gathered for the following year, 
we will factor in an average of the data . 

Summary and Analysis of the Data 
Over half of our population is SAP met sitting at 57%. We believe there is a correlation between retent ion and being on a 
SAP. SAP status can be discouraging to students causing them not to want to come to school. In addition the reason they 
are on SAP status is often related to persona l issues they are having outside the school. Those personal issues can 
interfere with being successful in school. 

0.83% SAP Analysis 2016 

0.00% 1.45% 

Goals and Monitoring 

■ Academic Dismissal 

■ Academic Warning 

■ Exceeded Maximum Time Frame 

■ Financial Aid Dismissal 

■ Financia l Aid Probation 

■ Financia l Aid Warning 

■ SAP Met 

Goal is to provide academic advisement of SAP status to all students who did not reach standards of academic progress 
prior to end of drop/add period of each term. When a student is placed on financial aid probation, he/she meets w ith the 
Assistant Director of Education in a one-on-one session. The Assistant Directo r of Education and student create an 
academic plan designed to enhance student level of achievemen t and ultimate ly meet academic standards. Our goal is to 
reduce the number of students who do not meet SAP progress standards, or who have other SAP issues to less than 7% 
per term. 

Goal Baseline 

Academic Dismissal 0% 0% 

Academic Warninq 0% 1% 

Exceeded Maximum Time Frame 0% 1% 

Financial Aid Dismissal 6% 7% 
Financial Aid Probation 8% 9% 
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Financial Aid Warnina 23% 24% 

SAP Met 60% 57% 

Action Plan to Achieve Goals on Student Learning Outcome - SAP 

STRATEGY#1 mprove SAP met to 70°/4 0 

Action Item s Person Accountable 
Have a consistent schedule of tutoring per term that is posted throughout the Assistant Director of Education 
buildina . 
Increase Open Lab Hours for Clinical Proqrams Proqram Director 
Ensure faculty are placed in riqht classes and riqht terms. Director of Educat ion 

STRATEGY#2 I mprove 1v re ucmq e arnmq SAP b d . th FAW oO u ens . 0/4 f St d t 
Action Item s Person Accountable 

Meet with hiqh risk students prior to reachinq status Proqram Director 
Conduct mid- term advisinq for all students so they are aware of status. Proqram Director 
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DISTANCE EDUCATION 
The distance education program is consistent with the institution 's mission and objectives. As a result the growing 
number of adult and part-time learners, increasingly mobile students, the expanding acceptance of online education as an 
effective educational delivery method, and the development of online programs at more traditional schools, providing 
Mccann School of Business & Technology students with multiple delivery options is a competitive necessity. 

With the increasing availability of internet based training , assessment and communication, students are requesting online 
alternatives to educational opportunities . Additionally , external considerations that include work, family and financial 
limitations are making online course offerings a viable solution for students wanting to effic iently complete their degree. 
Access to course content via the internet, through computers or hand-held devices, is an expectation and is reinforced 
through publisher provided resources and promot ion. In order to maintain our competit ive advantage we must 
accommodate our students increasing electronically connected lifestyles. 

As a result of integrating the use of technology to enhance teaching and learning, students will be prepared to: 
Communicate using a variety of media and formats; 
Access and exchange information in a variety of ways; 
Compile, organize, analyze, and synthesize information; 
Draw conclusions and make generalizations based on information gathered; 

• Acquire knowledge and be able to locate additional information as needed; 
Become self-directed learners; 
Collaborate and cooperate in team efforts; and 
Interact with others in ethical and appropriate ways. 

Mccann School of Business & Technology students may have the opportunity to complete a portion of their programs of 
study, subject to limits established by the institution 's state licensure and accreditation, through distance education in 
Flex Track programs. Flex Track programs of study allow students in certain programs of study to complete up to 49 
percent of the program through online courses. These online courses are specifically designed for the student who will be 
accessing online courses from a standard home or personal computer . All distance education/online courses offered by 
the campus have been deemed as equivalent in content and quality to the same courses offered via traditional, campus­
based delivery methods. 

Under certain circumstances, such as a student getting out of sequence with course schedules or courses that may not be 
offered each term , students enrolled in a campus-based program may be required to take fully online classes to graduate. 

At least 51 percent of the educational program must be taken on campus. The actual percentage of the program offered 
online will depend on the program selected and the educational delivery for each course Due to state regulation in the 
state of Pennsylvania, students who take more than 50% of their coursework online during a term may forfeit their 
eligibility to receive state grant money. Please see your on-site financial services officer or director of education for more 
informat ion. 

Students partic ipating in Flex Track programs are expected to complete the online orientation prior to the start of classes. 

Flex Track 
At least 51 percent of the educational program must be taken on campus. The actual percentage of the program offered 
online will depend on the program selected and the educational delivery for each course. 

All distance education/online courses offered by the campus have been deemed as equivalent in content and quality to 
the same courses offered via traditional, campus-based delivery methods. 
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Historical Data 

Grade Distribution 
Total# Students % Students 

Course Registered In completed % A % B o/oC % 0 % F 

# 
Course Name course course 

G 0 G 0 G 0 G 0 G 0 G 0 G 0 

AC101- Account ing 
20 1 90% 100% 45% 0% 30% 0% 10% 100% 5% 0% 10% 0% Principles I 

AC103 
Accounting 

20 1 95% 100% 45% 0% 20% 0% 25% 100% 5% 0% 5% 0% 
Principles 111 

AC120 Payroll Accounting 29 1 93% 100% 31% 0% 24% 0% 17% 100% 21% 0% 7% 0% 

AC225 
Computer ized 

34 4 82% 75% 17% 0% 24% 25% 17% 50% 24% 0% 17% 25% 
Account ing 

BU105 
Management 

67 5 84% 100% 31% 40% 22% 60% 22% 0% 7% 0% 16% 0% Principles 

BU110 Business Law 28 3 89% 67% 39% 67% 39% 0% 4% 0% 7% 0% 11% 33% 

BU115 Customer Service 18 21 94% 71% 61% 38% 11% 14% 11% 14% 11% 5% 6% 29% 

BU205 
Human Resource 

26 1 100% 0% 46% 0% 42% 0% 12% 0% 0% 0% 0% 100% 
Management 

BU240 
Small Business 

30 3 90% 67% 40% 0% 33% 67% 10% 0% 0% 7% 10% 33% 
Managemen t 

CJ110 
Criminal Law & 

27 2 8 1% 50% 11% 0% 19% 50% 33% 0% 19% 0% 19% 50% Procedures 

CJ120 Substance Abuse 28 4 75% 50% 14% 50% 25% 0% 29% 0% 7% 0% 25% 50% 

CJ125 
Writing for Criminal 

16 6 100% 100% 13% 83% 69% 0% 19% 0% 0% 17% 0% 0% 
Just ice 

CJ205 Security Procedures 19 2 53% 100% 0% 0% 11% 100% 5% 0% 4% 0% 47% 0% 

CJ210 Juven ile Just ice 26 2 88% 100% 15% 100% 35% 0% 31% 0% 8% 0% 12% 0% 

CJ212 Constitutional Law 10 1 70% 100% 10% 0% 40% 0% 20% 0% 0% 100% 30% 0% 

CJ215 
Introduc tion to 

12 3 83% 100% 17% 0% 42% 0% 17% 100% 8% 0% 17% 0% Corrections 

CJ230 
Police Operations 

19 2 84% 50% 11% 0% 21% 50% 42% 0% 11% 0% 16% 50% 
and Administration 

COM1101 
Inte rpersonal 

146 27 90% 85% 12% 44% 44% 26% 25% 11% 10% 4% 10% 15% 
Communications 

EN215 Business 
36 7 89% 86% 28% 14% 33% 57% 19% 14% 8% 0% 11% 14% 

Communication 

ENG1101 English Composition 128 12 84% 75% 27% 33% 25% 25% 22% 8% 9% 8% 16% 25% I 

GS201 Caree r Managemen t 170 7 93% 100% 66% 28% 14% 28% 9% 3% 4% 14% 7% 0% 

GS235 Critical Thinking 9 9 89% 100% 33% 56% 22% 22% 33% 22% 0% 0% 11% 0% 

IT100 
Introduc tion to 

213 8 89% 88% 40% 63% 23% 25% 16% 0% 9% 0% 11% 13% Computers 

IT101 Word Processing 61 25 93% 76% 54% 12% 13% 36% 10% 20% 16% 8% 7% 24% 

IT102 Spreadsheets 13 5 92% 80% 54% 60% 8% 0% 23% 0% 8% 2% 8% 2% 

IT103 Database 
13 5 92% 80% 62% 20% 31% 40% 0% 20% 0% 0% 8% 20% Manaaemen t 

IT110 
PC Operating 

19 2 79% 50% 26% 0% 26% 0% 11% 50% 16% 0% 21% 50% 
Svstems 

IT202 
Advanced 

36 6 100% 67% 67% 17% 14% 17% 14% 17% 6% 17% 0% 33% 
Spreadsheets 

MA105 Medical Law & 132 1 89% 100% 52% 0% 24% 0% 10% 100% 4% 0% 11% 0% Ethics 

MA112 Anatomy & 
89 4 87% 75% 21% 0% 29% 50% 20% 25% 16% 0% 13% 25% Phvsioloav 

MA113 Pathology 6 6 100% 100% 33% 67% 17% 17% 17% 17% 33% 0% 0% 0% 

Campus Effectiveness Plan 2017 Page 69 



MA121 Pharmacology 82 7 93% 6% 26% 14% 21% 29% 33% 0% 13% 14% 7% 43% 

MA132 Healthca re 
6 9 100% 100% 17% 67% 50% 33% 0% 0% 33% 0% 0% 0% Standards 

MA134 
Health Informat ion 

6 2 100% 100% 50% 50% 33% 0% 17% 50% 0% 0% 0% 0% 
Systems 

MA215 Medical Insurance 32 5 100% 100% 25% 0% 34% 20% 25% 20% 16% 20% 0% 40% 

MA216 
Advanced Medica l 

9 3 89% 0% 56% 0% 11% 0% 22% 0% 0% 0% 11% 100% 
Coding 

MA220 
Medical Computer 

37 7 92% 57% 49% 14% 35% 43% 3% 0% 5% 0% 8% 43% 
Applicat ions 

MA222 
Medical Office 

40 16 90% 88% 30% 44% 35% 25% 20% 13% 5% 6% 10% 13% 
Systems 

MTH1101 College Math ematics 152 11 92% 64% 47% 45% 32% 0% 7% 10% 7% 10% 8% 36% 

PL100 
Introduc tion to 

30 1 67% 0% 10% 0% 23% 0% 20% 0% 13% 0% 33% 100% 
Legal Systems 

SCl1101 Environment al 106 26 95% 88% 43% 42% 30% 19% 12% 8% 9% 19% 5% 12% 
Science 

SOC1101 Information Literac y 168 6 87% 100% 40% 83% 23% 0% 15% 117% 8% 0% 13% 0% 

OT101 Document 79 37 85% 81% 42% 27% 19% 19% 19% 22% 5% 14% 15% 19% 
Process ing I 

Summary and Analysis of the Data 
BU205, CJ110, CJ120, CJ230, IT110, MA 121, MA216, MA220, and PL 100 all did poorly in the on line portion with 57% 
being the highest percentage of students successfully comp let ing the course. For ground courses all but CJ205 had high 
percentages of students successfully complet ing the course. Courses that showed a significant difference between ground 
and online are BU110, BU240, CJ110, CJ205, CJ230, IT110, IT202, MA121, MA216, MA220, and PL 100 wi th online being 
the lower of the percentages. This may be due to the low numbers of students taking online courses. According to the 
data students struggled more online with criminal j ustice and medica l classes. 

Identifying Goals 

In general, we would like to better align the grade distribution data to reflect more consistency. To help reach our goals 
for FY2017 we will look at scheduling more classes onl ine and encourage students to take online courses. 

Grade Distribution Goals - Distance Education Call deliverv methods) 
Course Number/Course Name % Course Completion 
AC101 Accounting Principles I 95% 
AC103 Accountina Principles 111 97% 
AC120- Payroll Accounting 96% 
AC225 Computerized Account ing 70% 
BU105 Manaaement Principles 92% 
BU110 Business Law 80% 
BU115 Customer Service 82% 
BU205 Human Resource Manaaement 70% 
BU240 Small Business Management 80% 
CJ110 Crimina l Law & Procedures 70% 
CJ120 Substance Abuse 70% 
CJ125 Writing for Criminal Justice 100% 
CJ205 Security Procedures 75% 
CJ210 Juvenile Justice 94% 
CJ212 Constit utiona l Law 85% 
CJ215 Introduc t ion to Corrections 92% 
CJ230 Police Operations and Administrat ion 70% 

Campus Effective ness Plan 2017 Page 70 



COM1101 Interpersonal Communicat ions 87% 
EN215 Business Communicat ion 88% 
ENG1101 Enqlish Composition I 80% 
GS201 Career Management 95% 
GS235 Critical Thinkina 94% 
IT100 Introduc t ion to Computers 90% 
IT101 Word Processina 85% 
IT102 Spreadsheets 85% 
IT103 Database Manaqement 85% 
IT11 O PC Operating Systems 70% 
IT202 Advanced Spreadsheets 80% 
MA 105 Medical Law & Ethics 94% 
MA 112 Anatomy & Physioloay 80% 
MA 113 Patholoav 100% 
MA 121 Pharmacoloqy 70% 
MA 132 Healthcare Standards 100% 
MA 134 Health Informat ion Systems 100% 
MA215 Medical Insurance 100% 
MA216 Advanced Medical Godina 70% 
MA220 Medical Computer Aoolications 75% 
MA222 Medical Office Systems 89% 
MTH1101 Colleae Mathematics 78% 
PL 100 Introduction to Leqal Systems 70% 
SCl1101 Environmental Science 92% 
SOC 1101 Information Literacy 92% 
OT101 Document Processinq I 83% 

Action Plan to Achieve Goals for Distance Education 

STRATEGY #1: mprove on me assistance t roug r h h on groun d tutoring . 
Action Items Person Accountabl e 

The Hybrid Teaching Assistant will have set hours from term to term for students to Assistant Director of Education 
get assistance with online courses. and Hybrid Teaching Assistant 

STRATEGY #2: mprove t e vo ume o stu ents ta mg on me courses t roug h f d k' r h SC e u mg e IcIency. h h d r ff . 

Action Items Person Accountable 
The Registrar and the Director of Education will review the schedule each term and Registrar and Director of 
identify courses to be put online. Education 

STRATEGY#3: Improve the Online assistance increase Campus assistance and individual tutoring. insert campus strategy 
here]. 

Action Items Person Accountable 
Require students to attend online orientation at Campus. Director of Education 
Work with Tutor to demonstr ate ability to navigate through t he course and Assistant Director of Educat ion 
understand the platform and necessary course requiremen ts. and Hybrid Teachina Assistant 
Conduct weekly sessions for students to attend until they are completing Hybrid Teaching Assistant 
assiqnments and stayinq at pace w ith coursewo rk. 
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Rationale 
Online instructional delivery was launched in an effort to appeal to a market of potential students who seek flexibility in 
their learning. The key demographics in the market are those who work, those with family responsibilities, and those who 
commute. 

The National Center for Education Statistics, a part of the U.S. Department of Education, maintains the Integrated 
Postsecondary Education Data System (IPEDS), which collects data from the instit ut ions eligible for Title IV financial aid. 
In 2012, for the first t ime, data regarding online enrollment was a required element in the IPEDS survey. 

According to the IPEDS data, approximately 5.5 million students engaged in some level of online learning; this constitutes 
roughly one-quarter of the total post-secondary education enrollment.[1 ] 

Among those 5.5 million students, about 2.6 million were enrolled in fully online undergraduate or graduate programs.[2] 
In a 2013, publication entit led Changing Course: Ten Years of Tracking Online Education in the United States, the tenth 
annual report in this series, published by the Babson Survey Research Group, it was reported that the number of students 
taking at least one online course increased by over 570,000 to a new total of 6.7 million.[3] The proport ion of all students 
taking at least one online course has reached an unprecedented high of 32.0 percent. [4] 

The proportion of post-secondary students taking at least one online course has reached 32 percent.[5] For purposes of 
comparison, the f irst year of this study (fall 2003) reported slightly less than ten percent of all higher education students 
were taking at least one online course. [6]The proportion has continued to increase almost linearly over this ten-year time 
span. [7] 

The research conducted by the Babson Group includes a survey of academic officers. In the first report of th is series in 
2003, 57.2 percent of academic leaders rated the learning outcomes in online education as the same or superior to those 
in face-to-face . [8] The 2013 survey results indicate that hat 77.0 percent of academic leaders believe that the learning 
outcomes of programs taught online are equivalent to or better than those achieved in a physical classroom.[9] Only 23 
percent of academic leaders continue to believe the learning outcomes for online education are inferior to those of face­
to-face instruction.[1 O] 

The use of technology to provide access to post-secondary education, to engage learners, and to facilitate optimal 
learning outcomes is pervasive. "The only real measure of the effectiveness of technologies and technology-enhanced 
educational programs is the extent to which they promote and support students' engaged learning and collaboration" 
(Jones, Valdez, Nowakowski, and Rasmussen, 1995).[11] 

Decisions regarding curriculum design and instructional delivery are holistically contemplated. As suggested by 
Brinthaupt, Clayton, Draude, and Calahan (2014), campus delivery infrastructure, institutional receptivity to alternative 
instructional delivery methods, and targeted student population demographics inform the design of programs of study 
and the determinat ion of how those programs will be delivered.[12] The school has determined that the delivery of 
instruction online is necessary and appropriate for its market, for certain programs of study and for its targeted student 
population. 

The approach to online inst ruct ional delivery and support varies by inst itution and can cont ribute to market 
different iation. It is clear that in order to continue to serve the needs, interests and expectations of our target student 
population, it is crit ical that we develop and deliver online education. 

Mission Statement 
Mccann School of Business & Technology prepares students for career-focused employment by delivering relevant career 
t raining. 

In order to assure continued fulfillment of its mission, the following objectives have been established: 
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• To provide an educat ional environment that promotes the relationship between career preparat ion and 
employment opportunities; 

• To recruit and retain qualif ied instructors who are effective in the classroom and knowledgeable of current 
indust ry trends; 

• To graduate students who are prepared to enter their chosen career; 

• To assist graduates in becoming gainfully employed in their chosen career field; and 
• To maintain an organizational model that is responsive to its const ituents. 

According to the Accreditation Criteria: Policies, Procedures and Standards, the Accreditation Council for Independent 
Colleges and Schools (ACICS) requires that an institution of postsecondary education primarily offer educational programs 
designed to train and educate persons for careers or professions (2015), which is consistent with our mission.[13] 

According to Partnership for 21st Century Skills, "To be effective in the 21st century, cit izens and workers must be able to 
exhibit a range of funct ional and critical thinking skills related to information , media and technology."[ 14] When the 
Conference Board asked employers which skills they expected to become more important for entry level employees over 
the next five years, "informat ion technology application" ranked second- j ust below critical thinking and problem 
solving.[15] 

In a 2013-2014 publicat ion ent it led "The Foundat ion Skills," writt en by Lawrence K. Jones, which is based upon Job Skills 
for the 21st Century: A Guide for Students, t he seventeen skills required of all workers in high-performing workplaces in 
the 21st century were categorized into four clusters: Basic Skills; Thinking Skills; People Skills; and Personal Qualit ies.[16] 
Utilization of a computer to locate, analyze, store and communicat ion is included as part of the description of Basic Skills 
required for employment. 

According to the Department of Commerce, ninety-six percent of employed Americans ut ilize technology on a daily basis; 
sixty-two percent of working Americans are required to use the Internet as an integral part of the ir job 
responsibilities.[ 17] The Department of Commerce further indicates that the ability to access and utilize the Internet is 
not limited to completion of work-related tasks; additionally, these same skills are necessary for engaging in continuing 
education, managing health and healthcare, renewing one's driver's license, tracking children's progress at school and a 
myriad of other daily activit ies.[18] 

The mission of the school is to facilitate development of career-readiness. Therefore, it is critical that students develop 
the capacity to demonstrate ethical and effective use of technology for purposes of accessing, evaluat ing, integrat ing, 
managing, creating and communicating information. The Internat ional Society for Technology in Education ( ISTE) 
ident ifies the following knowledge and skills as indicators of technological literacy :[19] 

• The ability to demonstrate creative thinking , construct knowledge and develop innovative products and processes 
using technology; 

• The ability to use digital media and environments to communicate and work collaboratively, including at a 
distance, to support individual learning and contribute to the learning of ot hers; 

• The ability to apply digital to apply digital tools to gather, evaluate and use informat ion; 
• The ability to use crit ical thinking skills to plan and conduct research, manage projects, solve problems, and make 

informed decisions using appropriate digital tools and resources; 
• The ability to understand human, cultural and societal issues related to technology and practice legal and ethical 

behavior; and 
• The ability to demonstrate a sound understanding of technology concepts, systems and operations. 

The school st rives to develop technological literacy within its students. Activities, assignments and assessments are 
integrated throughout the curriculum, as appropriate, to develop and demonstrate technological literacy. Addit ionally, 
the provision of the opportunity to take online courses creates the opportunity for students to develop and demonstrate 
technological literacy. The development of technological literacy contributes to career-readiness and is consistent with 
the school's mission. 
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Resources 

Technology Resources 
Sound inst ructional design is required to optimize learning in an online environment. According to report produced by 
Pennsylvania State University in collaboration with Lincoln University and Cheyney University, " a thorough analysis of the 
role of the instructional media and supporting tools in achieving learning goals, an understanding of the impact of the use 
of technology, and careful consideration of the characteristics of the distance learner should drive the media selection and 
application process. "[20] 

The selection of inst ructional media and tools to support the delivery of distance educat ion was based upon ability to 
facilitate the accomplishment of the learning objectives of the programs of study offered. Furthermore, the technology 
was chosen due to its accessibility by the widest range of the targeted student population. Considerations undertaken in 
the selection of techno logy include: 

• Access to the technology by the targeted student populat ion; 
• Affordability by t he targeted student populat ion; 
• Cost to the institution; 
• Stability and predictability of the technology to minimize required technical support; 
• Support available to users ( students and faculty) ; 
• Availability within the local community (school labs, local libraries); 
• Functional level of familiarity with the tool by the targeted student populat ion and faculty; 
• Instruct ional strategies that can be supported by the technology; 
• Amount of faculty development required to use the technology; 
• Characteristics of the targeted student population including age, maturity , social, economic and cultural 

background; 
• Disabilities that members of the targeted student population may possess and that need to be accommodated; 
• Adequacy, dependability , reliability and expandability of the instructional delivery; and 
• Ability to provide backup, technical oversight and maintenance. 

Learning Management System 
The Learning Management System utilized to deliver distance education is Moodie. The school is current ly utilizing version 
2.8.6 of the LMS. Moodie is a learning management platform that supports open standards, and is interoperab le by 
design to enable integration of external applications and information onto a single Moodie platform. 

The instructional resources used to deliver online courses allows student asynchronous access to course content and 
support ive instructional resources that are presented in a variety of formats. The LMS also provides an opportunity for 
the student to interact with the instructor and with other students both synchronously and asynchronously. Each course 
provides the opportunity for students to engage with course content, with their peers, and with their instructor 
synchronously and asynchronously. 
Each course will be comprised of a set of learning activities that include the following: 

Presentations: Content that introduces new concepts and are accessed by students asynchronously. 

Discussion Questions: Topic-based discussions facil itated asynchronously by the instructor. Discussion questions 
provide students with the opportunity to respond to the instructor as well as to other students . The instructor 
may focus the discussion, highlight critical insights made by students, challenge the critical thinking of students, 
and propose alternative perspectives on a topic. 

Live Chat Sessions: Instructors have the ability to convene live (synchronous) chat sessions. The instructor may 
to use these chat sessions to deliver a structured presentation and/or to use this time to respond to student 
questions. 
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Assignments: Each assignment allows the student the opportunity to demonst rate their knowledge and to 
interact with their instructor. 

Assessments: A variety of assessment techniques are utilized for students to demonstrate achievement of 
course learning objectives. 

Technical Support: Technical support is available to faculty and students to support effective online instruction 
and learning. 

Delta Technology Support 
Delta Technology Support is the primary point of contact for reporti ng & receiving support for technical issues on a case­
by-case basis. Examples of duties include troub leshooting problems with desktop computers, laptops, problems with 
printing, installing software for individuals, troubleshooting access to systems and providing password resets. 

Hours of Operation 
Delta Technology Support is on-call during the following hours: Monday through Friday, 8am EST to 8pm EST. 

After-Hours Support 
Calls received after hours are answered by a live person and assigned to the Delta Technology Support for follow-up the 
following business day. Technical Support outside of password resets and troubleshooting student login is unavailable 
from the after-hours call center. 

Methods of Contact 
Delta Technology Support can be contacted by Phone, Email, or Live Chat. We recommend calling Technology Support for 
issues that need immediate attent ion and/or critical issues. Email should be reserved for non-critical issues. 
Phone: 855-DELTA-IT (855-335-8248) 
Email: Technology.support@deltaed.com 
Submission of Incidents 
Delta Technology Support is committed to addressing issues as quickly as possible. Our response times for acknowledging 
issues are listed below. Be aware that a response t ime does not mean we wi ll resolve the issue in that time frame . A 
response time means the assigned technician will contact the requester to acknowledge the issue and gather more 
informat ion to begin assisting them. 

Response Times 
Contact Method 
Issues Submitted Via Email 
Issues Submitted By Phone 

Escalation 

Response Time 
24 Hours / Next Business Day 
Answered Immediately 

Not all issues can be resolved by a first level technician. Some issues go directly to a specialist group . When a first level 
technician is unable to resolve an issue they'll request that it be escalated to a specialist. 

A requester can get the status of the ticket by calling Technology Support and providing the incident number received 
when the ticket was opened. The requester can also request an escalation if they believe it's necessary. 

Closure Policy - 3 Contact Rule 
Delta Technology Support will make three consecutive attempts to reach the requester to troubleshoot an open issue. We 
will attempt to reach the requester first by phone and secondly by email. If support cannot reach you after three 
consecutive attempts across three days, the issue will be closed out. 

If your t icket is closed due to no response the requester may contact the helpdesk and a new t icket will be opened for the 
issue. It's helpful to be able to provide the original ticket number to track the history of the issue. 
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If we receive an out-of-office message stating you'll be on vacation for an extended period, the open t icket will be closed. 
The requester can request the issue be reopened after returning to work. 

Outages 
Systemwide and campus-wide issues are tracked on the company homepage. We ask that if you are experiencing an 
outage, check the homepage for updates. We will not open tickets when we determine your issue is caused by an 
ongoing outage. 

Student Academic Support 
It is the policy of the Delta Technology Support that we cannot directly assist students with issues involving academic 
outcomes. Examples include: 

• Assisting with retaking/reopening an online test; 
Assisting with changing a due date or submission of a late assignment ; or 
Uploading homework, assignments, or posting on behalf of the student. 

It is our policy to redirect students to their instructors for these kinds of issues, and to redirect instructors to academic 
faculty managers for support with managing online learning. 

Student Owned Devices 
It is the policy of the Delta Technology Support that we will not make any changes to computers and mobile devices 
owned by the student under any circumstances. Examples of issues we will refuse service on include: 

Installing ant i virus on a student 's personal computer or mobile device; 
Installing software programs or plug-ins to a student's personal computer or mobile device; or 

• Making changes to system settings on a student's personal computer or mobile device. 

It is the policy of the Delta Technology Support to provide students with support documents and links for self-help from 
the publishers and vendors they utilize to complete school work . We wi ll recommend that they seek professional services 
in cases of virus infect ion and system issues. 

Chromebooks 
Hardware support for student owned Chromebook is provided directly by the device manufacturer. An option for 
Chromebook support is provided on our IVR when students call our primary support number. 

Technology Support Ticketing Procedure 
Technology Support receives, logs, and resolves all incoming calls & emails. A unique t racking number is assigned to each 
issue entered into BMC Remedyforce software . This number will be referenced in all subsequent communications for 
tracking purposes. 

Technology Support representatives will record the issue informat ion into BMC Remedyforce, a ticket management 
system. The following information is required when entering t icket : 

Date call received - will be auto-populated with system date. 
Time call received - will be auto-populated with system time . 

• Caller name, caller contact information , including email address, and phone number. 
User experiencing the program (may be different than the caller) 
Location (campus, corporate office, home office) 

• Equipment affected. 
Detailed description of problem or issue 
Assignment of ticket to a workflow queue following the escalation procedure, if necessary. 
Other relevant information about problem occurrence, such as frequency of the problem. 

Data Center Specs 

Hardware 
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Below is a list of hardware (mainframe, mid-range, LAN servers) used by Delta. The list also include lease te rms, current 
su ort status and egui ment status. 
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No Yes 

No No, EndalJte 

Server and Storage Infrastructure Deployed 
Storage 
Currently the server infrastructure is scaled to hosting crit ical data on our top-tier storage array of the Nimble C500 
storage area network (SAN) which is directly plugged into the Unified Communication Systems (UCS) chassis 
environment. This method of directly connecting the Nimble into the UCS environment allows for the lowest latency for 
Delta's blade virtual machine (VM) environment, as well as providing the highest possible performance. The second 
storage tier is our EMC VNX sto rage appliance that is specifically tuned for our Citrix environment , which is hosting our 
new CampusVue and Citrix servers. Lastly, is the legacy EqualLogic which is slated for retirement in June 2016 as the 
equipment is now at end of life from Dell Support in both hardware and software. 

Servers 
Currently our environment has 4 UCS B200-M4's (Gen 4) , which are balanced between both UCS chassis for maintenance 
and server load balance. These provide CPU, network , and storage for our highest priority and mission critical 
applications. Our 5 B200-M3 (Gen 3) currently run development (application or server), test and stage environment , as 
well as, non CPU or memory intensive applications such as domain controllers and file servers. Lastly, the UCS 230-M1 
(gen 1) blades run only test or temporary virtual machines as these blades are no longer supported under software or 
hardware support and have been deemed end of life by Cisco. 

Data Centers 
Below is the names and locations of any data centers for Delta. 
Raleigh Data Center 
(Peak10 RAL2) 
5150 McCrimmon Pkwy 
Morrisville, NC 27560 

Server/Data Hosting Facility 
Corporate and Academic Sites: Current site security is handled with Tyco Security systems. Currently each has 
their own local camera security system and their access to building resources is controlled via Brivo software 
management. 

Datacenter: Peak 10 access is controlled via Biometric and Peak 10 key card access providing multi-factor 
authentication to all data center access. Fire suppression systems are controlled via Dry Gas (CO2) which prevents 
water damage of server components in case of fire . 
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6.38.2 Backup and Recovery 
Database: System Database backups are performed automatically nightly for key academic and business 
applications (Moodie, Great Plains, CampusVue, etc.). A full system backup is taken and stored on a remote 
server. 

Operating Systems / Applications 
The following is the restore process for a VM in our environment. When testing this method recovery of the full VM 
including: DB, OS, and applications; the whole process took roughly 15-30 minutes to determine the VM with the, find the 
backup of the VM, and attach it to recover the f iles. 

This is the process of restoring a CampusVue Database that has been dropped and deleted from a disk. The same 
method can be applied for fi les and folders on servers. 

Database has been dropped and deleted from disk 
Once the report of a VM or data corruption has occurred and f iles need to be restored to a prior state, the restore 
process can be done from Delta's exist ing VM infrastructure normally within 1 hour. This test took roughly 5-10 
minutes to completely remount the lost VM and files for recovery. 
With the Nimble Plugin in our VMware vSphere Client technicians can determine the date, age, and location of the 
snapshot can be easily found. 
From here technicians clone the snapshot needed from the time specified and restore the VM's or files needed. 
This process of copying out a snapshot does not use any addit ional space on the Nimble array, so restoring large 
fi les does not impede the capacity for cloning a snapshot. 
Once the old drive containing the files needed are located and attached to the VM, the needed files can be copied 
back onto the host. This process testing verified that the database could be copy back over and restored to the 
needed VM 

Online Learning Systems 
The online learning platform is supported by 10 load balanced Windows 2008 R2 servers. This provides for minimal wait 
times for students and staff when ut ilizing the system. This also allows the systems to remain up and operating through 
system maintenance events. The sessions will be assigned to an available server with the lowest wait time and least 
number of users. 

Library Resources and Services 
All students and faculty have access to the Library and Informat ion Resources Network (LIRN) collection of electronic 
databases, accessible from the Library website. The resources provided for students and faculty are described below: 

Vendor Database Description 

Cultur e 
Vision 

Culture Vision 

Culture Visit Resources 
Culture Vision's comprehensive, user-f riendly database gives professionals access to culturally compet ent information for over 50 
ethnic, cultural, religious, and ability groups. Culture Vision also improves teamwo rk, productivity, perfo rmance and 
communicat ion by creat ing underst anding of cultu ral commo nalities and diff erences in the workforce and marketplace. 

Credo Academic Core 

Credo Credo Academic Core Covers the primary disciplines of Higher Educat ion, prov iding students with the reference tools they need to perform research at 
any level of study . Includes over 650 titles with part icular emphasis on subject encyclopedias, dictionaries, atlases, and 
reference handbooks. Also, includes over 1,000 short reference videos, nearly 300,000 high-resolut ion art images, and 
t housands of additional images across all subject areas. 

ProQuest 

Statista 

ebrary : Academic 
Complete 

Statista 
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ebrary 

ebrary off ers aut hor itative ebooks in a wide range of subject areas, along wi th powerfu l too ls to help you find, use, and manage 
t he informat ion you need. ProOuest's collections span six centur ies, all d isciplines and the diverse content types needed by 
researchers, prov iding the world"s largest collection of dissertat ions and t heses; three cent uries of newspapers; more than 
450,000 academic ebooks; collections of important scholarly jou rnals and ot her content researchers need such as data ; and 
unique digital vaults of primary source materials . ProOuest's renowned abstract ing and indexing enables researchers to find 
sources in their area of study. 

Stati sta 
Access to over 1 million stat istics & Facts - ready to use in PPT, XLS (sheets) and PNG (image).Comprehensive reports on over 
3,000 industry top ics. And, revenue forecast .,2015 to 2020"on over 400 indust ries. 
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Vendor Database Description 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ABl/l nform Complete 

Accounting & Tax 

Asian Business and 
Reference 

Banking Informat ion 
Source 

Biology Journals 

Canadian Business & 
Current Affairs 
Complete (CBCA) 

Canadian Newsstand 
Complete 

Career and Technical 
Education 

Computer Science 
Collect ion 

Computing 

Criminal Justice 

Education Journals 

European Business 

Family Health 

Health & Medical 
complete 

Health Management 
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ProQuest Sliver Core 

A comprehensive business database cover ing full-text of over 5000 j ournals. Subjects include accounting, economics, finance, 
informat ion technology, management, market ing, operations , real estate , r isk management , supply chain. 

Th is is the quintessential accountant's database. It br ings together highly ranked globa l and scholarly journa ls with key 
resources for locat ing quick and precise results covering current news and top ics, as well as the trends and history influencing 
importan t accounting and tax issues of the day. 

This database focuses on business and financial news from the eastern hemisphere. It covers Asian business and financial 
informat ion from key internat ional publications. Subjects include news and current awareness sources, country informat ion and 
stat istics, people and institut ions, and policy and analysis. 

Th is database enables one to search essential bank ing industry publicat ions for informat ion about the financia l services industry, 
banking and industry trends. Subjects include banks , banking industry, banking law, f inance, f inancial institutio ns, financ ial 
serv ices industry, and investments. 

Provides compre hensive coverage of biological science f ields including animal behavior, aquat ic life and f isheries, 
chemo reception, biochemistry , ecology, plant science, tox icology, virology, microbiology, immunology genet ics, health and 
safety science, oncogenes , entomology, and endocrinology neuroscience. The resource also includes access to MEDLINE, 
bringing ProOuest's award-w inning search functiona lity and the ability to cross-search with over thirty subject-spec ialized 
abstract and citation databases. 

CBCA Complete combines full text and indexed content from all four CBCA database subsets (Business, Current Events, 
Education, and Reference) . Subject coverage is comprehensive and information is availab le from the broadest range of Canadian 
sources anywhere. With over 4.5 million records and more than 1,730 tit les, CBCA Complete is ideal for anyone interested in 
current events, business, science, the arts , and academic informat ion as produced in Canada. 

This database offers unparalleled access to t he full text of over 190 Canadian newspapers from Canada's lead ing pub lishers. 
This full text database includes the complete available electronic backfile for most newspapers, providing full access to the 
art icles, columns, editor ials and features published in each. Some backfiles date as far back as the late 1970s. 
Th is database is the definit ive source for vocat ional informat ion. The database includes nearly 600 titles, with more than 500 
available in full text for quick access to research on virtually any techn ical topic. Subject coverage includes careers & Vocations, 
Trade & Industry, Technical Resources, and Job Search. 

This full text database is the prem ium resource for those who need access to wor ldwide, comprehe nsive coverage of compute r 
science topics, ranging from computer security to web commerce. This database also includes deep indexed tab les & figures. 
ProOuest's patented deep indexing captures and catego rizes data , var iables and other content represented in tab les, maps, 
photog raphs and other figures whic h are ty pically embedded in scholarly publications and previously undiscoverable when 
searching publicat ions. 

This database is a premium resource for those who need access to comprehensive coverage of computer topics. The database 
includes numerous tit les, most of them in full text, allow ing users to search records dating back to the early 1990's. Subject 
coverage includes Compute r Science, Informat ion Systems, Computer Security, Database Design, Software Development, and 
Web Commerce: LANs, WANs, lntranets, and Internet. 

A comprehensive database support ing research on cr ime, its causes and impacts, legal and social implicat ions, as we ll as 
lit igat ion and cr ime trends. As well as U.S. and internat iona l scholarly journa ls, it includes correctional and law enforceme nt 
t rade publications, crime reports, crime biogs and other material relevant for researchers or those prepar ing for careers in 
cr iminal j ustice, law enforcement and related fields. 

This database gives users access to over 900 top educational publications, includ ing more than 600 of the t itles in full text. The 
coverage spans t he literature on pr imary, secondary and higher education as well as special educat ion, home schooling and 
adult educatio n. Many t it les are indexed in the ERIC database. 

This database contains the latest European business and financial informat ion. Includes quality resources such as The 
Economist, Fortune and European Business Journal. 

This database includes journals and magazines covering an enormo us range of health subjects , from sports injuries to women 's 
health, from food and nutrition to midwifery, from eye care to dentistry. 

This database covers over 1500 full text medical j ournals. Includes charts, diagrams, graphs, tables and photos. Subjects include 
majo r clinical and healthcare disciplines, including medical sciences, immunology , pharmacy and pharmacology , nursing, 
physical f itness and hygiene, surgery and much more . 

This database is designed to meet the needs of researchers study ing the field of health admin istration. This high-demand 
healthcare management content prov ides the most rel iable and relevant informat ion on a w ide range of top ics, including 
Hospitals, Insurance, Law, Stat istics, Business management , Personnel management , Ethics, Health economics, Public health 
administrat ion. Coverage for around 800 key jou rnals w ith over 4,500 Doctoral Dissertations and Theses, ProQuest Health 
Management provides users w ith the highest quality content, much of wh ich is not available elsewhere. 
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Vendor Database Description 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

Hoover's Company 
Profiles 

Literature Online 
(LION) 

Military Collection 

MLA Internat ional 
Bibliography 

Newsstand 

Nursing & Allied 
Health 

Ox Research 

Pharmaceutical News 
Index 

Political Science 

PRISMA with HAPI 
Index 

Psychology Journals 

Religion 

Research Library 
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A valuable resource for academic libraries . Users can integrate business information from one of the wor ld's leading electron ic 
distr ibutors of informat ion about compan ies, industr ies, and the people who lead them . Featur ing prof iles of more than 40,000 
companies, 600 industr ies, and 225 ,000 key executives, Hoover's Company Profiles provides easy access to the most thorough 
and up-to-date business informa tion available. This comprehens ive database gives users the whole pictu re, including, Company 
overview, Company history, Otticers and board members, Competitors , Products and operations, Auditors, Rankings, Related 
industry informatio n, and Historical financials. 

Literature Online offers the most authoritative and comprehensive pr imary and crit ical texts database matched with a specialist 
inter face designed for literary research at all levels. Optim ized for the literary researcher, litera ture Online facil itates new 
discoveries and incisive cr itical analysis so less time is spent locating essential primary works and finding reference and criticism 
leaving more time for research breakthroughs . Essential for teach ing, with unique content and specialist functionality. 

This database covers top ics across all government and military branches, including internat ional relations, polit ical science, 
cr imino logy, defense, aeronaut ics and space flight, commu nicat ions, civil engineer ing and more. It includes over 550 tit les, w ith 
more than 370 available in full-text, allowing you to search over 3.5M records, dating back to the early 1990's. 

Modern Language Association (MLA) Internationa l Bibliography is the leading annual bibliography of books and art icles on 
modern languages and literat ures, lingu istics, folk lore, and other related top ics. Currently a collection of 2.5 million citations 
drawn from almost 5,000 journa ls and other key global sources, MLA adds new records for 65,000 books and artic les each year. 
Coverage includes literature from all over the wor ld - Africa, Asia, Australia, Europe, and North and South America. lingu istics 
and language topics covered in the MLA Internat ional Bibliography include history and theory of linguistics, comparat ive 
lingu istics, semantics, styl istics, syntax , and t ranslation. Other subjects that are well represented include literary theory and 
cr iticism, dramatic arts (fi lm, radio, telev ision, and theater), teaching of language and literature, rhetor ic and compositio n, and 
the history of print ing and publ ishing. 

This database offers unpara lleled access to the full text of over 1300 newspapers , news websites and biogs from leading 
publishers throughout the wor ld. The database includes backfile for most newspapers, provid ing access to artic les, columns, 
editorials, obitua ries and features pub lished in each paper. Major newspapers include t he New York Times, Wall Street Journal, 
Chicago Tr ibune, Washington Post, USA Today, Los Angeles Times, Boston Globe, The Guardian and many ot her national and 
regional t it les. ProQuest Newsstand prov ides the very latest local, regional and nat ional news. 

This database covers nursing, allied health, alternative and complementary medicine. Includes over 850 full-text j ourna ls, more 
than 12000 ful l text dissertations representing nursing and related fields, over 400 videos and 2300 evidence based resources. 
Topics include cytology, nursing, nutr ition , oncology, pediatric care , pharmacology, public health , radiology. 

This database prov ides succinct analytica l art icles covering wor ld and regional economic and polit ical developments of major 
significance. It evaluates issues and events with in a coherent political, social and economic framew ork. Additiona lly, it conta ins 
objective, multi-d isciplinary art icles compiled by an extensive internat ional network of over 1,000 faculty members at Oxford and 
other leading universities around the wor ld, as well as t hink- tanks and institutes of internationa l standing. 

As pub lic scrutiny of the healthcare industry intensifies, th is database gives researchers access to the latest informat ion on 
medical technology , research, and legislative developments. The database contains bibliographic information and indexing for 22 
key U.S. and internationa l pharmaceutical , healthcare, biotechnology, medical device, and cosmet ic industry newsletters. All the 
publicat ions in Pharmaceut ical News Index are thoroughly indexed so students / faculty can perform quick, efficient searches. 

ProQuest Political Science gives users access to hundreds of leading polit ical science and internat ional relat ions journa ls, 
providing full-text of many core t it les indexed in Worldw ide Political Science Abstracts . In addition, over a thousand recent full­
text doctoral dissertat ions on polit ical science top ics are included, together with work ing papers, conference proceedings, 
country profiles, polit ical news and other sources. ProQuest Political Science covers the literat ure of political science and 
internat ional relations, including such topics as comparat ive polit ics, polit ical economy , international deve lopment, environme ntal 
policy, and hundreds of related top ics. 

PRISMA Publicaciones y Revistas Sociales y Humanlsticas is a comprehensive reference resource provid ing more than hundred 
full -text scholarly journa ls w ith artic les in the social sciences and humanit ies for the interdiscip linary academic study of Hispanic 
and Latin America and the Caribbean Basin. It offers key titles in English, Spanish and Portuguese indexed in the Hispanic 
Amer ican Periodicals Index (HAPI), a highly respected database produced by the Latin American Institute of the Univers ity of 
Californ ia, Los Angeles. 

Over 500 full text art icles covering top ics like behavioral, clinical, cognitive , developmental, experimental, industr ial and social 
psychology. 

This database prov ides a wide range of pr imarily full-text, interna tional periodicals for diverse relig ious and spir itual studies, 
covering formal theo logical studies of major relig ions, as well as t he most recent trends and scholarly thought. Included are 
t it les from religious publishing bodies and nondenomi national organ izations. The resource reflects a wide spectr um of religious 
belief systems and supports the globa l study of religion. 

This database covers a wide range of popu lar academic subjects. Includes over 3000 full -text publicat ions. Subjects include art , 
business, educat ion, general interest, health & medical, humanities, law military multicultura l psychology sciences social sciences 
women's interest. 

Page 80 



Vendor Database Description 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

ProQuest 

Gale 

Gale 

Gale 

Gale 

Gale 

Gale 

Gale 

Gale 

Gale 

Science Journals 

Social Science 
Journals 

Sociology 

Telecommun icat ions 

The Snapshot Series 

Academic OneFile 

Agriculture Collection 

Business and 
Economic Theory 
Collect ion 

Business Insights: 
Global 

Communications and 
Mass Media Collect ion 

Computer Database 

Criminal Justice 
Collect ion 

Culinary Arts 
Collection 

Diversity Studies 
Collect ion 

Campus Effectiveness Plan 2017 

This database prov ides unmatc hed research support for both the applied and general sciences. Perfect for students/ faculty in 
academic research environments , this impressive collection of scientific j ourna ls offers users a one-stop resource for their 
research needs. With coverage dat ing back to 1986, ProOuest Science Journals features over 1,145 tit les-with more than 965 
available in fu ll text. In full-text format , researchers have access to all the charts , diagrams, graphs, tables, photos , and ot her 
grap hical elements so vital to scient ific and technical literature . Subject coverage includes Physics, Engineering, Astronomy, 
Biology, Earth Science, Chemistry , and more. 

This database is a definit ive resource for those who need access to a variety of scient if ic jo urnals. The database includes over 
1000 tit les, w it h the majo rity available in full text. It covers core disciplines across the social sciences including sociology, social 
work, anthropo logy, politics and other areas, featur ing jo urnals from over 50 countr ies, facilitating mult idisciplinary research and 
providing researchers with a var iety of perspect ives. 

This database covers the internat ional literature of sociology and social work, includ ing culture and social structure, history and 
theory of sociology, social psychology, substance abuse and addiction and more. This collect ion provides full-text coverage of 
many core t it les indexed in Sociological Abstracts and Social Services Abstracts. As well as hundreds of full text scholarly 
journa ls, the database also includes over 500 recent full-text doctoral dissertat ions on sociology. Subject coverage includes 
Community and mental health services, Crisis intervent ion, The family and social welfare , Geronto logy, Poverty and 
homelessness, Professional issues in social work , Social services in addiction, Social work educat ion, Social work practice, and 
Violence, abuse, neglect. 

This database is an essential resource for anyone researching the industry or its technology. Whether one is looking for the 
latest news on WAP technology, following market penetrat ion of new technologies or gathering informat ion about the key 
players in this field, ProOuest Telecommunicat ions helps one stay one step ahead. The database includes over 140 tit les, with 
more than 1 t 5 available in full text. Search more than 600 ,000 records, dat ing back to the early 1990's. 

Used by inst itut ions around the world , The Snapshots Series includes over 8,890 market reports across 43 industr ies in 40 
countr ies, spanning the UK, Western Europe, Eastern Europe, Asia Pacific, North Amer ica, and Lat in Amer ica. It's a unique 
source for market research data , offer ing wor ldwide market data for a broad range of industr ies and regions. The Snapshots 
Series reports provide concise business information includ ing market size, market segmentation , market shares, market-share 
webl inks, market distr ibution , market forecasts , and socio-econom ic data prov ided by the Economist Intel ligence Unit , along 
w it h a list of further sources for addit ional research opportunities. The reports give users everyth ing they need to produce 
business plans, market ing plans, start -up plans, new business deve lopment , market growt h analysis, and strategic and financial 
plans. Much of the informat ion is available in color graphs and charts, ideal for incorporating into reports and presentat ions. 

This comprehens ive resource covers t he physical and social sciences, technology , med icine, engineering, the arts, technology, 
literature , and many ot her subjects. Wit h millions of art icles in both PDF and HTML full-text format and simultaneous, unl imited 
usage, researchers are able to find accurate, t imely informat ion quickly. Gale's Interlink techno logy intelligent ly connects 
contextually -relevant results from your library's eBook collection on GVRL w ithin art icles in a user's search results. 

This database prov ides a comprehens ive view of agriculture and related fields. The database provides access to current and 
author itat ive content that spans the industry -- from practical aspects of farm ing to cutt ing edge scientific research in 
hort iculture. 

This database offer s instant access to full-text academic jo urna ls and magazines--with a strong emphasis on titles covered in the 
Econlit bibliographic index. Powered by Info Trac, it includes more than 1,800 titles. Content is useful for start ing a business, 
market ing a product, deve loping policy, analyzing trends, constr ucting economic mode ls, invest ing for the future , researching 
rates, and more. 

Th is database prov ides students and researchers with the broad yet detailed coverage of international business they need to 
deve lop into savvy professionals that can compete and succeed work ing across the countr ies and cultures of t he wor ld. Gale 
Business Insights: Global is the most conven ient and comprehensive way to access timely case studies, full-text articles, and 
robust data sets coup led with author itat ive references and too ls for analysis. Deep business intell igence powered by stat istical 
data lets researchers spend less t ime searching and more t ime connect ing the ir discoveries to practical applicat ions. 

This database br ings together informat ion found in more than 400 j ournals. Nearly 3 million art icles on all aspects of the 
commu nicat ions field, including advertis ing, public relations, linguistics, and literature , meet the needs of researchers. Exclusive 
features , including Topic Finder , Interlink , and a mobile-optim ized interface , support and enhance the search experience. 

This database prov ides access to leading business and techn ical publicat ions in the computer , telecommunications, and 
electronics industr ies. The database includes computer-related product introduct ions, news and reviews in areas such as 
hardware, software , electronics , eng ineering, commun ications, and the appl ication of techno logy. 

This database prov ides access to academic journa ls and magazines on top ics in criminal just ice and related fields. Key subjects 
covered in the database include law, law enforceme nt , security, and terror ism. 

Th is database prov ides access to academic journals and magazines on all aspects of cooking and nutr ition. The database 
includes thousands of searchable recipes, restaurant reviews, and industry informat ion. 

This database prov ides access to scholarly jou rnals and magazines that explore cultura l differences, contrib utions, and 
influences in the global community. The database is a must- have for social science, history and liberal arts coursework. 
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This collection of more than 1,100 period icals and 200 reports is a great resource for any educato r--from the school teacher and 
administrato r to those studyi ng in the field at the collegiate and graduate level. Educator's Reference Complete seeks to prov ide 
full text for titles in the Eric database and covers multip le levels of education from preschool to college, and every educational 
specialty--such as technology, bilingual educat ion, health education, and testi ng. It also provides insight on issues in 
administrat ion, funding, and policy. 

The Environmental Studies & Policy Collection is a digital resource that answers inquir ies about environmental concerns w ith 
coverage of more than 5.4 million art icles from more than 300 jo urnals and book reference content from Delmar, including Soil, 
Science, and Management ; Introduction to Agronomy; Food, Crops, & Environment; Fundamenta l Soil Science; and more. 

Expanded Academic ASAP covers everything from art and literature to economics and the sciences. This resource for academic 
research integra tes t he full text of pub lications from across the disciplines and now includes vocatio nal/tec hnical titles used by 
community college students, fi lling a specific need for curr iculum-or iented collect ions. Expanded Academic ASAP prov ides 
indexing for more than 5,000 per iodicals, more than 2,800 in full text without any embargo. The combination of full text for 
scholarly j ourna ls and selected general interest t itles for smaller academic libraries is ideal. 

Fine Arts and Music Collection prov ides access to scholarly journals and magazines that support research in areas including 
drama, music, art history , and filmmak ing. The database emphasizes f ull-text content for publicat ions included in t he Wilson Art 
Index and RILM bibliograp hy . 

Gale's Ready Reference Shelf uses the power of electron ic searching to create an integrated resource that incorporates Gale's 
most popular general reference director ies. Users can access more t han 355 ,500 ent ries for associat ions, research centers. 
publishers, publications (ranging from newspapers and newslett ers to period icals and directories), databases, television and 
radio stations and more. 

A mult i-disciplinary database of encyclopedias, almanacs and specialized reference. This database delivers more than 12,000 
eBooks from over 100 industry-lead ing pub lishers for every discipline and a unique research exper ience with . 

Gardening, Landscape & Horticu lture Collection serves hort icultural enthusiasts of all levels w ith more than 3.6 million artic les 
from more than 100 jo urnals, as well as more t han 20 reference t it les from Delmar, including Handbook of Flowers; Foliage and 
Creative Design; Computer Graphics for Landscape Architects; and more. 

Gender Studies Collection provides balanced coverage of this significant aspect of cult ure and society. The database offers 
access to scholarly journals and magazines covering topics including gender studies , fami ly and marital issues, and more . 

General OneFile is Gale's largest genera l-interest database, serving as the publ ic library 's ultimate periodical resource , with more 
than 8,000 t it les (most in full text wi th no embargo), many of wh ich are recommended by Bowker's Magazines for Librar ies. 
We've included the reference, newspaper, and audio content t hat comp lement the resource's robust collect ion of magazines and 
jo urnals. With millions of articles availab le in both PDF and HTML ful l-text, General OneFile serves a wide audience of readers. 

With the General Science Collect ion, researchers can remain current with t he latest scient ific developments in part icle physics, 
advanced mathemat ics, nanotechno logy , geology , and hundreds of other areas. More than 350 full-text , non-emba rgoed 
jo urnals are covered; updated daily, t his collection includes more than 1.6 million art icles to satisfy almost every scient if ic 
inquiry . Key subjects covered include the biological sciences, computing , eng ineering, and technology. 

Health And Wellness Resource Center With Alternative Health Module, Gale's comprehensive consumer health resource, prov ides 
accurate, authoritative information on a full range of health-related issues, from curre nt disease and disorder informat ion to in­
depth coverage of alternative and comp lementary medical pract ices. Designed for researchers at all levels, its intuitive interface 
provides multiple pathways to informa tion. New periodical and newspaper art icles are added daily. 

Created specifically for students . know ledgeable consumer health researchers , and health care professiona ls, Health Reference 
Center Academic is the perfect resource for up-to-date informa tion on t he complete range of health care topics. With more than 
2,500 embargo-free, full-text periodicals, reference books, pamphlets, and hundreds of videos demonstrat ing medical 
procedures and live surgeries, Health Reference Center Academic ensures that researchers get current, scholarly, 
compre hensive answers to health-related quest ions. 

The Home Improveme nt Collection puts the research of hobbyis ts and professionals alike on a solid foundation with more than 
4.5 million art icles from more than 200 home improvement- focused tit les, covering topics includ ing architectural techn iques, tool 
and material select ion, zoning requirements, and others. 

Hospitality, Tour ism, and Leisure Collect ion prov ides access to scholarly j ournals , magazines, and trade publications that cover 
top ics including the cultural and economic aspects of trave l and tourism. The database offers current and relevant content that 
provides well- rounded coverage of both the historical and current state of affairs in the hospital ity and tourism industries. The 
curious traveler w ill also find a wealth of informatio n, from contents on state parks and information on planning a vacation to 
full-tex t t ravel guides from Fodor's. 

Library science students, informat ion science and technology professionals, and others wi ll value the Informat ion Science & 
Library Issues Collection . It is updated daily with art icles covering all aspects of managing and maintaining information and 
technology, including usability, cata loging, circulat ion, business informat ion, and more. 

lnforme Academico meets the research needs of Spanish-speaking users with a wide range of full-text Spanish- and Portuguese­
language scholarly journa ls and magazines both from and about Latin Amer ica. ln forme Academico prov ides quality refe rence 
material--not simply trans lations of English-language materials--on a power ful, easy-to-use interface config ured for Spanish­
speaking users, allowing researchers to analyze top ics and conduct research in Spanish. 
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Business Collection prov ides coverage of all business disciplines including account ing, economics, f inance, market ing, 
management , strategy , as well as business theory and practice. The activ ities of compa nies and industries wor ldwide are 
discoverable thro ugh business and trade publications, comp lemented by a selection of internat ional, U.S., and regional news 
publications. 

This innovative full -text newspaper resource allows users to search articles instantly by tit le, headline, date , author , newspaper 
section, or other fields. lnfoTrac Newsstand provides access to more t han 2,300 major U.S. regional, nat ional, and local 
newspapers, as wel l as leadi ng tit les from around the wo rld. It also includes t housands of images, radio and TV broadcasts and 
transcripts. 

Protection of assets--physical or intellec tual-- is a concern for those ranging from the individual property owner to multinationa l 
corporations . The Insurance & Liabil ity Collection connects researchers to hundreds of thousands of updated art icles from 
leading jou rnals, including: Business Insurance, Claims, Employee Benefit News, National Underwriter Life & Health, Pensions & 
Investments, Risk Management, and more. Exclusive features, including Topic Finder, Inter link, and a mob ile-opt imized 
interface, support and enhance the search experience. 

Ideal for students, law school faculty, and legal researchers, LegalTrac provides indexing for more than 1,200 major law 
reviews, legal newspapers, specialty pub lications, Bar Association jou rnals, and internat iona l legal journals , including more than 
200 titles in full text. The Amer ican Association of Law Librar ies not only endorses LegalTrac, its special advisory comm ittee 
selects, reviews, and enhances the content of this resource. The database offers coverage of federal and state cases, laws and 
regulat ions, legal pract ice and taxat ion, as well as British Commonwealth , European Union, and international law. 

Literatu re Resource Center offers up-to-date biographical information, overviews, ful l-text literary cr iticism, and rev iews on more 
than 130,000 w riters in all d isciplines, from all t ime periods and from around the wor ld . Its materials support interdisci plinary 
approaches, informatio n literacy , and the development of cr it ical thi nking skills. The optional MLA International Bibliography 
module adds citations for hundreds of thousands of books, art icles and dissertations from 1926 to the present , linked to full text 
where available. 

Military and Intellige nce Database Collection prov ides access to scholarly j ournals, magazines, and reports covering all aspects of 
the past and current state of military affairs. The database offers content in key subject areas including governmental pol icies, 
the socioeconomic effects of war, the structure of the armed forces, and more . 

With a strong emphasis on full text t itles cited in CINAHL and over 10 millio n articles, this collection's current and authorita tive 
content will help nursing professionals already work ing in the field, as well as students pursuing a nursing-focused curr iculum. 
Nursing & Allied Health Collect ion comes to the rescue of nursing students, physician's assistant students, and researchers in 
allied health fields who are looking for answers related to the specialized care, treatment , and management of all sorts of 
patients. Nursing & Allied Health Collection features an intuit ive interface, prov iding multip le pathways to key information. 
Featuring the latest technolog ies like highl ighting, note-taking, and document translation into over 20 languages, all available on 
t he Power Search® platform , this essential resource is versatile and easy to use. The search interface also includes an enhanced 
'Did you Mean?' suggest ion and Search Assist type-ahead feature to aid researchers in find ing the correct informa tion. 

Opposing Viewpoints In Context answers the call for a better way to explore today 's most hot ly debated topics. This next­
generation porta l del ivers a range of perspectives on import ant issues. Users find a remarkable compilation of proven reference 
content -i ncluding the award -winning Opposing Viewpoints series from Greenhaven Press- integrated with the best multimedia 
available today. With its scope and depth, Opposing Viewpoints In Context supports virtually any cur ricular, academic, or 
general-in terest need. Informed, differ ing views help learners develop cr it ical-th inking skills. 

Physical Therapy & Sports Medicine Collection prov ides access to academic jou rnals and magazines covering the fields of 
physical therapy, physical fitness, and sports medicine. The database offers a wide spectrum of information, including proven 
t reatment techniques, experimenta l research , and more. 

Pop Culture Collect ion provides access to scholarly journ als and magazines that both analyze and contrib ute to popu lar cultu re. 
The database offe rs useful informat ion for researchers in social science, history , art or liberal arts courses. 

Psychology Collection prov ides access to academic journa ls and magazines that cover t he study of emotions, personal ity, and 
the human mind. The database offers content of interest to both researchers and general users. 

Religion & Philosophy Collection features a selection of more than 200 magazines and academic journals--everyt hing from 
Anglican Journal to Zygon--cove ring relig ion and the related areas of philosophy and anthropo logy. Researchers can use this 
database not only to study t heological approaches to social issues, but also to learn about the impact that rel igion has had on 
culture throug hout history, including literature, arts, and language. Coverage, which includes more than 1.1 million art icles 
updated daily, begins as early as 1980 for indexing and 1983 for period ical full text. 

Supporting high school curr icula and university coursework, Science In Context features author itative informatio n covering all 
majo r science topics. This revolut ionary, curr iculum-oriented onl ine experience is designed to boost achievement for students 
and researchers. Science In Context integrates content from comprehensive Gale reference sets (Encyclopedia of Science, 
Chemical Elements, Science in Dispute, and Macmillan Science Library), as well as top ic overviews, biographies, period ical 
articles from noted publicat ions, images and videos, deta iled experiments from Experiment Central, biographies, and 
dictionar ies. 

Ideal for business schools and entrepreneurs, Small Business Collection is updated daily and prov ides insights, tips , strategies, 
and success stories. Users find more than 500 subject- appropriate, active, full-text period icals, including: Beverage Industry, 
Black Enterprise, Economist, Entrepreneurship: Theory and Practice, HR Magazine, Real Estate Weekly, Restaurant Business, 
Tea & Coffee Trade Journal, And more . Exclusive features , including Topic Finder, Inte rl ink, and a mob ile-optim ized interface, 
support and enhance the search experience. 
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Student Resources In Context provides stellar support for papers, proj ects, and presentatio ns t hat reinforce developme nt of 
academic skills like crit ical thinking and problem solving, commun icat ion, collaboration, and creat ivity and innovation. This 
knowledge porta l offe rs an authoritati ve selection of overviews, primary sources, videos, images, and more . Student Resources 
In Context helps students develop 21st-century skills then transition f rom high school learners to college thinkers. 

Testing & Education Reference Center (TERC) is a valuable resource for: test prep, college planning, fi nancial aid tools, career 
deve lopment, and internat ional tools. TERC continues to be the most reliab le test prep, college readiness, and career 
development resource available for students and job seekers alike. 

Vocations and Careers Collection provides access to jo urnals and magazines that aid users in researching a vocation, finding an 
appropriate institution of learning, j ob searching, and maintaining a career. The database offers hund reds of current and 
applicable periodicals, from general caree r guides to highly specialized industr y j ournals. 

Researchers accessing the more than 1.7 million artic les in the War and Terror ism Collection w ill gain valuable insight into 
conflicts and t heir causes, impact , and percept ion on a globa l scale. This def init ive collect ion for analysts, risk management 
professionals, and students of military science, history , and social science is comprised of more than 200 subject-ap propriate , 
full-text per iodicals that are updated daily. 

West l aw Next is a lega l database by Thomson Reuter . One can search Federal, State, and Court cases (including 
Supreme Court) 

Cases 
Trial Court Orders 
Statutes & Court Rules 
Regulat ions 
Administ rative Decisions & Guidance 
Secondary Sources 

Trial Court Documents 
• Expert Mater ials 

Jury Verdicts & Sett lements 
Proposed & Enacted Legislation 
Proposed & Adopt ed Regulat ions 
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Faculty, student workers and students are all trained on how to access library resources and library services. Completion 
of the library training is an element of every faculty member's Faculty Development Plan. 

Our librarians and library staff play many roles in a student 's learning process: 
• Provide faculty and student reference support; 
• Serve as an extension of the classroom; 
• Teach students how to locate and analyze appropriate information relevant to assignments; 
• Train faculty on how to access resources and how to facilitate resource utilization by students; 
• Collaborate with faculty to acquire resources to support curriculum ; and 
• Organize information for easy access. 

Addit ionally , on the library website "Program Resources" are created in LibGuides, and updated continuously to reflect 
current and relevant extra tools and guides for both faculty and students. 

Each tab lists a program of study and includes informa t ion covering: 
APA Citat ion Help and Examples 
Videos Both Fun and Instructional 
Career Outlook & Opportun ities 
Reliable Websites to Support One's Program of Study/ Field 
Terminologies, Biogs, Tutor ials, Professional Organizations, & More 

Online chat, phone, and email services are available as well to allow us to: 
Extend library reference support hours beyond campus operational hours to include evening and weekends, 
and provide online students with professional Librarian assistance. 
Have professional, Master-degreed Library and Information staff provide student support, facil itating 
"anytime , anywhere" access to library resources and services. 

• Develop student competency to formulate a research question , conduct a search for information, evaluate 
relevance and validity of resource and apply the information with professional librarian support . 
Concentrate allocation of resources to the development of a centralized collection of information resources 
that support the curriculum . 
Facilitate the ability to collect and analyze resource ut ilization data, and utilize resources in the most student ­
centric , cost-effective manner. 

In order to support faculty and students seeking assistance with research, APA, and other library services, a professional 
Librarian is available during the hours below : 

Day Time Number of Hours 

Monday 1 :00pm - 8:00pm 7 hours 

Tuesday 1 :00pm - 8:00pm 7 hours 

Wednesday 1 :00pm - 8:00pm 7 hours 

Thursday 1 :00pm - 8:00pm 7 hours 

Friday 1 :00pm - 6:00pm 5 hours 

Saturday 10:00am - 6:00pm 8 hours 

Total Hours on Online Library Services per 41 hours 
week 
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Course/Program Objectives 
Technology is viewed as a tool to enhance teaching and learning; it is not the driving force behind curriculum design. The 
curriculum that is developed for online delivery is constructed utilizing the standard process that is employed to develop 
programs that are delivered on ground or in a hybrid format . In the event that a program is delivered both online and on 
ground by the same campus, the curriculum is identical. 

Curriculum development begins with the identification of career outcomes. This step is essential to the achievement of 
the school's mission. After a list of potential career outcomes for the program of study have been identified, an analysis 
is conducted to determine the Standard Occupational Classificat ion (SOC) Code for each career outcome. The Bureau of 
Labor Stat ist ics within the Department of Labor uses this coding system to provide Labor Market Information (LMI) 
including employment projections, wage information and education requirements. 

In addition to informing the curriculum development process, the identificat ion of SOC Codes associated with the career 
outcomes for a program of study, according to Section 668.6 of the Final Regulations, published by the Department of 
Education on October 29, 2010 in the Federal Register, for each program offered by an institution, the institut ion must 
disclose to prospect ive students the occupations (by name and SOC Code) that the program prepares students to enter, 
along with links to occupat ional profiles on O*Net or its successor site. [21] Consequently, ident ification of career 
outcomes and SOC Codes is not only a necessary step in the curriculum development process and assures alignment with 
institutional mission, it is required for compliance with Department of Education regulations. 

The Occupational Information Network (O*NET) is developed under the sponsorship of the US Department of 
Labor/Employment and Training Administration (USDOUETA). O*Net is designed to serve as an occupational and labor 
market information resource. The O*Net database ident ifies, defines, describes and classifies occupations. Using the 
O*Net Online Site, the knowledge, skills and abilities associated with each occupation are validated to ensure consistency 
with the ant icipated program learning outcomes. 

Using the SOC to GIP Crosswalk, accessible on GIP User Site, an analysis is conducted to identify all possible GIP Codes 
that could prepare an individual for employment in each of the SOC Codes.[22] The National Center for Education 
Statistics (NCES) and the Bureau of Labor Statistics worked together to prepare the 2010 crosswalk. A GIP-SOC alignment 
indicates a "direct " relationship; programs in the GIP category provide preparation for ent ry into and performance in jobs 
in the SOC category. 

The Classification of Instructional Programs (GIP) provides a taxonomic scheme that supports the accurate tracking and 
reporting of fie lds of study and program completions activity . The taxonomy was developed by the National Center for 
Educational Statistics (NCES) with in the U.S. Department of Education. The school must report credentials awarded by 
GIP codes when completing the IPEDS Complet ion Survey. The school is additionally required to list individual programs 
by GIP on its Application for Approval to Participate in Federal Student Financial Aid Programs (E-App). State and 
Accreditation Applications often require GIP Code identification. Additionally the school reports program metr ics by GIP 
Code on the ACICS Campus Accountability Report on an annual basis. 

The six digit GIP codes are the basic unit of analysis used by NCES and institutions in tracking and report ing program 
completions and fields of study data. Each six-digit program appears with a description that generally identifies the 
objectives and content of the instructiona l programs. The program descript ion also indicates the instruct ional content of 
the program. These subject matter listings are intended as a general guide to the content areas addressed by the 
instructional program. [23] In summary, investigation of the appropriate GIP Code associated with selected SOC Codes 
informs the determination of the program learning outcomes as part of the curriculum development process. 

The assignment of a GIP Code and determination of program learning outcomes is followed by Subject Matter Expert 
(instructor) identif ication of the knowledge, skills and competencies that the student is expected to develop as a result of 
complet ion of the program of student. Again, the knowledge, skills and competencies developed by a program of study 
are not variable by inst ructional delivery method. These knowledge, skills and competencies are subsequently grouped 
into units that ultimately become courses. 
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Course development is undertaken by appointed faculty members who determine course learning objectives that are 
aligned wit h program learning outcomes. Additionally, topical outlines are developed and assignments, assessments, 
rubrics and activities are designed to support achievement of course learning objectives. Additionally, textbooks and/or 
content sources are identified as part of the curriculum development process. 

Appropriate inst ruct ional delivery methods are contemplated at each step of the curriculum development process. If a 
program is being planned for delivery on ground and online, the feasibility of facilitating achievement of program learning 
outcomes and course learning objectives in both instructional formats is considered during the curriculum development 
process. The design of assignments, assessments and activities is driven by the course learning objectives and 
acknowledges the interdependence between course design and course delivery. According to an article entitled "How 
Should I Offer This Course? The Course Delivery Decision Model (CDDM)" published in MERLOT Journal of Online 
Learning and Teaching (2014), "when one's delivery mode decisions are made independently of the course learning 
outcomes, the teacher runs the risk of sub-opt imal implementat ion of those outcomes in the final course."(24) 

Course Content 
Adult learners have preferred ways of learning and of engaging with content. The institution is in the early stages of 
diversifying learning content. Historically, content has been exclusively text -based. The organization is in the process of 
integrati ng multi-media content to more actively engage students in the learning process. 
Each course is comprised of a set of learning activities that include the following : 

Presentation: Content that introduces new concepts and is accessed by students asynchronously. 

Discussion Questions: Topic-based discussions facilitated asynchronously by the inst ructor. Discussion questions 
provide students with the opportunity to respond to the instructor as well as to other students. The instructo r 
may focus the discussion, highlight critical insights made by students, challenge the crit ical thinking of students, 
and propose alternative perspectives on a top ic. 

Live Chat Sessions: Instructors have the ability to convene live (synchronous) chat sessions. The instructor may 
elect to use t hese chat sessions to deliver a st ructured presentation and/or to use this t ime to respond to student 
quest ions. Students unable to participate synchronously may access an archive of t he Live Chat. 

Assignments: Each assignment allows the student the opportun ity to demonstrate their knowledge and to interact 
with their instructor. 

Assessments: A variety of assessment techniques are utilized for students to demonstrate student achievement 
of course learning objectives. 

Student Assessment 
The effective instructor ut ilizes multiple opportunities to informally assess student learning. Sometimes formative 
assessments are included in the standard curriculum. More often, format ive assessment is left to the discretion of the 
instructor. It is the instructor's responsibility to "check in" with students on a regular basis to determine whether or not 
they understand the concepts that are being introduced. The possibilities of format ive assessment are limited only by the 
instructor's imagination. Most importantly, t he purpose of formative assessment is to get a pulse on student 
understanding and that it is a low-threat , low-point (or better yet) ungraded assessment. As a result of formative 
assessment, the instructor is able to reach out and intervene with students at a very personal level, based upon their own 
progress- or lack thereof- within a course. 

Summative assessments are generally part of the standard curriculum. It is important that instructors adhere to use of 
the standard summative assessments. One important use of student learning outcomes data is the determination as to 
whether or not the curriculum is creating the appropriate opportunities for students to achieve the stated learning 
objectives. Summative assessments are written to determine whether or not learning objectives have been mastered. 
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A critical purpose of assessment - both formative and summative - is that it provides the instructor with data to facilitate 
critical reflection. The instructor should consider the outcomes generated by assessment as a source of data to inform 
adjustment of instructional methodology. 

The purpose of assessment is to provide a continuous feedback loop. It provides students with visibility as to how well 
they are mastering the concepts of the course. It allows th e instructor to identify those students who require addit ional 
assistance. Assessment provides the instructor with insight regarding the effectiveness of his or her instruction. Finally, 
assessment provides visibility as to whether or not the curriculum is appropriate ly supporting the achievement of the 
learning objectives. 

Assessments are designed to measure stated learning objectives and are typically determined as part of the curriculum 
development process. Consequently, the assessment strategy varies, based upon the nature of the learning objective. 
The chart below identifies a number of different assessment strategies, aligned with the various types of learning 
objectives as classified within Bloom's taxonomy: 

Type of Learning Objective 

Recall 
Recognize 
Identify 

Interpret 
Exemplify 
Classify 
Summarize 
Infer 
Compare 
Explain 

Apply 
Execute 
Implement 

Analyze 
Differentiate 
Organize 
Attribute 

Evaluate 
Check 
Critique 
Assess 

Create 
Generate 
Plan 
Produce 
Design 
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Examples of Assessments 

Objective test items such as fill- in-the-blank, matching, labeling, or mult iple-choice 
questions that require students to: 

• Recall or recognize terms , facts, and concepts. 

Activities such as papers, exams, problem sets, class discussions, or concept maps 
that require students to : 

• Summarize readings, films, or speeches; 
• Compare and contrast two or more theories, events, or processes; 
• Classify or categorize cases, elements, or events using established criteria; 
• Paraphrase documents or speeches; or 
• Find or identify examples or illustrations of a concept or principle. 

Activities such as problem sets, performances, labs, prototyping, or simulations that 
require students to: 

• Use procedures to solve or complete familiar or unfamiliar tasks; or 
• Determine which procedure(s) are most appropriate for a given task. 

Activities such as case studies, critiques, labs, papers, projects , debates, or concept 
maps that require students to: 

• Discriminate or select relevant and irrelevant parts; 
• Determine how elements function together; or 
• Determine bias, values, or underlying intent in presented material. 

Activities such as journals, diar ies, critiques, problem sets, product reviews, or studies 
that require students to: 

• Test, monitor , judge, or critique readings, performances, or products against 
established criteria or standards. 

Activities such as research projects, musical compositions, performances, essays, 
business plans, website designs, or set designs that require students to: 

• Make, build, design or generate something new. 
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Policies and Procedures 
Students are expected to log into classes and actively participate in class every other day or minimally four out of seven 
days each week. 

Participat ion with in the virtual classroom environment is defined as: 

• Publishing a post on the discussion board and completion of assigned projects; 
• Submission of assignments on time and review of feedback from instructor; 
• Attendance of live chat sessions via google hangouts each week (or access or archived chat); 
• Utilization of online resources such as t utor.com or the online library; or 
• Communication with instructor or other students. 

Admissions Requirements for Distance Education Flex Track Programs 
Admission requirements for flex track programs mirror those for programs that are delivered on the physical campus. 
Admission requirements that apply specifically to students enrolling in flex track and appear in the catalog and below. 

Applicants who plan to enter a program must meet the following admission requirements: 

• All programs except Medical Laboratory Technician: Meet a minimum score of 13 or higher on the Wonderlic 
Scholastic Level Exam (SLE). Medical Laboratory Technician: Meet a minimum score of 18 or higher on the 
Wonderlic Scholastic Level Exam (SLE). 

o If an applicant fails to meet the necessary score for admission, the applicant may be re-tested using an 
alternate test form and taking the test t imed as before. There is no limit to the number of t imes an 
applicant may be retested. 

o Entrance evaluation may be waived for applicants holding an Associate Degree or higher. 
• Basic skills assessments are used to determine the students' need for foundational coursework in the areas of 

English and Mathematics. 

Prior Education Requirement 
Each applicant must have earned one of the following educational credentials from a Mccann School of Business & Techn 
ology Allentown recognized organization: a high 
school diploma or equivalent or a General Educational Development (GED) certificate. 

Applicants will be required to sign and "Attestation Regarding High School Graduat ion or Equivalency" indicating they 
meet the school's requirements for admission unless they submit proof of high school graduat ion or a recognized 
equivalency certificate (GED) to the school by providing the school with a copy of the diploma, transcript confirming 
graduation, GED certificate or other equivalent documentation. 

For a student without a high school diploma or its equivalent but who was enrolled in a Tit le IV-eligible program of study 
prior to July 1, 2012, Mccann School of Business & Technology Allentown will consider postponing sat isfaction of the 
condition described in the preceding paragraph unitl the student's date of graduation from McCann School of Business & 
Technology Allentown so long as applicable state law allows such postponement. A student in these circumstances should 
discuss his or her situation with the Campus Director prior to enrollment. 

Upon acceptance, students enrolling in a program must complete the online orientat ion program prior to the start of 
classes. 

Campus employees are available via phone, email and via Internet sources to assist students through the application 
process. Admissions and placement testing will be conducted via online software specifically designed for online 
distribut ion. 
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Requirements to Access Online Course Delivery 
Each student enrolled in an online course is expected to have access to an Internet connection, computer hardware and 
operating software . The following set of specifications is required for participat ion in distance learning. Campus computer 
labs are available to access online course content and meet the necessary technology requirements. 

To have a quality learning experience in online course(s), the following specifications must be met or exceeded: 

PC Specifications 
• 
• Operating System: Windows XP SP3, Windows Vista SP2, Windows 7, Windows 8 Processor: 1 Ghz or higher 
• Memory: 1 GB or higher 
• Hard Drive 25GB of available hard drive space 
• CD ROM DVD-ROM 16XDirectX 9 compatible sound card Headset or speakers 
• Monitor/display video card capable of 1024x768 resolution Internet Connection: 56Kbps or High Speed Cable Or 

DSL connection 
• Microsoft Office 2010 or higher 
• Adobe Reader X 
• Flash Player 10 
• Internet Explorer 8, 9 (32-bit) OR 
• Mozilla Firefox (most recent release-Mozilla Firefox16) {32-bit) 
• Safari (most recent release-Safari 5) (32-bit) 
• Chrome (most recent release-Chrome 23) (32-bit)SR 

MAC Specifications 
• Power Mac G5processor 
• OS X 10.2 with Firefox 1.5 or OS X 10.3 and above with Safari 1.2 or Firefox 1.5 
• 1 GB of RAM (minimum) 
• 25GB of available hard dr ive space 
• CD ROM 4x 
• DVD-ROM 
• Hardware-accelerated OpenGL graphics card 
• Sound Blaster compatible 16-bit sound card 
• Headset or speakers 
• Monitor/display video card capable of 1024x768 resolution and 32-bit color 
• Internet Connection: 56Kbps or High Speed Cable Or DSL connection 

Note for those who may access courses from place of employment: Employers often place restrictions on the content 
allowed through the organization's firewall or network security measures. Such measures may affect ability to access 
online courses from place of employment, or using employer-provided Internet access, and is beyond the school's ability 
to predict or control. 

Mobile Devices 
The Student Portal is currently certified to work on iPad and iPhone 4 and 5 devices. Student portal access is not currently 
available on Android devices. Moodie LMS and other third party vendor web applications are not certified to work on 
mobile devices. The school cannot be guarantee that th ird party websites and applicat ions will function with mobile 
devices. 

Authentication and Protection of Student Identity 
Each student is provided a unique user name and password for the purpose of authenticating each student 's identity 
when entering the online classroom. Students are prohibited from provid ing their passwords and log- ins to any other 
individual. Furthermore, student identity is authenticated through a series of email, telephone interviews, and/or meet ings 
with the campus Online Learning Coordinator. Each student's username, password and email address are used to 
authenticate student identity in order to complete assignments within the Learning Management System. All testing is 
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completed through the Learning Management System and the unique username and password is used to verify student 
identity. 

The student's unique username and password is used to verify student identity. Neither the Institution nor Delta Career 
Education Corporation will release any student's username and password to any individual who would violate a student's 
rights under the Federal Educational Rights and Privacy Act. 

No student is assessed any additional charges or fees associated with the verification /a uthentication of student identity. 

Curriculum and Instructional Delivery 

Interact ion Between Faculty and Students and Among Students 
The online learning experience is designed to facilitate interaction between faculty and students and among students. 
Faculty are required to: 

• Actively participate in the online classroom a minimum of four (4) out of seven (7) days; however, they cannot be 
out of the classroom more than 48 hours consecutively; 

• Respond to all student questions within 24 hours; 
• Provide quantitative and qualitative feedback on student assignments within 48 hours of the assignment due 

date; and 
• Conduct two hours per week of synchronous activities, including required office hours. 

Students are required to respond to publish posts in response to discussion quest ions and to respond to the posts of peer 
students. The discussion questions are the mechanism for facilitation of interaction between and among students. 

Rationale Used to Award Academic Credits 
The campus uses the standard Carnegie Unit of Credit formula to calculate credit . This formula applies to classes offered 
through both tradition al and non-traditiona l delivery methods. With non-traditional classes, instruction in theory that 
would normally take place in a standard classroom is accomplished through instructor-guided activities via the Learning 
Management System (LMS) platform. 

Courses are designed to meet all requirements of the United States Department of Education Program Integrity Rules. For 
each quarter credit hour awarded for directed engagement in an online course, the average student will spend a 
minimum of 30 hours interacting with learning resource materials, multimedia act ivities , simulation exercises and practice 
drills as well as with the instructor and/or with other students . Determination of the amount of time that a student should 
expect to spend engaged in learning activities shall be based upon faculty judgment regarding the average student. The 
amount of time spent engaged in learning activities is expected to vary among students, based upon previous knowledge 
of the content, learning style, learning ability, difficulty of the course, and student motivation. Grading criteria and 
contribution toward the fina l course grade for completion of learning activities is described in the syllabus for each course. 

Faculty and Instructional Support 
All faculty members are academically and experientially qualified to teach the courses online. 

Faculty are selected to teach based on their credentials and work experience which provides them with specific 
knowledge to counsel the career student. Faculty are expected to pursue their educational goals by participating in 
continuing education classes to enhance their subject matter expertise. Subject area knowledge is complemented with 
training on the LMS, best practices for online instruction , procedures/policies of teaching online courses; and the 
importance of faculty-student and student-student interaction. 

Faculty are oriented to the online platform through a series of online training modules. The instructor training course 
provides specific information regarding the expectations for online instructors as well as details on utilizing the platform to 
post grades, reply to discussions, administer the course and interact with students 
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On-going training for online faculty is conducted on quarterly basis and as needed with LMS Feedback is gathered from 
instructors regarding topics of interest for in-service training. Additional training on the LMS platform is available online 
at www .moodle.org as well as online technical assistance through Delta online support services. 

Student Support Services 
Students who elect to enroll in fully online programs have access to the same or equivalent student support services 
provided to students enrolled in ground-based programs. 

New Student Orientation 
A student orientation has been created to familiarize students with the equipment and resources used in distance 
education activit ies and to orient students to the distance learning education process. 

The topical outline below describes the content included in the student orientation: 
I. Welcome and Introduction 

11. Successful Students 
a. Posting regularly 
b. Submitt ing assignments 
c. Library and other resources 
d. Communication 
e. Syllabi 
f . Student Service Coordinator 
g. Live Chat 

111. Class Att endance 
a. Attendance expectation 

IV. Due Dates 
V. Syllabus 

VI. Student Portal/ Email 
a. Student email 
b. Upcoming schedule 
c. Final grades 
d. Program information 
e. Bookstore 
f. Financial account information 

VI I. Google Hangouts 
VII I. Ordering Books 

IX. Who to Contact for Help 
a. Contact list 
b. Printable list 

X. Messaging 
a. Accessing and using Classroom Messaging 
b. Response expectations 

XI. eResources 
a. Catalog 
b. Library 
c. Assignment Toolkit 
d. FAQ 
e. Video Tutorials 
f. Chat with a Librarian 

XI I. Navigating the Online Course Homepage 

Faculty 
The f irst point of intervention for any non-technical issue is the faculty member. Generally, most communication between 
students and faculty can be efficiently handled via postings and e- mail. Faculty members are also available by telephone 
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and are required to provide students with specific t imes in which they can be reached. Faculty are also required to 
establish two off ice hours weekly. 

Student Resource Coordinator 
Online students additionally have access to Student Resource Coordinator. These student support personnel: 

• Provide leadership and oversight to the online students; 
• Serves as a point of contact for all students participating in an online course; 
• Coordinate retent ion efforts for students engaged in on line learning; 
• Monitor student attendance, retention, and academic progress ut ilizing CampusVue and specially designed reports 

located on the corporate intranet site; 
• Collaborates with the Director of Academic Operations - Online and/or Program Director to resolve any 

course/class based issues; and 
• Direct students to other services as needed including academic advising and library services. 

Technical Support 
Technical support for students and faculty using the Learning Management System is available 365 days a year, 24 hours 
a day, seven days a week, via either email, live chat or a toll free telephone number. 

Virtual Reference Librarians 
In order to support faculty and students seeking assistance with the elect ronic library resources, a cent ralized team of 
reference librarians has been created. Students may access the cent ralized reference librarian team by email, chat or 
phone. This is additive to library hours and services provided at the physical campus. 

Academic Advisors 
In contrast with Student Support Coordinators, the Academic Advisor is able to converse with the student regarding a 
particular course and its contribution to the development of prerequisite knowledge for subsequent courses as well as the 
achievement of learning object ives and development of competencies required for the career outcomes associated with 
the program of study. The Academic Advisor is able to work with the st udent to problem-solve issues related to academic 
success, including development of study skills, t ime management skills, asking the inst ructor for assistance, navigation of 
the virtual learning environment, and participation in group projects. Additionally, the Academic Advisor is skilled in 
providing fundamental academic support in mathematics and writ ing. Additionally the Academic Advisor: 

• Contacts students who have been identified as potentially at risk due to academic related issues; 
• Develops relationship with student to facilitate connect ivity with the campus and to support the development of 

student confidence in ability to learn and achieve academic success; 

• Provides fundamental academic support in mathematics and writing as needed; 
• Provides basic technical support to students with difficul t ies navigating t he virtual classroom; 
• Aids students in development of action plans to improve upon study skills, time management skills; 

• Advises students on process for requesting support from inst ructors; and 
• Directs students to virtual academic resources, virtual library resources and tutoring services as appropriate. 

Career Services 
The Career Services provided to students who enroll in online programs are t he same or equivalent to those provided to 
students who enroll in programs delivered on ground. 

Online students are provided career readiness and career placement services via our GPS Process (Graduate Placement 
Strategy). This process engages the students by phone to complete their resume, conduct mock interviews, provide 
t raining on how to network, volunteer opportunities and set expectations. These calls are also conducted to set 
expectations wit h the students regarding the provision of information and training by Career Services and to establish a 
call pattern in their last quarter to provide placement services. During their final quarter exit interviews are conducted and 
weekly calls are established to provide information on new job orders, follow up on resume submittals and interviews. 
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During this t ime the Employer Relations team is direct marketing graduates to employers in their areas within their 
chosen f ields to establish employer partnerships and obtain job orders for students/g raduates. 

Additionally our regionally located Employer Engagement Directors are working with multi- regional and nat ional 
employers to support the Employer Relations team efforts with being a face to employers to further engage them with 
advisory boards and additional job order acquisition . The online Career Services and Employer Relations teams have 
strong relationships with the ground campuses that provide additional support with mock interviews, career fairs, 
employer events and face to face support for those students who need extra assistance with soft skills, networking and 
interview preparat ion. 

Financial Aid Services 
The Financial Aid Services provided to students who enroll in online programs are the same or equivalent to t hose 
provided to students who enroll in programs delivered on ground . 

The student is invited to virtually meet with Admissions Representative to complete Enrollment Documents using the 
elect ronic Broadleaf system. Subsequent ly, the Admissions Representat ive then directs the student to the virtual Free 
Applicat ion for Federal St udent Aid (FAFSA) Service Center. 

At this point in the process, the student completes the FAFSA with the virtual assistance of the FAFSA Service Center. The 
FAFSA Service Center provides students a synchronous FAFSA walkthrough as well as a custom enrollment guide that is 
mailed to all newly enrolled students. This live conversation occurs via a dedicated telephone line that is dedicated to the 
provision of assistance with the completion and updating of the FAFSA for both new and continuing students . 

The FAFSA Service Center is open Monday - Friday (9:00 am EST - 8:00 pm EST}. Bilingual Advisors are available to 
support families in t heir native language: Spanish, Russian, Tagalog, Hmong, Vietnamese, Mandarin, Cantonese and 
French. Post-submission support is also available to ensure accurate and complete processing; inclusive of corrections, 
updates, FAFSA signature(s), and verification support. 

Upon completion of the FAFSA, the student is transferred to Centralized Financial Services (CFS) to discuss the next steps 
in the financial aid process. The Centralized Financial Services Hours of Operation are Monday - Friday (9:00 am EST -
10:00 pm EST) and Saturday - Sunday (10:00 am EST - 9:00 pm EST). The student is assigned a Centralized Financial 
Service Officer (CFSO) and sent an Enrollment Guide that contains additional information about Financial Aid, the selected 
program of study, and contact information for various student support services. 

Once the CFSO receives the imported Institutional Student Information Record ( ISIR), the student is contacted within 24 
hours to create or modify the funding plan using the electronic Broadleaf system. Based upon a customized funding plan, 
Financial Aid documents are generated and reviewed with the student in an Entrance Counseling session with the CFSO. 
The CFSO makes any corrections/changes to funding plan, completes final approval, and submits for second level 
approval to File Review. 

A staff member from Centralized File Review completes a review of all required documents, ISIR review and funding plan. 
File Review gives final approval or requests necessary corrections by the campus. 
If corrections are needed, the CFSO re-engages with the student to execute required changes and resubmits in Broadleaf 
for second level approval. If the fi le is approved, the student receives an email notification to login and accept the final 
funding plan. 

Student Financial records are maintained electronically within Broadleaf and lmageNow. Both systems hold the electronic 
records for a student's entire academic career. Once the student is enrolled beyond the provisional period, the FA 
Packaging status is complete, and the FA award has been accepted by the student, awards are submitted in batch format 
to COD for processing and payment. 
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At this point, the student receives information regarding iGrad and Financial Literacy. COD communicates back to 
Broadleaf that funds have been originated. Funds are disbursed at COD and Broadleaf. Broadleaf pushes information to 
the student information system, CampusVue. Funds are posted in CampusVue to the student's account. 
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EVIDENCE OF PLAN EFFECTIVENESS 

Mccann School of Business & Technology uses retention rates, placement rates, graduation rates, student learning 
outcomes, student satisfaction, graduate satisfaction, and employer satisfaction to evaluate effectiveness. This measures 
how well or effect ive we are at delivering curriculum , preparing students for careers, and creating an effective learning 
environment. 

Measures of Campus Effectiveness 
The following are among t he measures used to assess inst itutional effect iveness: 

• Graduate placement rates 
• Student retention rates 
• Graduation rates 
• Graduate satisfaction surveys 
• Employer satisfaction surveys 
• Student satisfaction surveys 
• Cumulative Grade Point Averages 
• Certification/Licensure Results 
• Satisfactory Academic Progress 

These measures are reported quarterly and/or annually depending on the nature of the data. Reports are provided to the 
President, Directors, and Regional Support teams as deemed appropriate. The data is compared to goals to measure 
institutional effectiveness, recognize strengths, and identify areas requiring improvement. Recommendations for 
continued improvement are solicited from all appropriate parties for final approval and implementation. 

Conclusions drawn from an annual analysis of data can result in revisions, delet ions, and addit ions of programs and/or 
program requirements. They can also lead to discussions regarding the appropriate implementation of course objectives. 
Finally, they can result in changes to policies and procedures as well as changes to student services provided. As an 
example, information from the course evaluations can be used to formulate material for in-service trainings and can be 
used to discuss issues regarding course delivery methods at in-service training and academic department meetings. 
Discussions can then occur regarding the appropriateness of curricula, the skill level of individual full-time and adj unct 
faculty, and ot her factors that might make our school more effective in achieving its philosophy and mission. 

Plan Effectiveness 

Campus Leadership Team 
In order to assess t he effectiveness of the institution in meeting its mission, Mccann School of Business & Technology has 
established a committee tasked with periodically reviewing the components of the CEP and determining progress towards 
institutional goals. The core members of the team include the Campus Director, Director of Admissions, Director of 
Education, Assistant Director of Education, Director of Financial Aid, and Director of Career Services. Other members of 
the school staff are asked to consult with the core members as needed. The leadership team assists with the 
implementation of CEP activit ies, but ultimately, the implementat ion of the CEP itself is the responsibility of the Campus 
Director. 

CEP Faculty and Staff Involvement 
Each member of the core management team acts as a liaison between the team and all staff members within that 
manager's department. These managers bring items to the management team for review and consideration and take 
informat ion and action items away from the team meet ings and present them to his or her department. In this way, all 
staff and faculty have input into the construction of the CEP and are aware of the schools progress towards its overall 
goals. In addition, full staff meetings are held each quarter and the ent ire staff is updated on CEP outcomes. 

Regulatory Compliance 

Campus Effectiveness Plan 2017 Page 97 



Anoth er measure of inst itutional effec t iveness is maintaining full compliance with applicable regula tory bodies. McCann 
School of Business & Technology currently enj oys recogn ition , licensing and/or approval from the following educational 
agencies: 

State Approval/Licensure 
• McCann School of Business & Techno logy is aut horized by t he Department of Education, Commonweal t h of 

Pennsylvania to confer the degree of Associate in Specialized Business/Technology for comple t ion of certain two 
year programs. 

• The school is licensed by the Pennsylvania State Board of Private Licensed Schools. 
• The school is an eligible inst itu t ion for studen ts t o receive Pennsylvania Higher Education Assistance Agency 

Grant s. 
• The school is an eligible instit ut ion for studen ts to receive United States Department of Educat ion Title IV Aid 

(Pell, SEOG, FWS) ad for part icipation in the Federal Direct Loan Program. 
• The school is approved by the Pennsylvania Department of Education fo r Veteran 's tr aining. 
• The school is approved by the Bureau of Vocational Rehabili t at ion for t he tra ining of rehab ilitation students. 

ACCREDITI NG COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS (ACICS) 
Accredi ted by the Accrediting Council for Independen t Colleges and Schools to award certi f icates, dip lomas, and associate 
in specialized business/technology degrees. The Accrediting Council for Independent Colleges and Schools is recognized 
by the Council on Higher Educat ion Accreditation . The Accrediting Council for Independent Colleges and Schools (ACICS) 
is located at 750 First Street, NE, Suite 980, Washington , DC 20002424 1. Telephone (202) 336-6780 

PROGRAMMATIC 
The Medical Assist ing program is accredi ted by t he Commission on Accredi t at ion of Allied Health Education Programs 
(www .caahep .org ) upon t he recommenda tion of the Medical Assisting Educat ion Review Board (MAERB). 
Commission on Accreditation of Allied Health Education Programs 
25400 U.S. Highway 19 North , Suite 158 
Clearwater , FL 33763 
Phone: 727-210 -2350 
www .caahep.org 

The Medical Laboratory Technician program at Mccann School of Business & Technology Allen town is accredi t ed by the 
Nationa l Accredi t ing Agency for Clinical Laboratory Sciences (NAACLS). 
Nationa l Accrediting Agency for Clinical Laboratory Sciences 
5600 N River Road 
Rosemont, IL 60018 
Phone: 773-714 -8880 
Fax: 773-714-8886 
www .naacles.org 
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CONCLUSIONS 

Location of Documentation 
The ACICS Campus Accountability Report and supporting documentation is stored on our internal SharePoint site. 
Employer surveys and graduate surveys are also kept on our SharePoint site. The CGPA and SAP data is stored in 
Campuses and reports can be pulled as needed for this document. Certification and Licensure information data is kept 
with the Program Directors and is also recorded in CampusVue. Externship Evaluation Forms are kept with the Program 
Directors. Campus Effectiveness Plan is located in the Campus Director's Office and is stored on our internal SharePoint 
site. 

Summary 
McCann School of Business & Technology, its faculty, staff , and administrators , recognize the importance of developing 
and analyzing data concerning curricula, faculty, and students, both those who continue on to graduation, as well as 
those who withdraw. The sharing of data with Directors, Program Directors, faculty, and staff provides additional input 
into the analysis of the data and into the development of plans to address identified areas of concern. The 
implementation of the init iat ives to improve retention and placement is monitored and adjustments made as necessary. 

McCann School of Business & Technology seeks to continuously obtain feedback in all areas of operation in order to 
provide the highest quality education to its students and to the community 

The Campus Effectiveness Plan is a living document. Mccann School of Business & Technology will strive to continually 
review student evaluations, employer surveys, graduate input and other measures to continually improve the educational 
experience of its students. 
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LIST OF EXHIBITS 

• Exhibit A: Business Administration - Retention Program Improvement Plan 
• Exhibit B: Phlebotomist - Placement Program Improvement Plan 
• Exhibit C: Electron ic Health Records - Placement Improvement Plan 
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PROGRAM IMPROVEMENT PLAN 

OUTCOME TO BE IMPROVED (Retent ion, Placement o r Licensu re} Retention 
Please use this form (or format) for each program for which an improvement plan is required. 

Append it to, and reference it in, the Campus Effectiveness Plan (CEP). 

Campus Name & ACICS ID #, 
Program Name & Credential Mccann School of Business & Technology 
Level - One plan may be used ta Allentown, PA 
address mare than ane deficiency in a ACICS ID# 00024762 
program's outcomes (retention, 

Business Administration - Associate in Specialized Business 
placement and/or /icensure pass rate). 

Data - Please include data on the 
relevant measure ar measures from 2014 CAR - 73% 
the last three CARs. Add any relevant 2015 CAR - 68% 
information on graduate satisfaction, 2016 CAR - 63% 
employer satisfaction, student 
learning outcomes ar other topics 
which the campus finds useful. 

Analysis - Please provide a narrative • Students who enter the Business Administ ration program often are 
description, based upon a review of not clear on the many career opportunities upon graduation and 
the data and information, af the therefore, lose focus on their educat ion as they have no end goal. 
reasons why the institution believes • Students often leave for community col lege or four years schools 
the rate(s) has fallen be/aw the AC/CS as we don't offer a large netwo rk of schools for students to 
standard. transfer to upon graduat ion. 

• Students don't often meet Program Director until second or th ird 
term and are taught by many adjuncts, thus, we are not 
connecting students to Mccann and Program Directo r upon 
ente ring t he program. 

• Students that opt for onl ine classes are struggling to successfully 
complete these courses and often withdraw due to frustration. 

Planned Activities -Please provide • Conduct Job Fairs and Guest Speakers targeted at the business 
a narrative description of the activities students in the first term. 
the institution plans to take ta raise • Include Art iculation Agreement discussion in Orientat ion and 
the relevant rate (s). If the campus has conduct ongo ing conversations with students so they are informe 
submitted a previous plan, pleose about options to transfer credits . 
describe how activities in that plan • Include Career Services Department in individua l meetings w ith 
were implemented, why they have not 
yet achieved the desired outcome, and new studen ts to share graduate success stories. 

when that outcome will be reached. • Ensure Program Directo r meets with students at Orientat ion and 
during the first te rm to be sure student is connected and verba lizes 
career goals and plans. 

• Schedule fi rst term classes w ith long-term fu ll t ime faculty who 
have strong retention rates of first te rm students. 

• Increase Onl ine Support for students; expand day and even ing 
hours and work w ith studen ts who are inexperienced with online 

Comment [S81 J: Conf used on th is - how does it 
help w it h retenti on? 
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PROGRAM IMPROVEMENT PLAN 

OUTCOME TO BE IM PROVED (Retention, Placement or Licensure) Placement 
Please use this form (or format) for each program for which an improvement plan is required. 

Append it to, and reference it in, the Campus Effectiveness Plan {CEP). 

Campus Name & ACICS ID#, Mccann School of Business & Technology 
Program Name & Credential Allentown, PA 
Level - One plan may be used to ACICS ID# 00024762 
address more than one deficiency in a Electronic Health Records -Associate in Specialized Business 
program's outcomes (retention, 
placement and/or Jicensure pass rate). 

Data - Please include data on the 
relevant measure or measures from 2014 CAR - 93% 
the last three CARs. Add any relevant 2015 CAR - 88% 
information on graduate satisfaction, 2016 CAR - 50% 
employer satisfaction, student 
learning outcomes or other topics 
which the campus finds useful . 

Analysis Please provide a narrative • In 2016 many offices, specifically, where we place students, were 
description, based upon a review of completing their merger to the virtual patient record system 
the data and information, of the (EPIC). Employers had a decrease in hiring until current employees 
reasons why the institution believes were trained in this system. 
the rate(s) has fallen below the AC/CS • We struggled to get externships sites wiling to hire our grads as 
standard. they were not trained in the new system. 

• Some previous employers outsourced work and thus decreased 
the need for new hires. 

Planned Activiti es - Please provide • Conducting Job Fairs to attract new employers. Hold these 
a narrative description of the activities quarterly and attend Fairs in the Community . 
the institution plans to take to raise • Many sites confirm they are now hir ing and can train new hires to 
the relevant rate(s). If the campus has utilize virtual patient record system. 
submitted a previous plan, please • Outreach to all previous employers took place to ensure they are 
describe how activities in that plan 

still interested in our Graduates. 
were implemented, why they have not 
yet achieved the desired outcome, and • Conduct Advisory Board meeting to understand the t rends and 

when that outcome will be reached . what we can do to prevent a decrease in our employments in the 
future. 

• Provide Employer feedback for potential curriculum changes 
needed. 



PROGRAM IMPROVEMENT PLAN 

OUTCOME TO BE IM PROVED (Retention, Placement or Licensure) Placement 

Please use this form (or format) for each program for which an improvement plan is required. 
Append it to, and reference it in, the Campus Effectiveness Plan {CEP). 

Campus Name & ACICS ID# , 

Program Name & Credent ial Mc can n School of Business & Technology 
Level - One plan may be used to Allentown , PA 
address more than one deficiency in a ACICS ID # 00024762 
program 's outcomes (retention, Phlebotom ist -D iploma 
placement and/or licensure pass rate). 

Dat a - Please include data on the 
relevant measure or measures from 2014 CAR - 68% 
the last three CARs. Add any relevant 2015 CAR - 66% 
information on graduate satisfaction, 2016 CAR- 61% 
employer satisfaction , student 
learning outcomes or other topics 
which the campus finds useful. 

Analysis - Please provide a narrative • Many Hospitals have merged and we did lose some valuable 
description, based upon a review of sites that have been difficult to re-establish. 
the data and information, of the • We limited our enrollment to 14 per start versus 19 to as not 
reasons why the institution believes 

to flood the market. the rate(s) has fallen below the AC/CS 
standard. • We saw Job demand decrease for these graduates and 

believe we may have flooded the market with an excess of 
Grads. 

Planned Activiti es - Please provide • We have a new Team in place dedicated to increase 
a narrative description of the activities externship sites and develop relationships with new 
the institution plans to take to raise employers. 
the relevant rate(s). If the campus has 
submitted a previous plan, please • We have expanded our territory to include emp loyers 

describe how activities in that plan outside the city of Allentown and encouraging students with 
were implemented, why they have not transportation to entertain these potentia l emp loyers. 
yet achieved the desired outcome , and • Quarterly Job Fairs are now conducted at the Campus to 
when that outcome will be reached. 

attract new employers. 

• Notifying potentia l employers about Mccann Grads through 
advertising, Flyers, Visits and Community Outreach. 



Case Name: In the Matter of Accrediting Council for 
Independent Colleges and Schools 
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March 2, 2016 

Mr. Richard K. Kim 
President 
Columbia College 
8300 Merrifield Avenue 
Fairfax , VA 22031 
academic@ccdc.edu 

Dear Mr. Kim : 

" ~ ·r " . 

Evaluation Team Report-RENEWAL OF ACCREDITATION VISIT REPORT 
ID for Campus Visited: 00068978 

Main Campus ID: 00068978 
Staff Contact: Mr. Derrick Ware -Phone: (202) 336-6770 

Application ID: 66061 

VISIT RESPONSE DUE DATE: March 12, 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 befor e it takes formal action on your instit ution'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 w riting 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 suggestions for developing your respo nse . 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 associated 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). If supporting documentation covers more than one findin g, 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 respon se. If you have any question s, please send your inquiry to Ian 

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 



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 "C itation Documents " and upload each 
response document as described below. (Please see the attached "Preparing the Institutional Response " for step­
by-step visual instructions 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 corresponding 'Document Type. ' 

Example: the document type submitted to satisf y response: 
Finding 1 Narrative task must be labeled Nqrrqtive I. 

If a campus needs to submit multiple pieces of information to support one citation response , this information 
should be combined into one document prior to uploading. Note: The capacity size for each upload task is 
100MB, if this combined document exceeds this limit, then the campus may separate the document and upload 
each of these documents separately with different 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 . 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 

Responses should be professional in appearance. The responses should be paginated and well-organized to 
ensure a complete and sufficient review . 

Sincerely, 

Linda J. Lundberg 
Accreditation Content Editor 
Accreditation and Institutional Development 

Enclosures 



RENEW AL OF ACCREDITATION VISIT REPORT 

Chair 

COLUMBIA COLLEGE 
8300 Merrifield Avenue 

Fairfax, VA 22031 
ACICS ID Code: 00068978 

President (president@ccdc.edu) 
(academic@ccdc.edu) 

LEARNING SITES 
Centreville Extension 

5940 Centreville Crest Lane 
Centreville , VA 20121 

ACICS ID Code: 00244306 

Maryland Extension 
12125 Veirs :Min Road 

Silver Spring, MD 20906 
ACICS ID Code: 00244305 

February 2-3, 2016 

Fortis College 

Student-Relations Spec ialist Zenith Educat ion Group 

Educational Activ ities, Library , and 
Computer Science and Business Program 
Specialist 

Teaching English for Early Chi ldhood , 
Technical and Bu siness Eng lish, and ESL 
Specialist 

Cosmeto logy and Massage Therapy 
Special ist 

Unive rsity of Texas at 
San Anton io 

New York Institut e of 
English and Bu siness 

Skin Care by Liz 
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TX 

New York, 
NY 

Camden , NC 
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PROGRAMS OFFERED BY 
COLt:\;IBIA COLLEGE 

FAIRFAX, VA 

Page 3 of 87 

CAR 

Enroll: Retention & Placement C½,) 

CREDEI\TIAL Full- 2015 
EARI\ED (As APPROVED time/ 
defined by the AC!CS PROGRAM Clock Qtr. Part-
institution) CREDEI\TIAL TITLE I lrs. Hrs. time Ret. Pia. Ret. 
Certificate Certificate Cosmctolog)·- L.'iOO 10/0 79 50 'IA 

Certificate Certificate Culinary Arts* 1.022 0/0 'IA 'IA 'IA 
Certificate Certificate Dental Laboratory 1.200 9/0 100 100 'IA 

Tcchnolog\ 
Certificate Certificate Lnglish as a 1.200 388/16 81 'IA 'IA 

Second 
Language t t i-i-

Certificate Certificate Massage 600 22/0 92 67 'IA 
ThcraD\ t t 

Associate of Academic l3usincss 92 16/0 73 38 'IA 
Applied Science Associate· s Administration 

De('rec 
Associate of Academic Computer Science 92 13/0 67 'IA 'IA 
Applied Science Associate· s 

De('rec 
Associate of Academic Cosmctolog)·- 120 4/0 83 'IA 'IA 
Applied Science Associate· s 

De('rec 
Associate of Academic Culinary Arts 92 7 /0 83 'IA 'IA 
Applied Science Associate· s 

De('rec 
Associate of Academic Dental Laborator\· 99 2/0 I 00 I 00 'IA 
Applied Science Associate· s Technolog~ 

De('rec 
Associate of Academic Massage 91 0/0 'IA 'IA 'IA 
Applied Science Associate· s Thcrap~ * 

Degree 
Associate or Academic Techrncal & 92 12/0 67 'IA 'IA 
Applied Science Associate· s Rusmcss English 

Degree 
Associate or Academic Teaching English 92 I 0/0 82 'IA 'IA 
Applied Science Associate· s for LarlY 

Degree Childhood 
TOTAL E'IROLLMEI\T 493/16 

!votes: Typed m bold are any placement rates below 70 percent. 

Programs with no enrollment. These programs are approved with the institution's primary 
accreditor, Council on Occupational Education (COE). The team reviewed these programs 
during the visit although there was no enrollment 

2014 

Pia. 
l\A 

l\A 

l\A 

l\A 

l\A 

l\A 

l\A 

l\A 

l\A 

l\A 

l\A 

l\A 

l\A 
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Programs in which 100 percent of courses are taught at a Leaming Site. 

t t Programs in which some but not all of the courses are taught at a Learning Site. 

ii This institution is approved for distance education less than 50 percent. A separate Quality 
Assurance Monitoring Distance Education report has been prepared. 

Page 4 of 87 
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INTRODUCTION 

Columbia College (CC) is operated by Columbia College, Inc. which is 100 percent owned by the exclusive 
stockholder, Mr. Richard Kim. The institution was established in 1999 and moved to its current location in 
Fairfax , Virginia in 2004. In 2007, CC received accreditation approval to offer certificate programs from the 
Council on Occupational Education (COE). The institution received approval to offer degree programs 
through COE the following year in 2008 as well as approval to participate in Federal Student Financial Aid 
Programs (Title IV) in 2009. CC's grant of accreditation with COE ends in February 2017. The J-1 Visa 
program for visiting international students was approved in 2010 through the U.S . Department of State. Since 
the date of approval , the institution has trained students from over 30 countries globally. CC received its 
initial grant of accreditation with ACICS in August 2014 to award associate's degrees and certificates. 

he institution is located in Fairfax , Virginia, with two additional learning sites. These additional learning 
sites are located in Silver Spring, Maryland, and Centreville, Virginia. The main location in Fairfax consists 
of 25,000 square feet spread out over 2 floors in a 2 story building. The first floor is designed to support the 
administrative functions of admissions , the business office, financial aid, a computer lab, TOEFL testing 
center, and the library. There are classrooms , laboratories , offices, restrooms , meeting rooms, the culinary 
kitchen, and storage on the second floor. There is adequate parking to support the student population and 
convenient access to public transportation. The building in Fairfax does not meet current codes for safety but 
due to its age has been "grandfathered" into the current regulations. A sprinkler system does not exist and a 
elevator is not available for use. Student records are protected in fire resistant filing cabinets as well as 
electronica lly. The Centrevi lle learning site offers classes in English as a Second Language (ESL) and 
cosmetology. This is the only location where cosmetology classes are available. The Silver Spring learning 
site offers ESL and massage therapy classes. Both learning site locations have liaisons to assist students in 
attaining the services available through the main location in Fairfax , Virginia. 

At the time of the visit, there were 509 students enrolled. Only 16 of the 509 total students attend on a art 
time basis. The rest of the population is full time. The majority of the students , 404, are enrolled in the 
English as a Second Language certificate program. The combined enrollment of the other 10 active programs 
only accounts for a total of 105 students. The team reviewed two programs without enrollment during the visit 
since these programs are currently approved by COE. The two programs were the certificate program in 
culinary arts and the associate's degree in massage therapy. The student body of CC mainly consists of 
individuals of foreign ethnicity. Most students are of Asian or Hispanic descent. Females represent 53 percent 
of the population and the average age is 27. Thirty ercent of the CC o ulation are international students 
attending on a visa. 

Because the institution recently received initial accreditation from ACICS in August 2014, CC was not 
required to complete an official 2014-2015 CAR. The institution did provide documentation to the team for 
the 2014-20 15 cohort that was used as the retention and placement data for this report. Based upon this , there 
were three programs which failed to meet the 70 percent placement standard. These programs were the 
certificate in cosmetology , the certificate in massage therapy, and the associate's degree in business 
administrat ion. CC rovided lacement imQrovement lans for each of these Qrograms. 

[ he team reviewed 13 programs during the visit. The ESL certificate program is the only one that utilizes 
distance educat ion. Unfortunate ly, this was one of the areas where the team found a lack of proper planning. 
Various findings were also identified as related to the Cam us Effectiveness Plan (CEP), the culinary arts 
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programs , safety concerns , and a lack of proper program administrative oversight. In the end, the team found 
Jack of evidence to demonstrate the effectiveness of the administration. When seeking clarification during the 
visit, there were numerous instances where the institution identified a policy as part of its explanation. 
Unfortunate ly, the team found through interviews that the _2olicies were either not being enforced or that the 

olicies had not been shared with the em loyees of CC. 
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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 mission statement can be found on page 2 of the 2015-2016 Columbia College Catalog revised 
January 21, 2016. 

1.02 Does the campus have an appropriate mission statement with a set of supporting objectives? 
IZl Yes 0No 

1.03 Are the objectives devoted substantially to career-related education? 
IZ] Yes D No 

1.04 Are the objectives reasonable for the following: 
(a) The programs of instruction? 
IZ] Yes 0No 
(b) The modes of delivery? 
IZ] Yes 0No 
(c) The facilities of the campus? 
IZ] Yes 0No 

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 understandab le to the public? 
IZ] Yes 0No 

1.06 Is the campus committed to successful implementation of its mission? 
IZ] Yes D No 

CAMPUS EFFECTIVENESS 

1.07 Does the campus have a current Campus Effectiveness Plan (CEP)? 
D Yes IZ]No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-111): The institution does not have a current CEP. While the team was provided with a 
CEP revised in August 2015, all of the data presented and evaluated in the plan were outdated. The CEP 
contains outcomes from the 2013-2014 cohort year with no updates within the past 18 months . The CEP 
presented to the team would have met most of the required elements if timely data had been reviewed 
and incorporated into the plan. 

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 IZ] Not Applicab le 

1.09 Does the CEP describe the following: 
(a) The characteristics of the programs offered? 
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~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? 
0Yes ~No 

If No for any item_, insert the section number in parentheses and explain: 
(Section 3-1-111): The CEP does not describe the expected outcomes of the plans. While the CEP 
reviewed the types of data used and goals, expected outcomes were not included. 

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 

1.11 Define the measurable student learning outcomes used by the campus and how these outcomes are being 
assessed. 
The institution uses grade point average (GPA) and licensure exam pass rates to measure student 
learning outcomes in the CEP. GPA reports are evaluated for all students at the end of each session and 
compiled for the CEP on a yearly basis. The institution also uses licensure exam pass rates to measure 
student learning outcomes for its cosmetology and massage therapy programs. The GPA and licensure 
exam pass rate results are reviewed by program and compared to previous years. These reports provide a 
better understanding of the level of learning success attained by students. Unfortunately , the results 
provided in the CEP related to student learnin g outcomes were outdated. 

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 educational processes. 
D Yes ~ No D Not Applicab le 
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If No for any applicable item, insert the section number in parentheses and explain: 
(Section 3-1-111): The CEP does not provide an explanation of how the data have been used to improve 
the educational processes. The CEP contains outcomes from the 2013-2014 cohort year with no updates 
within the past 18 months. 

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 0No 

1.14 Has the campus published specific activities that will be undertaken to meet placement and retention 
goals? 
[8J Yes 0No 

1.15 Describe the specific activities that the campus will undertake to meet these goals. 
To meet its retention goals, the institution will undertake a number of initiatives , which include e­
mailing students to help with the registration process for the upcoming sessions; implementing a new 
plan to assist students with academic planning for the next year at the time of enrollment ; monitoring 
satisfactory academic performance ;, and implementing spot assessments. In regards to placement , the 
institution plans to develop a job bank for current graduates , offer career services workshops covering 
interview preparation and resume writing, improve tracking of graduate employment progress, and 
encourage and support students in securing internships while in school. 

1. 16 Does the campus have documentation to show the following: 
(a) That the CEP has been implemented ? 
D Yes [8JNo 
(b) That specific activities listed in the plan have been completed? 
D Yes [8JNo 
(c) That periodic progress reports have been completed? 
[8J Yes 0No 

If No for any item.., insert the section number in parentheses and explain: 
(Section 3-1-112): The institution does not have documentation to show implementation of the CEP. 
While the plan presented to the team contained specific activities and periodic meetings held to discuss 
the CEP, the document contains outdated outcomes information related to the five required elements. 
Without current information, the team could not verify implementation of a current CEP. 

1. 17 Who is responsible for implementing and monitoring the CEP? Describe this individu al's qualifications. 
If a committee is utilized, please describe the committee. 
A committee is utilized to implement and monitor the CEP. The committee includes the president , vice 
president , academic dean, operations director , admissions director , academic director , and the student 
service administrator. The academic dean, Dr. James Cho, serves as chairman of the committee. 

1.18 Does the campus have documentation to show that the CEP is evaluated at least annually? 
D Yes ISl No D Not Applicable (new branch or initial applicant only) 
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If No , insert the section numb er in parenth eses and exp lain: 
(Section 3-1-113): The institution does not evaluate the CEP at least annually. While the institution 
provided evidence to the team that the CEP was reviewed periodically, the information evaluated in the 
plan was outdated coming from the 2013-2014 cohort year. Additional updates related to outcomes for 
the required elements in the CEP were not provided to the team. 

2. ORGANIZATION 

2.01 Is the following information regarding the campus appropriately stated in the catalog? 
(a) Governance , control , and corporate organization. 
1:8] Yes D No 
(b) Names of the trustees , directors , and/or officers. 
1:8] Yes D No 
(c) Names of the administrators. 
1:8] Yes D No 

2.02 Does the campus: 
(a) Adequately train its employees? 
1:8] Yes D No 
(b) Provide them with constant and proper supervis ion? 
1:8] Yes D No 
(c) Evaluate their work? 
1:8] Yes D No 

2.03 Is the administration of the campus efficient and effective? 
D Yes 1:8] No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-202(a)): There is not sufficient evidence to determine that the administration of the 
institution is effective. The unusual number of findings , stemming from an inability to get consistent 
information or evaluate the implementation of noted policies, suggested a deeper concern of 
administrative effectiveness. During the visit, the College administration identified several policies as 
clarification to questions from the team. These policies dealt with required uniforms for culinary 
students and safety goggles for dental laboratory techno logy students. In interviews with employees of 
the institution , the team found these policies were not being enforced, creating safety hazards for its 
students. Additionally, CC identified several individuals as qualified program administrators during the 
visit. Through interviews at the institution , the team found these individuals were unaware of these 
duties. Further , the administration seemed unaware of activities at the learning sites - specifically the 
Centreville site - where there were concerns about course activities. 

2.04 Does the campus maintain written documentation to show that faculty and staff members: 
(a) Clearly understand their duties and responsibilities? 
1:8] Yes D No 
(b) Know the person to whom they report? 
1:8] Yes D No 
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(c) Understand the standards by which the success of their work is measured? 
~ Yes 0 No 

2.05 Does the administration maintain documentation of the evaluation 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 campus catalog or the student handbook contain an appropriate grievance policy for students 
that includes the name and address of ACICS? 
~ Yes D No D Not Applicable (initial applicants only) 

2.09 Who is responsible for the financia l oversight of the campus, and what are this person's qualifications? 
Mr. Richard K. Kim, president, is responsible for the financial oversight of the institution. Mr. Kim 
holds a master's degree in language and literature from Choong Ang University in South Korea. He has 
over 23 years of experience in K-12 education as an instructor and program director. Mr. Kim also 
served as the ESL program director and associate dean of international affairs at Stratford University for 
four years prior to taking over as president of CC in 2004. 

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? 
~ Yes 0No 

3.02 Are all staff well trained to carry out administrative functions? 
~ Yes 0No 

3.03 Who is the on-site administrator , and what are this person ' s qualifications ? 
Mr. Richard K. Kim, president , is the on-site administrator. As previously stated, Mr. Kim holds a 
master's degree in language and literature from Choong Ang University in South Korea . He has over 23 
years of experience in K-12 education as an instructor and program director. Mr. Kim also served as 
ESL program director and associate dean of international affairs with Stratford University for four years 
prior to assuming his role as president of CC in 2004. 

3.04 Does the campus list degrees of staff members in the catalog? 
0Yes ~No 

3.05 Is there evidence that the campus keeps adequate records to support the following administrative 
operations? 
(a) Financial aid activities. 
~ Yes D No D Not Applicab le (campus does not participate in financial aid) 
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(b) Admissions. 
D Yes [2JNo 
(c) Curriculum. 
D Yes [2JNo 
(d) Accreditation and licensure. 
[2J Yes 0No 
( e) Gui dance. 
[2J Yes 0No 
(f) Instructional resources. 
[2J Yes 0No 
(g) Supplies and equipment. 
[2J Yes 0No 
(h) The school plant. 
[2J Yes 0No 
(i) Faculty and staff. 
D Yes [2JNo 
G) Student activities. 
[2J Yes 0No 
(k) Student personnel. 
[2J Yes 0No 

If No for any applicable item, insert the section number in parentheses and explain: 
(Section 3-1-303(a)): Evidence does not exist that the institution keeps adequate records to support the 
operations of admissions, the curriculum, or the faculty. The team identified numerous admissions files 
that did not contain appropriate enrollment agreements. ESL exit exams have not been performed on any 
students. Additionally, most of the faculty files did not contain a current faculty development plan. 

3.06 Does the campus admit ability-to-benefit students? 
D Yes [2J No (Jj No, skip to Question 3. J 1.) 

3 .11 Do student files contain evidence of graduation from high school or the equivalent? 
[2J Yes 0No 

3 .12 Are appropriate transcripts maintained for all students? 
[2J 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? 
[2J Yes 0No 

3 .14 Are student records protected from theft, fire, water damage, or other possible loss? 
[2J Yes 0No 

3 .15 Does the campus maintain transcripts for all students indefinitely? 
[2J Yes 0No 
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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? 
ISi Yes 0No 

4. RELATIONS WITH STUDENTS 

4.01 How many student files were reviewed during the evaluation? 
The team reviewed 7 active, 15 withdrawn, and 26 graduate student files for a total of 48 files based on 
student names included in an unofficial CAR prepared by the institution for this review. 

4.02 Does the campus ensure that its student relations reflect high ethical standards? 
ISi Yes D No 

4.03 Does the campus have appropriate admissions criteria? 
ISi Yes 0No 

4.04 Does the campus contract with third parties for admissions and recruiting purposes? 
D Yes IS]No 

4.05 Is there evidence to document that admissions criteria are applied consistently 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)? 
ISi Yes D No 

4.06 Does the admissions policy conform to the campus ' s mission? 
ISi Yes 0No 

4.07 Is the admissions policy publicly stated? 
ISi Yes 0No 

4.08 Is the admissions policy administered as written? 
ISi 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? 
D Yes IS]No 
(b) Outlines all program-related tuition and fees? 
D Yes ISi No 
(c) Has a signature of the student and the appropriate school representative? 
ISi Yes D No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-414): The institution does not use an appropriate enrollment agreement for all students 
that outlines the financial obligations and program-related tuition and fees . The following student s 
initially enrolled in the English as a Second Language (ESL) program and then subsequently enrolled in 
another program , but there was no evidence of enrollment agreements for the subsequent program: 
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• Park , Jongchan - ESL, then Technical and Business English 
• Zelaya Henriquez , Yansi - ESL, then Teaching Eng lish for Early Childhood 
• Wu, Chaoshang- ESL, then cosmetology 
• Oh, Ji Woo - ESL, then Technical and Business English 
• Jeon, Seoung Youl - ESL, then culinary arts, and finally Technical and Business English 

Additionall y, on several enrollment agreements for associate degree programs the books and fees noted 
did not include the total of the lab fees charged as follows: 

• Both Jinhyeong Lee and Jihun Park - culinary arts, books/supplies listed as $130, yet the catalog 
lists a lab fee of $210 per session 

• Both Hyun Woong Cha and Taehyung Kim, dental laboratory technology , books/supplies listed as 
$1,450, yet the catalog lists a lab fee of $350 per beginning and $875 per advanced level per 
session 

The team verified with the vice president/academic dean that the same lab fees noted in the current 
catalog were in effect during these students' tenures. 

Is there evidence that a copy of the agreement has been provided to the student? 
[8J Yes ONo 

4.10 Who is responsible for the oversight of student recruitment at the campus and what are this person's 
qualifications? 
Mr. Seon TI Kim is the senior admissions representative and is responsible for overseeing the admissions 
staff at the institution. Mr. K im holds an associate's degree in business administration from this 
institution. He was an instructor for four years and then a school director for eight years at two 
academies in South Korea. He was hired as an admissions representative at this institution in 2012 and 
was then promoted to his supervisory position. 

4.11 Describe the recruiting process for new students. 
The majority of recruitment activities are through local cultural newspapers , foreign language radio 
stations , brochures distributed at local community centers , and information posted on the institution's 
website. Student referrals comprise 60 percent of the institution's leads. Additionally , the institution 
conducts two to three open houses per year to present the programs offered. 

Based on interviews , observations , and a review of recruitment materials , is the process compatible with 
the educationa l 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 ONo 
(b) Services . 
[8J Yes D No 
(c) Tuition. 
[8J Yes D No 
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(d) Terms. 
~ Yes ONo 
(e) Opera ting 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 whi le a student, or as a result of other marketing activity? 
OYes ~No 

4.14 Does the state in which the campus operates require representati ves 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 financial aid) 

If Yes, who holds this responsibility and what are this person ' s qualifications ? 
The head financial aid administrator , Ms. Kyungsook Kim , ove rsees the financial aid awards given to 
students. She holds an associate's degree in business administration from Northern Virginia Community 
College and a bachelor's degree in accounting from George Mason University. After completing her 
bachelor's degree in 2011, she was hired by this institution as a financial aid representative and promoted 
to the head financial aid administrator position in 2012. 

4.17 Are all recruiters supervised by the campus to ensure that their activities are in compliance with all 
applicab le standards? 
~Yes ONo 

4.18 Does the campus have written policies and procedures for evaluating and accepting transfer of credit? 
~Yes ONo 

4.19 Is there evidence that the campus properly awards transfer of credit? 
~ 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? 
~Yes ONo 

4.21 Has the campus established articulation agreements with other institutions? 
D Yes ~ No(Skip to question 4.24 for all programs) 

4.24 Is the standa rds of satisfactory academic progress policy publi shed in the catalog? 
~Yes ONo 
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If Yes, state the page number(s) where the standard s of satisfactory academic progress policy is publi shed. 
The standards of satisfactory academic progress are published on pages 17-19 of the 2015-2016 
Columbia College Catalog , revised January 21, 2016. 

4.25 Doe s 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 students to complete a program as 1.5 times the 

normal program length. 
[8] Yes D No 
(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 with in the maximum time 
frame. 

[8] Yes D No 
(c) Procedures for re-establishing satisfactory academic progress. 
[8] Yes 0No 
(d) A definition of the effects of the following on the CGPA and successful course-completion 

percentage : 
Withdrawals. 
[8] Yes 0No 
Incomp lete grades. 
[8] Yes 0No 
Repeated courses. 
[8] Yes 0No 
Non-p unitive grades. 
[8] Yes D No D Not App licabl e (camp us does not offer) 
Non-credit or remedia l courses. 
[8] Yes D No D Not Applicable (campus does not offer) 
A warning status. 
[8] Yes D No D Not Applicable (campus does not use) 
A probationary period. 
[8] Yes 0No 
An appeal process. 
[8] Yes 0No 
An extended-enrollment status. 
[8] Yes D No D Not Applicable (campus does not offer) 
The effect when a student changes programs. 
[8] Yes D No D Not Applicable (camp us only offers one program of study 
The effect whe n a stude nt seeks to earn an additiona l credential. 
[8] Yes D No D Not App licab le (campus only offers one program) 
The implications of transfer credit. 
[8] Yes D No 

4.26 Does the campus apply its SAP standards consistently to all students ? 
[8] Yes 0No 

4.27 Are students who are not making satisfactory academic progress properly notified ? 
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[gJ Yes D 'lo D l\ot Applicable (no students are in violation of SAP) 

4 28 ls 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? 
[g)Yes 0'1o 

4 29 ls 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 of2 0 on a scale of 4.0 or its equivalent, or have academic 
standing consistent with the institution· s requirements for graduation? 
C8J Yes D \lo D l\ot Applicable (all programs arc 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'1 

C8J Yes D \lo D l\ot Applicable (all programs arc less than two years) 

4 ] 1 Are qualitative and quantitative components evaluated cumulatively for all periods of a student's 
enrollmenf 1 

[g)Ycs 0'1o 

4 32 Are students allowed to remain on financial aid while under warning or probation status? 
C8J Yes D \lo D l\ot Applicable (campus does not participate in financial aid) 

If Yes, is the student informed of this policy') 
[g)Yes 0'1o 

4 33 Arc students whose appeals arc granted due to mitigating circumstances placed on probation, eligibility for 
financial aid reinstated, and considered to be making satisfactory academic progress') 
C8J Yes D \lo D \lot Applicable (there are no such students) 

4 34 Arc students who arc placed in an extended-enrollment status denied eligibility for federal financial aid 
(unless there arc mitigating circumstances)') 
C8J Yes D \lo D l\ot Applicable (campus does not have extended enrollment and/or does not 
participate in financial aid) 

4 35 Do credits attempted during the cxtcndcd-cnrollmcnt status count tmvard the l 5 times of normal program 
length' 1 

C8J Yes D \lo D l\ot Applicable (campus does not have extended enrollment) 

4 36 For students who have exceeded one and one-halftimes the standard time frame and were awarded the 
original credential, were any additional financial obligations waived? 
D Yes D \lo 1:8:J l\ot 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 of2 0 or its equivalent upon graduation from all 
programs? 
[g)Ycs 0'1o 
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4.38 Who is responsible for the administration of satisfactory academic progress, and what are this person's 
qualifications? 
Ms. Ji Soo Yang, academic director , oversees the administration of the standards of academic progress 
(SAP) for the institution. Ms. Yang holds a bachelor's degree in special education from Kangnam 
University in South Korea , and a master 's degree in early childhood special education from John, 
Hopkins University. She has three years of specia l education teaching experience. Ms. Yang joined 
Columbia College in 2012. 

4.39 How does the campus encourage and assist students who are experiencing difficulty in progressing 
satisfactorily in their programs? 
Although there are no formal tutoring programs available to students, the faculty work with students 
one-on -one as needed , predominantly providing more time for testing and support to accommodate 
language difficulties. 

4.40 Does the campus finance any of the following? (Mark all that apply.) 
(a) t8] 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? 
t8J 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? 
t8] Yes 0No 

4.42 Are all similarly circumstanced students who enrolled at the same time and in the same programs charged 
the same tuition and fees? 
t8] Yes 0No 

4.43 Are tuition and fees clearly stated in the catalog? 
~Yes 0No 

If Yes, have students confirmed receiving a copy of the catalog? 
t8] 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. 
t8] Yes 0No 
(c) Fees . 
t8] Yes 0No 
(d) Other charges. 
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~Yes 0No 
(e) Payments. 
~ Yes 0 No 
(f) Dates of payment. 
~Yes 0No 
(g) The balance after each transaction. 
~Yes 0No 

4.45 Is the effective date listed on announcements of changes in tuition and fees? 
~ 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? 
~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 financia l aid? 
~ 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? 

Page 19 of 87 

The head financial aid administrator , Ms. Kyungsook Kim, oversees the financial aid awards given to 
students. As previously stated, she holds an assoc iate' s degree in business administrat ion from Northern 
Virginia Community College and a bachelor's degree in account ing from George Mason University. 
After comp leting her bachelor's degree in 20 11, she was hired by this institution as a financial aid 
representative and promoted to the head financial aid administrator position in 2012. 

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 not 
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 current with regulation and policy changes in financial aid 
(include all appropriate memberships in professional organizations held by this individual). 
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Ms. Kyungsook Kim is a member of the Virginia Association of Student Financial Aid Administrators 
(V ASF AA). She checks the Information for Financial Aid Professionals (IF AP) website daily for any 
updates or changes to the regulations. Additiona lly, she has attended multiple trainings provided by 
FedLoan Servicing, a Department of Education servicer. 

4.55 Is there evidence that the financial aid administrator regularly participates in professional awareness 
activities? 
cg] 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 
conversion ratios? 
~Yes 0No 

4.57 Does the campus provide discounts for cash received in advance of the normal payment schedule? 
D Yes cg] No (Skip to quest ion 4.58.) 

4.58 Are follow-up studies on graduate and employer satisfaction conducted at specific measuring points 
following the placement of the campus's graduates? 
D Yes cg] 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 graduate satisfaction are not conducted following 
placement. Although the institution does conduct graduate surveys , these are completed at the point of 
graduation , not after the graduate has been employed. Additionally, the survey tool utilized does not ask: 
specific questions that pertain directly to employment and is not an appropriate follow-up study on 
graduate satisfaction. 

4.59 Does the campus use placement percentages or salary projections as part of its recruiting activities? 
□ Yes ~No 

4.60 The beginning enrollment on the most current Campus Accountability Report (CAR) is NA. 
The ending enrollment reported on the previous year' s CAR is NA. 

The institut ion was granted initial accred itation in August 2014 and has not yet submitted an official 
CAR to the Council. 

4.61 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? 
D Yes D No cg] Not Applicable 

4.62 Are students who receive financial aid counseled concerning their student loan repayment obligations? 
cg] Yes D No D Not Applicable (campus does not participate in financial aid) 

4.63 Describe the process the campus utilizes to ensure that students are counseled concerning their student loan 
repayment obligations. 
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The financial aid staff perform the required entrance and exit counseling to advise students of their 
obligations. Formal default management is conducted by the third party servicers who contact the 
institution for updated contact information as needed. 

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 applicable state laws? 
~Yes ONo 

5.02 Who is assigned to oversee the educational activities of all programs at the campus, and what are this 
person 's qualifications? 
Ms. Ji Soo Yang, academic director, manages the Fairfax institution and both the Centreville and Silver 
Spring learning sites. As previously noted, Ms. Yang holds a bachelor 's degree in special education from 
Kangnam University in South Korea, and a master 's degree in early childhood special education from 
Johns Hopkins University. Ms. Yang has a teacher's license from the Department of Education in Korea 
and a professional eligibility certificate in generic special education Infant-3 from the Maryland State 
Department of Education. Ms. Yang has three years of special education experience. 

5.03 Does this person have appropriate academic or experiential qualifications? 
~Yes ONo 

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 . 
The institution makes provisions for the program administrators to have adequate authority and 
responsibility. The management meets regularly with the program administrators. Objective s for these 
gatherings are to discuss, analyze, and enhance the curriculum. In addition, the institution empowers the 
program administers to approach the management with ideas, comments , suggestions, and issues that 
should be addressed. Interviews and discussions with the individual program administrators confirmed 
that they do have sufficient authority and responsibility to develop their programs . Some qualified program 
administrators for select programs could not be identified during the visit as discussed later in this report. 

5.05 Is the time devoted to the administration of the educational programs sufficient? 
~Yes ONo 

5.06 Is there a published policy on the responsibility and authority of faculty in academic governance? 
~Yes ONo 

5.07 Does the policy, at a minimum, address the role of the faculty in the following areas? 
(a) Development of the educational program. 
~Yes ONo 
(b) Selection of course materials, instructional equipment and other educational resources. 
~Yes O No 
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(c) Systematic evaluation and revision of the curriculum. 
[8JYes 0No 
(d) Assessment of student learning outcomes. 
[8JYes 0No 
(e) Planning for institutional effectiveness. 
[8JYes 0No 

If No for any item, insert the section number in parentheses and explain: 
While the team was on-site, the institution updated its academic governance policy to include all of the 
required elements. 

5.08 Is there evidence that this policy has been adopted and faculty members are aware of it? 
0Yes [8:!No 

If No insert the section number in parentheses and explain: 
(Section 3-1-501) : There is no evidence that the faculty is aware of the academic governance policy. 
During faculty interviews, the faculty could not define or explain the policy for governance. Faculty 
members are required to sign a form indicating that they read the faculty handbook containjng the 
governance policy. However , none of the faculty was aware of the policy. Further_, with changes made on 
site, there is no evidence that the revised policy was appropriately communicated. 

5.09 Does the campus have any programs that require specialized or programmatic accreditation to obtain entry­
level employment or Ii censure by the state in which the campus is approved? 
D Yes [8J No (Skip to question 5.10 for renewal of accreditation. Skip to 5.14 for initial grants or 
branch inclusion) 

FOR RENEWAL OF ACCREDITATION ONLY 

5.10 Does the campus have any programs with current specialized or programmatic accreditation? 
D Yes [8J No (Skip to question 5.14) 

General Comments : 
As previously noted, an official CAR was not submitted to ACICS but the institution prepared an unofficial 
report for the team's review. The above placement data, as well as all other data verified in this re ort, were 
self-reported and disclosed , and not submitted to the Council. 

FOR ALL CAMPUSES 

5.16 Are the educat ional programs consistent with the campus's mission and the needs of its students? 
[8JYes 0No 

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? 
[8J Yes 0No 

5.18 What provisions are made for individual differences among students in the learning environment? 
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The faculty is 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 to motivate 
students to actively participate in all aspects of the educational process. The faculty communicated during 
interviews that the school is considerate of differences in the learning applications , learning environments , 
and modes of instructional delivery. This includes support by faculty whenever needed or requested. The 
campus is supportive of any student that 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 fact-finding , classroom experience, 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. 

5.20 Does the faculty participate in this process? 
cg] Yes 0 No 

5.21 Is credit appropriately converted in relation to total student contact hours in each class? 
cgjYes 0No 

5.22 If the campus awards academic credit to students who demonstrate subject competency based on 
academic , occupational , or personal experiences , is there an established systematic method for evaluating 
and awarding academic credit to which the campus adheres? 
D Yes D No cg] Not Applicable (campus does not award such credit) 

5.23 Are courses and breaks scheduled appropriately , given the students' academic background and the 
coursework involved ? 
cg] Yes 0 N o 

5.24 Are the following appropriate to adequately support the number and nature of the general education 
courses ? (If only nondegree program s are offered with no general education courses, skip to 5.23) 
(a) Facilities. 
cg] Yes D N o 
(b) Instructional equi prnent. 
cgjYes 0No 
(c) Resources. 
cg]Yes 0 N o 
( d) Personnel. 
cg]Yes 0No 

5.25 Does the campus provide an environment for its faculty that is conducive to effective classroom 
instruction ? 
cg] Yes 0No 
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5.26 Are the quantity and type of instructiona l materials and equipment proportionate to the size of the campus 
and types of programs? 
ISi Yes 0No 

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? 
ISi Yes 0No 

5.28 Are official transcripts for all qualifying credentials and for those credentials listed in the catalog on file for 
al I instructors ? 
ISi 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? 
ISi Yes D No D Not Applicable (no faculty members hold foreign credentials) 

5 .30 Is there documented evidence of a systematic program of in-service training at the campus? 
ISi Yes 0No 

If Yes, how is this documented? 
Documentation is evident for in-service training. Each instructor attending the training is required to sign 
an attendance sheet and a copy of the attendance list is maintained for record-keeping purposes. Detailed 
meeting minutes are also appropriately maintained. 

5.31 Is there evidence that appropriate faculty development plans have been developed and implemented 
annually , includin g documentation to support completed activities listed on the plans? 
D Yes IS]No 

If No for missing plans, insert the section number in parentheses , list faculty names.., and explain: 
(Section 3-1-543): There is no evidence that faculty development plans are being created and implemented 
on an annual basis. While on-site, the team received updated development plans for some faculty. 
However, the documentation was vague and not very concise, nor were the plans reviewed or signed by the 
individual faculty member. 

5.32 Is there evidence that full-time and part-time instructor s participate in regularly scheduled faculty 
meetings? 
ISi Yes D No 

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? 
ISi Yes 0No 
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5.34 Does the institution utilize contracts and/or agreements with other institutions or entities? 
D Yes [g! No 

FOR OCCUPATION AL ASSOCIATE'S, ACADEMIC ASSOCIATE 'S, AND BACHELOR'S 
DEGREES ONLY 
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5.37 Are instructors teaching general education courses assigned in keeping with the minimum requirements 
as stated in the Accreditation Criteria? 
[gl Yes 0No 

FOR ACADEMIC ASSOCIATE'S DEGREES ONLY 

5.38 Does the program include a minimum of 15 semester , 22.5 quarter hours, or their equivalent in general 
education courses? 
[gl Yes 0No 

5.39 Do the programs ' general education courses meet Council standards in that the courses meet the Glossary 
definition of general education and place emphasis on principles and theory, not on practical applications 
associated with a particular occupation? 
[gl Yes 0No 

5.40 Are at least one-half of all courses that are part of each associate's degree program taught by faculty 
members who have graduate degrees , professional degrees , or bachelor's degrees plus professional 
certification? 
[gjYes 0No 

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. 
Student services, to include acclimating the students to the learning environment, are provided by the 
institution and are administered by Dr. Bongwook Yoon. He interviews the student to determine their 
goals and objectives. Specifically, he tries to remove challenges and issues so that the student can focus 
on their studies. A tutoring program for students is not provided at Columbia College. 

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? 
Dr. Bongwook Yoon, student advisor. is responsible for the oversight of counseling students. He has 
earned a Ph.D. from Kansas State University. He is responsible for identifying student needs including 
recommendations regarding reasonable accommodations for students with special need. He cooperates 
with other staff members in assisting and helping students to resolve health, attitude, or learning 
problems. 

5.46 Does the campus offer employment assistance to all students? 
[gl Yes D No D Not Applicable (campus enrolls only international students on a student 
visa) 
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5.47 Describe the extracurricular educational activities of the campus (if applicable). 
The institution does provide activities celebrating events like MLK~ Thanksgiving ~ and other holidays. 
No extracurricular educational activities were identified. 

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) . 
Columbia College is located at 8300 Merrifield Avenue in Fairfax, Virginia. The institution is 
conveniently located to provide easy access to current and prospective students as well as faculty and 
staff Learning sites are located in Centrevi lle, Virginia , and Silver Spring, Maryland. The main campus 
facility consists of 25,000 square feet spread out over two floors in a two-story building. The first floor is 
designed to support the administrative functions of admissions, the business office, financial aid, a 
computer lab, TOEFL testing center, and the library. There are classrooms , laboratories , offices, 
restrooms , meeting rooms, the culinary kitchen , and storage on the second floor. There is adequate 
parking and close access to public transportation to support the student population. The institution 
operates out of an older building that does not meet current fire codes. The building has been 
"grandfathered" into the regulations , but does not have a sprinkler system or elevator. 

6.02 Does the campus utilize any temporary additional space locations? 
D Yes IZ]No 

6.03 Does the campus utilize learning sites? 
lZ] 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 if?formation) 
The Centerv ille learning site, Columbia College , located at 5940 Centreville Crest Lane, Centreville, 
Virginia , is approximately 14 miles from the Fairfax location. With normal traffic , the Centrevi lle 
learning site is a 20-minute drive from the institution. The Centreville location offers classes for 
cosmetology and ESL. 
The Silver Spring learning site, Columbia Institute , located at 12125 Viers Mill Road, Silver Spring, 
Maryland, is approximate ly 22 miles from the institution in Fa irfax. With normal traffic, the Silver 
Spring learning site is a 35-minut e drive from the institution. The Silver Spring location offers classes in 
massage therapy and ESL. 
Both learning sites have student services liasions who connect students with the appropriate resources 
from the main Fairfax location as needed. 

6.04 Are all facilities (including additional space and learning sites) appropriate for the size of the student 
population and the programs offered? 
lZ] 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)? 
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(a) Equipment 
D Yes [g!No 
(b) Instructional tools 
D Yes [g!No 
( c) Machinery 
[gl Yes 0No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-601) : The equipm ent and instructional tool s are not appropriate to support the culinary arts 
and dental laboratory technology programs. 

6.06 Is there evidence on file to show that all campus facilities are in compliance with fire, safety, and sanitation 
regulations? 
[gl Yes D No D Not Applicab le 

7. PUBLICATIONS 

7.01 What catalog was used during the evaluation (please include the year, number , and volume, if 
appropriate)? 
The catalog used during the evaluation was the 20 15-20 16 Columbia College Catalog , revised January 2 1, 
20 16. 

7.02 Does the self-study or branch application part II accurately portray the campus? 
[gjYes 0No 

7.03 Does the campus publish a catalog that is appropriately printed and bound and avai lable to all enrolled 
students? 
[g!Yes 0No 

7.04 Does the catalog contain the following items? 
(a) A table of contents and/or an index . 
[gl Yes 0No 
(b) An indication of the year or years for which the catalog is effective on the front page or cover page. 
[gl Yes 0No 
(c) The names and titles of the administrators. 
[gjYes 0No 
(d) A statement oflega l control which includes the names of trustees , directors, and officers of the 

corporation. 
[g!Yes 0No 
(e) A statement of accreditation 
[gl Yes D No D Not Applicable (initial applicant) 
(f) A mission statement. 
[gl Yes 0No 
(g) A listing of full-time faculty member s which lists all qualifying credentia ls held along with the 

awarding institution and the area of teachin g specialization. 
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0Yes IZ!No 
(h) An academic calendar. 
IZ! Yes 0 N o 
(i) A full disclosure of the admission requirements. 
IZ! 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 uniq ue identi fying number and title, the 
credit or clock hours awarded ; the total credit or clock hours required to complete the curriculum; 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 curriculum . 

D Yes IZ!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 prerequisites. 
IZ! Yes 0No 
(I) An explanation of the gra ding system that is consistent with the one that appears on the student 

transcript. 
IZ! Yes 0No 
(m)A definition of the unit of credit. 
IZ! Yes D No D Not Applicable (The campus does not award credit.) 
(n) A complete explanation of the standar ds of satisfactory academic progress. 
IZ! Yes 0No 
(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. 
IZ! Yes 0No 
(q) A statement of the tuition , fees, and any other charges. 
IZ!Yes 0No 
(r) A complete and accurate listing of all scho larships, grants , and/or loans offered. 
IZ! Yes D No D Not Applicable (no scho larships , grants , or loans offere d) 
(s) The refund policy. 
IZ! Yes 0No 
(t) A statement describing the student services offered . 
IZ! Yes 0No 
(u) A student grievance policy that include s the name and address of ACICS (may be in the student 

handbook instead of catalog). 
IZ! Yes D No D Not App licable (initial app licants only) 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-701 and Appendix C): The catalog does not meet Council standards in two areas: 
1. The only full-time facu lty member, Dr. Han 11 Kim , is listed but all qualifying credentials held along 
with the awarding institution and the area of teaching specialization were missing . The institution provided 
a proposed catalog addendum on the last day of the visit that included both full-time and adjunct faculty. 
Howe ver, the faculty credentia ls could not be verified due to the lack of official transcripts in the faculty 
file folders . 
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2. It does not accurately reflect the culinary students skill set upon graduating from the program. The 
students are qualified for an entry-level position into the hospitality industry , not as a professional chef. 

7.05 Does the campus offer degree programs? 
~Yes 0No 

If Yes, does the catalog contain the following? 
(a) An explanation of the course numbering system (for all levels). 
~Yes 0No 
(b) Identification of courses that satisfy general education requirements (for occupational associate's , 

academic associate 's, and bachelor 's degrees only). 
D Yes ~ No D Not Applicable 
(c) Identification of courses that satisfy the concentration requirements (for academic associate's and 

bachelor ' s degrees only). 
~Yes 0No □ Not Applicable 
(d) Identification of courses that satisfy the upper-division (for bachelor 's degrees only). 
D Yes D No ~ Not Applicable 

If No for any item , insert the section number in parentheses and explain : 
(Section 3-1-701 and Appendix C): The catalog does not clearly outline the general education 
requirements for the associate's degree programs. The catalog lists general education course electives that a 
student may take but did not specify that certain general education courses must be included as defined by 
the Criteria. 

7.06 Does the campus offer courses and/or programs via distance education? 
D Yes ~ No (If No, skip to Question 7. 07.) 

7.07 Does the catalog contain an addendum/supplement? 
D Yes ~ No (If No, skip to Question 7. 08.) 

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 Doe s the campus utilize a multiple-schoo l catalog? 
D Yes ~ No (I/No, skip to Question 7.10.) 

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? 
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~Yes □No 

7.12 Where does the campus advertise (publications , online , etc.)? 
The institution advertises through a variety of print media including local ethnic newspapers (in Chinese , 
Korean, Spanish, and Vietnamese languages) , and distributing brochures in community centers, markets , 
and assisted-living facilities. 

Are all print and electronic advertisements under acceptable headings? 
~Yes 0No 

7.13 Does the campus use endorsements, commendations , or recommendations in its advertising? 
D Yes ~ No (If 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 financ ial aid) 

7.17 What institutional performance information does the campus routinely provide to the public? 
Columbia College provides state -level disclosures detailing the program costs, the time of completion , job 
placement rate by program , jobs related to programs , and financing options. Placement rates are calculated 
for the Council on Occupational Education (COE), the institution's other and primary accreditor. 

Where is this information published and how frequently is thi s information being updated? 
This information is published on the Columbia College website, under Disclosures. 

If performance information is not being published, insert the section number in parentheses and explain: 
(Section 3-1-704) : Performance disclosures are not appropriately disclosed and could not be verified for 
reliability. As noted , the institut ion calculated placement according to COE standards but data are 
disclosed for only two programs. Additionally , while there was a disclosure that the information was based 
on COE calculations, the link for additional information on how the rate was actually calculated was not 
functional and could not be reviewed for accuracy. 

8. LIBRARY, INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

FOR ALL PROGRAMS 

8.01 D oes the campus develop an adequate base oflibrary resource s? 
~Yes 0No 
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8.02 Does the campus ensure access oflibrary resources to all faculty and students, including students at 
nonmain campuses? 
ISi Yes 0 No 

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? 
ISi Yes 0No 

8.04 Are adequate staff provided to support the development , organizatio n of the collection, and access of 
library resources? 
D Yes ISi No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-S00(d)): Adequate staff is not provided to support the development , organization of the 
collection , and access of the library resources. The librarian is scheduled to work only from 9:00 a.m. to 
2:00 p.m. Monday - Thursday. When the librarian is not present, the library remains open for student 
access; however, no assistants are available to supp ort student s. The institution is open to students from 
8:30 a.m. - 10:00 p.m. Monday - Thursday. The library is open on Friday from 8:30 a.m. - 5:30 p.m., and 
from 9:00 a.m. - 2:00 p.m. on Saturday. It should be noted that while on-site, the institution created a 
position for library assistant (Ms. Dongwon Kang). This could not be confirmed other than what was 
provided on paper. 

8.05 Describe how the campus develops continuous assessment strategies for resources and information 
services? 
The library provides continuous assessment strategies for resources and information services. For 
example , the librarian will meet with the faculty on a regular basis. The objective is to identify 
opportunitie s for additional resources and references to enhance the learning environment. Sometimes, 
an entire class will visit the library. A packet with beneficial information , tips, and suggestions is 
provided to the students. 

Are these methods appropriate? 
ISi Yes 0No 

8.06 Is the library staff adequately trained to support the library? 
ISi Yes D No 

FOR OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIA TE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

8.07 Is the campus' s established annua l budget appropriate to the size and scope of the campus and the 
programs offered , and is the allocation appropr iately expended for the purchase of books , periodicals , 
library equipment , and other resource and reference materials? 
ISi Yes 0No 

8.08 What is the amount of the current year ' s library budget excluding personnel allocations? 
The current year' s library budget is $2,325.00. 
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8.09 What portion of the current year's library budget has been spent? 
The portion of the current year's library budget spent is $2,192.73 

How has the money been allocated? 
The money was allocated as follows: 
LIRN - $1,262.00 
Periodicals - $132.23 
Book s - $795.00 

8.10 Is there evidence that the faculty have major involvement in the selection of library resources? 
~Yes 0No 

8.11 Are the library hours adequate to accommodate the needs of all students? 
~Yes 0 No 

FOR ACADEMIC ASSOCIA TE'S, BACHELOR'S, AND MASTER'S DEGREES ONLY 

8.12 Describe how the faculty inspire, motivate, and direct student usage of the library resources? 
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Instructors are encouraged to invite their students to visit the learning resource center on a regular basis. 
For example, the instructor will take the entire class to the library . A library packet is provided to all 
students. The handout provides information for the online research databases and the library resources 
that are available to all students. In addition, instructors will create assignments that require them to visit 
the learning resourse center to complete the assignment. Students are able to access the online database 
from home using the school portal which requires a student id and password to log on. 

Are these methods appropriate? 
~Yes 0No 

8.13 Is the Dewey Decimal , Library of Congress , or other appropriate system of classification used to organize 
the library materials? 
~Yes 0No 

8.14 Are records of physical and/or online resources and circulation accurate and up to date? 
~Yes 0No 

8.15 If interlibrary agreements are in effect, are the provisions appropriate, do they ensure practical use and 
accessibility to the students, and is evidence of student use documented? 
~ Yes D No D Not Applicable (no interlibrary agreements) 

8.16 Summarize any full -text online collections available to students. 
Full-text online collections are available to students. They include the LJRN database for scholarly 
articles and other researc h material. The library's online catalog is available for students to look up 
books that the library owns. Students are able to access this content from home using the school 's 
portal. IDs and passwor ds are required to access the webs ites. 
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8.17 Are the library physical holdings and /or full-text online collections up to date and adequate for the size 
of the campus and the breadth of and enrollment in its educational programs? 
ISi Yes 0No 

8.18 Doe s the libra ry collection include holdings in the human ities , arts, social sciences , and sciences , 
including mathematics? 
ISi Yes 0No 

FOR ACADEMIC ASSOCIA TE'S AND BACHELOR 'S DEGREES ONLY 

8.19 Who is the professionally trained individual who supervises and manages the library on-site, and what are 
this person ' s qualifications? 
Ms. Amy E. Billerbeck is the individual who supervises and manage s the library on-site. She holds a 
bachelor's degree in history from Purdue University and a master' s degree in library and information 
science from Indiana University. Before joining Columbia College, Ms. Billerbeck served as the 
librarian for severa l schools , including Everest Universit y, Georgetown University, and Advanced 
Management Technology . Her primary duties include the planning , administration, and budgeting 
functions of the library . Moreover , she develops and maintains collection management policies and 
procedures . 

Does this individual: 
(a) Supervise and manage the library and instructional resources? 
ISi Yes D No 
(b) Faci litate the integration of instructional resources into all phases of the campus ' s curricular and 

educational offerings? 
ISi Yes 0No 
(c) Assist students in the use of instructional resources? 
ISi Yes 0No 

8.20 Are all individuals who supervise the library and assist students with library functions well-trained and 
competent in both using and aiding in the use of the library technologies and resources? 
D Yes IS]No 

If No, insert the section number in parentheses and explain: 
(Section 3-4-401): There are no evidence that any other individual s who supervise the librar y or assist 
students with library functions in the absence of the librarian are well trained and competent in the use 
and aiding in the use of library technologies and resources. While the team was on-site, the institution 
created a training plan for the newly created position of library assistant. Since no assistants were in 
place at the time of the visit , the team could not va lidate the effectiveness of the plan. 

8.21 Have library staff 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 National 
Association of Credential Evaluation Services (NACES) or the Association of International Credential 
Evaluators (AICE) to determine the equivalency of the degrees to degrees awarded by campuses in the 
United States? 
D Yes D No ISi Not Applicable (staff do not hold foreign credentials) 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 34 of 87 

8.22 Is documentation on file to reflect the librarian's participation in professional growth activities? 
ISi Yes 0No 

8.23 What are the library's hours of operation, and who is responsible for overseeing the library during these 
hours? 
The library is open during nonnal institution hours. 
Monday -Thursday from 8:30 a.m. to 10:00 p.m. 
Friday from 8:30 a.m to 5:30 p.m. 
Saturday from 8:30 a.m. to 2:00 p.m. 

The librarian, Ms. Amy Billerbeck, is only available from Monday-Thursday from 9:00 a.m. - 2:00 .m. 
and is tasked with overseeing the library during these hours. 

8.24 Are the hours the library is open adequate to accommodate the needs of all students? 
ISi Yes 0No 

8.25 Does the library make available appropriate reference , research , and infonnation resources to provide basic 
support for curricular and educational offerings and to enhance student learning? 
ISi Yes 0No 

FORNONDEGREEPROGRAMSONLY 

8.26 Are appropriate reference materials and periodicals available for all programs offered? 
ISi Yes 0No 

8.27 Are the instructional resources organized for easy access, usage, and preservation? 
ISi Yes 0No 

8. 28 Is there a current inventory of instructional resources? 
ISi Yes 0No 

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? 
ISi Yes D No 

COMMENDATIONS: 
The library has several interlibrary agreements to support the students and faculty. This enriches the 
learning environment for students and faculty. The librarian has invested valuable time and effort to 
establish these relationships. Some of the business partners include: 

1. Prince George's County Memorial Library System 
2. Chevy Chase Public Library 
3. Arlington County Library 
4. Fairfax County Library 
5. Mary Riley Styles Public Library 
6. Ashburn Public Library 
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7. Silver S ring County Library 

9. PROGRAM EVALUATION 
Academic Associate's Degree in Business Administration 

FOR ALL PROGRAMS 

9.01 Is licensure , certification, or registration required to practice in the specific career field? 
D Yes ~ No (If No, sldp to question 9. 02) 

9.02 Who is assigned to administe r the academic program(s) , and what are this gerson's qualificat ions? 
Ms. Ji Soo Yang, academic director, manages the business administration program. As previously noted, 
Ms. Yang holds a bachelor 's degree in special education from Kangnam University in South Korea , and a 
master 's degree in early childhood special education from Johns Hopkins University. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
□ Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-511): The academic director is not qualified to administer the business administration 
program. It should be noted that Ms. Sabah Chohan is listed on the organizational chart as the department 
lead; however , insufficient information was provided to validate and verify Ms. Chohan's leadership 
assignment. According to a data sheet provided while the team was onsite, Ms. Chohan has received a 
bachelor's degree in business from Sanford Brown College and an MBA and a master 's degree in 
education from Strayer University . No official transcripts for Ms . Chohan were provided. 

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 

Although not appropriate , Ms. Yang, who is assigned as the program administrator in her role as academic 
director , has sufficient authority and responsibility for the development of the program. 

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 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)? 
~ 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.) 
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If No, does the campus provide the following: 
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 0 No 

9.07 List the community resources and describe how they are utilized to enrich the program(s). 
Evidence was provided for effective use of the resources in the community. Speakers and/or visits to local 
organizations were provided in this program. The community resources are utilized to enrich the student's 
learning experience. 

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 extemship? 
D Yes ~ No (ljNo , skip to question 9.1 J) 

9.11 Does the program use independent studies? 
D Yes ~ No (JjNo, 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 prerequis ites 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) Learning objectives 
~Yes 0No 
(f) Instructional materials and references 
~Yes 0No 
(g) Topical outline of the course 
~Yes 0No 
(h) Instructional methods 
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~Yes 0No 
(i) Assessment criteria 
~Yes 0No 
(j) Method of evaluating students 
~Yes 0No 
(k) Date the syllabus was last reviewed 
~Yes 0No 
For Title IV participant campuses that have lecture courses in credit hour programs or cloc~to-credit 
hour programs only: 
(I) 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 students 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 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 D Not Applicable (there have been no graduates) 

How many calls to graduates or e1!!J)loyers were attempted? 
[ hree calls were attempted to employers or graduates. 

How many calls to graduates or ~ yers were successful? 
hree calls were successful to employers or graduates. 

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 . 
All of the successful contacts confirmed employment as reported on the institution 's unofficial CAR. 

9.19 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
~ Yes D No ~ Not Applicable 

FOR RENEWAL OF ACCREDITATION, INITIAL GRANTS, AND BRANCH INCLUSION ONLY 

9.20 Does the campus participate in Title IV financial aid? 
~ Yes D No (If No, skip to question 9.23) 

9.21 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 programs only) 
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9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
ISi Yes D No D Not Applicable (Clock hour programs only) 

If Yes, briefly describe the documentation of evaluation viewed on site. 
Durin g an interview with instructors, a request was made to display their grade book. They were able to 
dem onstrate that out-of-class work is being evaluated . 

FOR ALL VISITS 

9.23 Are the followi ng approp riate to adequate ly support the num ber of stude nts and nature of the program ? 
(a) Faci lities. 
ISi Yes 0No 
(b) Instructional equipment. 
ISi Yes 0No 
(c) Resource s. 
ISi Yes 0No 
( d) Personne l. 
ISi Yes D No 

9.24 Are the following elements appropriate ly incorporated into the instructiona l compone nts of the program? 
(a) Systematic planning. 
ISi Yes 0No 
(b) Well-defined instructional objectives. 
ISi Yes 0No 
(c) The select ion and use of approp riate and current learning materials. 
ISi Yes 0No 
(d) Appropriate modes of instructional delivery. 
ISi Yes 0No 
(e) The use of appropriate assessment strategies. 
ISi Yes 0No 
(f) The use of appropriate experiences. 
ISi Yes 0No 

FOR NONDEGREE PROGRAMS , OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIATE' S, 
AND BACHELOR 'S DEGRE ES ONLY 

9.27 Do the faculty members ' qualifications meet the mi nimum requ ireme nts out lined in the Accreditation 
Criteria, and are their qua lificat ions academ ically and exper ientially appropr iate to the subject matter 
they teach and the leve l of the credentia l awar ded? 
ISi Yes D No 

9.28 Is the size of the facu lty appropriate to the tota l student enro llment ? 
ISi Yes 0No 
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FOR OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIA TE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 
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9.29 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
[gj Yes D No 

FOR ACADEMIC ASSOCIA TE'S, BACHELOR'S, AND MASTER'S DEGREES ONLY 

9.30 Are teaching loads reasonable? 
[gj Yes D No 

FOR ACADEMIC ASSOCIA TE'S DEGREES ONLY 

9.38 Is the number of hours required to complete the program at least 60 semester hours, 90 quarter hours , or 
their equivalent , earned over a period of four semesters , six quarters , or the equivalent? 
[gj Yes 0No 

9.39 Is there a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the area 
of concentration? 
[gj Yes 0No 

9.40 Does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
[gj Yes D No 

9.41 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
[gj Yes D No D Not Applicable (no students in the second year) 

9.42 Are the second-year courses based upon appropriate first-year prerequisites? 
[gJ Yes D No D Not applicable 

9. PROGRAM EVALUATION 
Academic Associate's Degree in Coml!_uter Science 

FOR ALL PROGRAMS 

9.01 Is licensure , certification, or registration required to practice in the specific career field? 
D Yes [gj No (IfNo , skip to question 9.02) 

9.02 Who is assigned to administer the academic program(s) , and what are this person ' s qualifications? 
Ms . Yang, academic director, also oversees the computer science program in lieu of a program-specific 
lead. As previously stated, Ms. Yang holds degrees in special education and early childhood special 
education and joined the campus in 20 12. 
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9.03 Does this individual possess appropriate academic or experiential qualifications? 
D Yes [8J No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-511) : The administration of the program is not performed by a qualified individual wit1' 
appropriate administrative and educational experience. No one is identified with the appropriate academic 
or experiential qualifications to lead the computer science program. While on-site the team received an 
ACICS data sheet for Mr . Bryan Payton as the lead instructor. However, the form was incomplete and 
interviews did not confirm that Mr. Payton is fulfilling this role and responsibility. At the time of the visit, 
Mr. Payton was only scheduled to be at the institution one day per week. 

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 [8JNo 

If No, insert the section number in parentheses and explain: 
(Section 3-1-511): The assigned program administrator for the computer science program does not have 
the appropriate authority or responsibility to develop and administer the program. The administration of 
the computer science program is not performed by a qualified individual with appropriate administrative 
and educational background and experience for the direction of a program. 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
D Yes [8J No 

If No, insert the section number in parentheses and explain : 
(Section 3-1-511): Within the administrative structure of the institution , the department head does not have 
authority and responsibility for the development and administration of the program. There is inadequate 
time and resources to fulfill these res_ponsibilities. 

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? 
D Yes D No [8J Not Applicable (Data not available.) 

9.07 List the community resources and describe how they are utilized to enrich ~ gram(s). 
Evidence was provided to evidence the effective use of the resources in the community. Speakers and/or 
visits to local organizations were provided in this program. The community resources are utilized to enricq 
the student 's learning experience. 

9.08 Is the utilization of community resources sufficient to enrich the program? 
[8J Yes ONo 
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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') 
12]Yes 0'1o 

9 10 Docs the program include an extcmship') 
D Yes ~ :"Jo (/f'No, skip lo qw.:sfion Y.11) 

9 11 Does the program use independent studies? 
D Yes ~ :"Jo (lf'No, skip to qm:sfion Y.13) 

9 13 Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
12]Ycs 0'1o 

9 14 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
12]Yes 0'1o 

9 15 ls an appropriately detailed syllabus on file for each course that includes the following clements') 
(a) Title and course descriptions 
12]Yes 0'1o 
(b) Course numbers 
12]Ycs 0'1o 
(c) Course prerequisites and/or corequisites 
12]Yes 0'1o 
(d) lnstmctional contact hours/credits 
12]Ycs 0'1o 
(e) Leaming objectives 
12]Yes 0'1o 
(t) lnstmctional materials and references 
12]Ycs 0'1o 
(g) Topical outline of the course 
12]Yes 0'1o 
(h) lnstmctional methods 
12]Ycs 0'1o 
(i) Assessment criteria 
12]Yes 0'1o 
U) Method of evaluating students 
12]Ycs 0'1o 
(k) Date the syllabus was last reviewed 
12]Yes 0'1o 
For Title IV participant campmes that have lecture course.,;; in credit hour program.,;; or clock-to-credit 
hour program.,· on~v: 
(1) Out-of-class work assignments that support the learning objectives for the course 
12] Yes D 'lo D l\ot 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 assignments 

ISi Yes D No D Not Applicable (Clock hour program) 

9.16 Do students confirm that they receive a course syllabus and that it is followed? 
ISi Yes D No 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
ISi Yes 0No 

9.18 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 ISi Not Applicable (there have been no graduates) 

9.19 Was documentation on file to verify graduates classified on the CAR as "not available for placement "? 
D Yes D No ISi Not Applicable 

FOR RENEWAL OF ACCREDITATION, INITIAL GRANTS, AND BRANCH INCLUSION ONLY 

9.20 Does the campus participate in Title IV financia l aid? 
ISi Yes D No (IfNo, skip to question 9.23) 

9.21 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? 
ISi Yes D No D Not Applicable (Clock hour programs only) 

9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
ISi Yes D No D Not Applicable (Clock hour programs only) 

If Yes, briefly describe the documenta tion of evaluation viewed on site. 
During an interview with instructors , a request was made to display their grade book. They were able to 
demonstrate that out-of-class work is being evaluated. 

FOR ALL VISITS 

9.23 Are the following appropriate to adequate ly support the number of students and nature of the program? 
(a) Facilities. 
ISi Yes D No 
(b) Instructional equipment. 
ISi Yes D No 
(c) Resources. 
ISi Yes 0No 
( d) Personne l. 
ISi Yes 0No 

9.24 Are the following elements appropriate ly incorporated into the instructional components of the program? 
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(a) Systematic planning. 
CxjYcs D"o 
(b) Well-defined instructional objectives. 
CxjYes D"o 
(c) The selection and use of appropriate and current learning materials. 
CxjYcs D"o 
(d) Appropriate modes of instructional delivery 
CxjYes D"o 
(e) The use of appropriate assessment strategies. 
CxjYcs D"o 
(t) The use of appropriate experiences 
CxjYes D"o 

FOR :\ON DEGREE PROGRAMS, OCCt:PA TIONAL ASSOCIATE'S, ACADEMIC ASSOCIA TE'S, 
AND BACHELOR'S DEGREES O:\LY 

9 27 Do the faculty members' qualifications meet the minimum requirements outlined in the Accreditatwn 
Crih.:ria, and arc their qualifications academically and experientially appropriate to the subject matter 
they teach and the level of the credential a\vardcd') 
CxjYes D"o 

9 28 ls the size of the faculty appropriate to the total student enrollment') 

CxlYcs D"o 

FOR OCCUPATIONAL ASSOCIATE'S, ACADE:VIIC ASSOCIATE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

9 29 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program' 1 

CxjYcs D"o 

FOR ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREES O:\LY 

9 30 Arc teaching loads reasonable') 

CxlYcs D"o 

FOR ACADEMIC ASSOCIATE'S DEGREES O:\LY 

9 38 ls the number of hours required to complete the program at least 60 semester hours, 90 quarter hours, or 
their equivalent, earned over a period of four semesters, six quarters, or the equivalent? 
CxjYes D"o 

9 39 ls there a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the area 
of concentration' 1 

CxjYes D"o 
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9.40 Does the curriculum quan titatively and qualitative ly approximate the standards at other collegiate 
institutions offering the same degree? 
ISi Yes 0No 

9.4 1 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
ISi Yes D No D Not Applicable (no students in the second year) 

9.42 Are the second-year courses based upon appropriate first-year prerequisites? 
ISi Yes D No D Not app licable 

9. PROGRAM EVALUATI ON 
Certificate in Cosmetolo 
Academic Associate's Degree in Cosmetology 

FOR ALL PROGRAMS 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
ISi Yes D No (IfNo, skip to question 9.02) 

If Yes, describe how the program provides students with the necessary skills to obtain licensure, 
certification, or other registration necessary to practice in the specific occupational or professional area. 
The cosmetology program is designed to prepare the students with an entry-level education to sit for the 
State of Virginia cosmetology license exam. The curriculum is structured with basic, intermediate, and 
advanced courses leading to licensure. Students in the academic associate's degree are able to choose eight 
electives from the list in the catalog on page 31. 

(a) Is there a federal or state licensing agency pass rate established for this program? 
D Yes IS]No 

(b) What are this program's pass rates for the past three years? 
Year: Pass Rate : ISi Not Available 
Year: Pass Rate: ISi Not Available 
Year: Pass Rate: ISi Not Available 

( c) Does the current year ' s program pass rate exceed or meet the higher of the two pass rates, as set by 
either state or federal requirements or the Counci l standard of 70 percent? 
D Yes D No ISi Not Applicable 

9.02 Who is assigned to administer the academic program(s) , and what are this person 's qualifications? 
Ms. Jae Won Kim is assigned to administer the cosmetology programs. Ms. Kim holds an associate's 
degree in cosmetology from Columbia College, which enables her to teach both the associate's and 
certificate programs . She also has extensive experience in the field. 

9 .03 Does this individual possess appropriate academic or experiential qualifications? 
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~Yes □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)? 
~Yes ONo 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
~Yes ONo 

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)? 
~ Yes D No D Not Applicable (Data not available.) 

(b) Student placement rate of70 percent? 
D Yes ~ No D Not Applicable (Data not available .) 
If no, please list programs that fall below the standards. 
Certificate in Cosmetology: 50 percent 

If No, does the campus provide the following: 
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 ONo 

9.07 List the community resources and describe how they are utilized to enrich the program(s). 
The institution routinely invites guest speakers from local salons to come in for facial and waxing 
demonstrations. Additionally , students are given the opportunity to attend the International Beauty Show 
(IBS) show in New York where they can attend classes and receive credit for attending, with 
documentation. 

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? 
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[gJ Yes D 'lo 

9 14 Arc course prerequisites appropriate, arc they identified in the catalog, and arc they being follmvcd') 
[g)Yes 0'1o 

9 15 ls an appropriately detailed syllabus on file for each course that includes the follmving clements') 
(a) Title and course descriptions 
[g)Yes 0'1o 
(b) Course numbers 
[g)Ycs 0'1o 
(c) Course prerequisites and/or corcquisitcs 
[g)Yes 0'1o 
(d) Instructional contact hours/credits 
[g)Ycs 0'1o 
(c) Leaming objectives 
[g)Yes 0'1o 
(f) Instructional materials and references 
[g)Ycs 0'1o 
(g) Topical outline of the course 
[g)Yes 0'1o 
(h) Instructional methods 
[g)Ycs 0'1o 
(i) Assessment criteria 
[g)Yes 0'1o 
U) Method of evaluating students 
[g)Ycs 0'1o 
(k) Date the syllabus \Vas last rcvic\vcd 
[g)Yes 0'1o 
For Title IV participant campuse:-.· that have lecture course:-.· in credit hour program .. ,· or clock-to-credit 
hour program .. ,· on~v: 
(l) Out-of-class \Vork assignments that support the learning obj cctivcs for the course 
C3J: Yes D \lo D T\ot Applicable (Clock hour program) 
(m)A description of the minimum amount of time a student is expected to spend on completion of the 

\Vork assignments 
[gjYcs 0'1o D l\ot Applicable (Clock hour program) 

9 16 Do students confinn that they receive a course syllabus and that it is followed' 1 

[g)Ycs 0'1o 

9 17 Are the courses available when needed by the student in the normal pursuit ofa program of study? 
[g)Yes 0'1o 

9 18 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 Counci1'1 

C3J: Yes D \lo D T\ot Applicable (there have been no graduates) 
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How many calls to graduates or em~yers were attempted? 
One call was made to a graduate in the certificate program. 

How many calls to graduates or employers were successful? 
One successful contact was made. 
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How many of the successful contacts confirmed the employment of the graduate as reported on the CAR? 
Please explain any discre£ancy between the number of successful contacts and confirmations. 
The successful contact confirmed the employment of the graduate. 

9.19 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes D No IS] Not Applicable 

FOR RENEWAL OF ACCREDITATION, INITIAL GRANTS, AND BRANCH INCLUSION ONLY 

9.20 Does the campus participate in Title IV financial aid? 
IS] Yes D No (IfNo , skip to question 9.23) 

FOR ALL VISITS 

9.23 Are the following appropriate to adequately support the number of students and nature of the program? 
(a) Facilities. 
IZJ Yes D No 
(b) Instructional equipment. 
IZJ Yes D No 
(c) Resources. 
IZJ Yes ONo 
( d) Personnel. 
IS] Yes ONo 

9.24 Are the following elements appropriately incorpora ted into the instructional components of the program? 
(a) Systematic planning . 
IZJ Yes ONo 
(b) Well-defined instructional objectives. 
IZJ Yes ONo 
(c) The selection and use of appropriate and current learning materials . 
IZJ Yes ONo 
(d) Appropriate modes of instructio nal delivery. 
IZJ Yes ONo 
(e) The use of appropriate assessment strategies. 
IS] Yes ONo 
(f) The use of appropriate experiences. 
IZJ Yes ONo 

FORNONDEGREEPROGRAMSONLY 
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9.25 Is there an adequate core of full- and/or part-time faculty to ensure sound direction and continuity of 
development for the educational programs? 
[Z!Yes 0No 

FORNONDEGREE PROGRAMS, AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.26 Are all faculty assigned to teach in no more than three fields of instruction , with no more than five 
preparations? 
[Z!Yes 0No 

FORNONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.27 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? 
[ZI Yes D No 

9.28 Is the size of the faculty appropriate to the total student enrollment? 
[Z!Yes 0No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

9.29 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
[Z!Yes 0No 

FOR ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREES ONLY 

9.30 Are teaching loads reasonable? 
[SI Yes 0No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.31 Do all instructors teach no more than 32 hours per week ( except for an overload of one subject allowed 
with additional compensation)? 
[ZI Yes O No 

9.32 What is the current student/teacher ratio? 
The current student/teacher ratio in the certificate _program is 4: 1. 

9.33 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
[SJ Yes D No 

FOR ACADEMIC ASSOCIA TE'S DEGREES ONLY 
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9.38 Is the number of hours required to complete the program at least 60 semester hours , 90 quarter hours, or 
their equivalent , earned over a period of four semesters , six quarters , or the equivalent? 
~Yes 0No 

9.39 Is there a minimum of 30 semester hours , 45 quarter hours, or their equivalent in courses within the area 
of concentration? 
~Yes 0No 

9.40 Does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
~Yes 0No 

9.41 Is enrollment 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 second year) 

9.42 Are the second-year courses based upon appropriate first-year prerequisites? 
~ Yes D No D Not app licable 

GENERAL COMMENTS: 
During the interview process, the students expressed dissatisfaction with the instruction of the facial and makeup 
portion of the program, as they only receive theory. The students would like to receive practicals in facials and 
makeup, so they can utilize the complete benefit of having a cosmetology license. Concerns were also shared 
concerning the sale of products to clients and for which students were held personally responsible for if not sold 
(students had to pay of out of pocket if they couldn't sell the specified amount). Additionally, while the course 
does not include the practical component (facial and makeup) , the team observed the area of the lab to be poorly 
maintained and messy. 

9. PROGRAM EVALUATION 
Certificate in Culinary Arts 
Academic Associate's Degree in Culinary Arts 

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~, and what are this person's qualifications? 
The culinary rograms are also overseen by Ms. Ji Soo Yang, academic director 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
□ Yes ~No 

If No, insert the section number in parentheses and explain: 
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(Section 3-1-511): Ms. Yang is not qualified, academically or experientially, to oversee the direction of the 
culinary arts programs. Ms. Yang does not have the appropriate credentials or the necessary work 
experience in the hospitality field to successfully direct a comprehensive review of these programs. 

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? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-511): The program administrator does not have sufficient time and resources to administer 
the academic associate's and the certificate programs in culinary arts. A review of Ms. Yang's signed 
ACICS data sheet and an on-site interview confirms that she devotes 10 percent of her time to teaching, 10 
percent to student counseling, 20 percent to other (unspecified) and 60 percent of her time on 
administration. Ms. Yang, academic director, manages ten programs, the distance education program, 
and both the Centreville and Silver Spring learning sites. In addition to being unqualified to lead the 
program, Ms. Yang also lacks the time and resources to do so. 

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 > l 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 D No ~ Not Applicable (Data not available.) 
If no~please list ~ grams that fall below the standards. 

here were no graduates from the culinary arts program for the 2014-2015 CAR period. 

9.07 List the community resources and describe how they are utilized to enrich the rogram(s). 
Community resources are utilized to support the culinary program as witnessed through the use of guest 
speakers and specialty site visits that enhance the classroom experience. The students are also active in 
community events through Rartici ation in local food festivals such as The Embassy Chef Challenge in 
Washington D.C. 

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 ~No 

If No, insert the section number in parentheses and explain: 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 51 of 87 

(Section 3-1-513(a)): The catalog does not accurately reflect the skill set attained upon graduating from 
the program. The students are qualified for an entry-level position into the hospitality industry. The 
program descriptions for the certificate and associate's degree in culinary arts state that students will be 
qualified to work as a professional chef. 

9.10 Does the program include an extemship? 
~Yes D No (lfNo , skip to question 9.11) 

(a) Does the institution have a written and mutually signed agreement that outlines the arrangement 
between the institut ion and the extemship site, including specific learning objectives , course 
requirements , and evaluation criteria? 
D Yes D No ~Not Applicable (no student is at the point of needing them) 
(b) Is the experience supervised by an appropriately qualified faculty member? 
~Yes 0No 
(c) Is there evidence , based on observation , that the externship is an appropriate culmination of 
previously studied theory and is appropriate for the program 's objectives? 
D Yes D No ~Not Applicable (site was not visited-please explain) 
No students were on extemship at the time of the visit. 

9.11 Does the program use independent studies? 
D Yes ~No (If No, skip to question 9. J 3) 

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 ? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-1-513(b) and Glossary): The course prerequisites are not appropriately identified or well­
sequenced in creating suitable building blocks that facilitate student learning. For example, CUA 153 -
Food Sanitation should be one of the first prerequisites established for a culinary student prior to them 
commencing their laboratory classes such as CU AIOI -Fundamentals of Cooking. 

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) Learning objectives 
~Yes 0No 
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(f) Instructional materials and references 
OYes ~No 
(g) Topical outline of the course 
~Yes ONo 
(h) Instructional methods 
~Yes ONo 
(i) Assessment criteria 
~Yes ONo 
(j) Method of evaluating students 
~Yes ONo 
(k) Date the syllabus was last reviewed 
~Yes ONo 
For Title JV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(I) 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 comp letion of the 

work assignments 
~ Yes D No D Not Applicable (Clock hour program) 

9.16 Do stude nts confirm that they receive a course syllabus and that it is followed? 
D Yes ~No 

If No, insert the section number in parentheses and exp lain: 
(Section 3-1-513(a) & Glossary) : The CUA153 Food Sanitation course syllabus is not being followed 
since the students do not receive a ServSafe Manual as stated in the syllabus. The culinary instructor is not 
qualified to teach the ServSafe class as she has not passed her ServSafe Proctor certificate which is a 
requirement set by the National Restaurant Association (NRA) to teach this specialty class. 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study ? 
~Yes ONo 

9.18 Was the team able to verify the backup documentation to support the placement rate for the prograrn(s) as 
reported on the last Campus Accountability Report submitted to the Council? 
D Yes D No ~ Not Applicable (there have been no grad uates) 

9.19 Was documentation on file to verify graduates classified on the CAR as "not available for placement "? 
D Yes D No ~Not Applicable 

FOR RENEWAL OF ACCREDITATION, INITIAL GRANTS, AND BRANCH INCLUSION ONLY 

9.20 Does the campus participate in Title IV financia l aid? 
~ Yes D No (IfNo , skip to question 9.23) 
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9.21 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? 
ISi Yes D No D Not Applicable (Clock hour programs only) 

9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
D Yes ISi No D Not Appl icable (Clock hour programs only) 

If No, insert the section number in parentheses and explain: 
(Section 2-2-S0l(a)): The team was only able to evaluate one week's out-of-class homework assignment. 
None of the papers were assigned a grade or appropriately evaluated or following the course syllabi 
grading matrix and federal regulatory guide lines. 

FOR ALL VISITS 

9.23 Are the following appropriate to adequately support the number of students and nature of the program? 
(a) Facilities . 
D Yes ISi No 
(b) Instructiona l equipment. 
D Yes ISi No 
( c) Resou rces . 
ISi Yes 0No 
( d) Personne l. 
ISi Yes D No 

If No for any item , insert the section number in parentheses and explain: 
(Section 3-1-531(a)): The kitchen facilities are not appropriately equipped with the commercial equipment 
and instructional smal l wares necessary to deliver the appropriate culinary experience and training required 
for a culinary student entering into the hospitality industry. For example , commercial open-range gas 
stoves and ovens with Ansul suppressant units wou ld be expected and appropriate. The culinary laboratory 
does not have sufficient safety equipment to provide student safety from hazards of occupational exposure 
during laboratory courses, e.g. fire blankets - deep fat frying. The program does not utilize Material Safety 
Data Sheets (MSDS) in the curriculum , which is an industry requirement. 

9.24 Are the following elements appropriately incorpora ted into the instruct iona l components of the program? 
(a) Systematic planning. 
D Yes IS]No 
(b) Well-defined instructional objectives. 
D Yes ISi No 
(c) The select ion and use of appropriate and current learning materials. 
ISi Yes 0No 
(d) Appropriate modes of instructional delivery. 
ISi Yes 0No 
(e) The use of appropriate assessment strategies. 
ISi Yes 0No 
(f) The use of appropriate experiences. 
ISi Yes 0No 
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If No for any item, insert the section number in parentheses and explain: 
(Sectio n 3-1-532(a) and (b)): The culinary program does not follow the traditional flow of systematic 
planning being incorporated in a traditional culinary school. The course syllabi do not contain well-defined 
instructional objectives that are necessary in building a well-rounded culinarian entering the hospitality 
field. 

FOR NONDEGREE PROGRAMS ONLY 

9.25 Is there an adequate core offul1- and/or part-time faculty to ensure sound direction and continuity of 
development for the educational programs ? 
~ Yes 0No 

FOR NONDEGREE PROGRAMS, AND OCCUPATIONAL ASSOCIA TE'S DEGREES ONLY 

9.26 Are all faculty assigned to teach in no more than three fields of instruction , with no more than five 
preparations? 
~Yes 0No 

FORNONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.27 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? 
0Yes ~No 

If No, insert the section number in parentheses and explain: 
(Sectio ns 3-2-104(c) & 3-4-302): The culinary instructor is not qualified to teach the ServSafe class as she 
has not passed her ServSafe Proctor certificate, which is a requirement set by the National Restaurant 
Association (NRA) to teach this specialty class. 

9.28 Is the size of the faculty appropriate to the total student enrollment? 
~Yes 0No 

FOR OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIA TE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

9.29 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 ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREES ONLY 

9.30 Are teaching loads reasonable? 
~Yes 0No 
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FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9 .31 Do all instructors teach no more than 3 2 hours per week ( except for an overload of one subject allowed 
with additional compensation)? 
(g]Yes 0No 

9.32 What is the current student/teacher ratio? 
The student/teacher ratio is 7:1 in the certificate program. 

9.33 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
[gj Yes D No 

FOR ACADEMIC ASSOCIA TE'S DEGREES ONLY 

9.38 Is the number of hours required to complete the program at least 60 semester hours , 90 quarter hours , or 
their equivalent , earned over a period of four semesters , six quarters, or the equivalent? 
(g]Yes 0No 

9.39 Is there a minimum of 30 semester hours , 45 quarter hours , or their equivalent in courses within the area 
of concentration? 
(g]Yes 0No 

9.40 Does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
D Yes (g]No 

If No, insert the sect ion number in parentheses and exp lain 
(Section 3-4-203): The existing culinary degree does not meet the appropriate academic standards 
established at other culinary institutions. Specifically, the correct laddering of the culinary program 
courses does not provide the appropriate building blocks of academic learning, commercial kitchen settings 
teaching industry specific training to the students, sense of urgency, or inco orating the skills and 
com etencies necessary to be successfu l in the ho~ tality industry. 

9.41 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
D Yes D No [gj Not Applicable (no students in the second year) 

9.42 Are the second-year courses based upon appropriate first-year prerequisites? 
D Yes D No [gj Not applicable 

COMMENTS: 
While the team values the institution as a member of the American Culinary Federation (ACF) , the team found the 
skills and competencies established by this organization for their rogrammatic accreditation are not being a lied 
currently in their own culinary Qrogram. 
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he quantity and severity of the findings identified for the culinary arts certificate and associate's degree 
programs raised serious concerns by the team regardin g the institution 's commitment to offer a quality program 
~n this field of study. 

COMMENDATIONS: 
The students interviewed by the team were very complimentary of their instructor, and stated Chef Randall was 
always available for assistance and encouragement , when needed. 

9. PROGRAM EVALUATION 
Certificate in Dental Laboratory Technology 
Academic Associate's Degree in Dental Laboratory Technology 

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? 
Dr . Han Il Kim, director of the certificate and academic associate's dental laboratory programs, has an 
associate's degree in dental laboratory technology from Korea University , a bachelor's degree in 
mechanical engineering from Myongi University , and a master's degree in biomedical engineering from 
Yonsei University. Dr . Kim has over nine years of experience as a dental technician and has been a dental 
laboratory technology instructor for over seven years. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
~Yes ONo 

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 ONo 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
~Yes ONo 

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)? 
~ Yes D No D Not Applicable (Data not available.) 
(b) Student placement rate of70 percent? 
~ Yes D No D Not Applicable (Data not available.) 

9.07 List the community resources and describe how they are utilized to enrich the rogram~ ). 
Community resources utilized by the dental laboratory technology certificate and academic associate's 
programs include field tril)ll nd guest lectures. Documentation and on-site interviews confirmed that at 
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least each quarter a guest speaker is scheduled or students _ .._ _ __.___ to a dental laboratory. _..__ 
An advisory board for the programs meets annually. 

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 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? 
~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) 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 
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For Title IV participant campuses that have lecture courses in credit hour programs or clock-to-credit 
hour programs only: 
(I) 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 students confirm that they receive a course syllabus and that it is followed? 
~Yes ONo 

9.17 Are the courses available when needed by the student in the normal pursuit of a program of study? 
~Yes ONo 

9.18 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) 

How many calls to graduates or employers were attem ted? 
he following numbers of calls were made to graduates for the following__J)Iograms: 

Certificate in Dental Laboratory Technology: 2 
Academic Associate's degree in Dental laboratory Technology: I 

How many calls to graduates or employers were successful? 
The following numbers of calls, by program, were successful: 
Certificate in Dental Laboratory Technology: 2 
Academic Associate's degree in Dental Laboratory Technology: 1 

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. 
All three calls confirmed the employment of the graduate as reported on the unofficial CAR 

9.19 Was documentation on file to verify graduates classified on the CAR as "not available for placement "? 
D Yes D No ~ Not Applicable 

FOR RENEW AL OF ACCREDITATION, INITIAL GRANTS , AND BRANCH INCLUSION ONLY 

9.20 Does the campus participate in Title IV financia l aid? 
~ Yes D No (If No, skip to question 9.23) 

9.21 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 Educatio n for Title IV funding? 
~ Yes D No D Not Applicable (Clock hour programs only) 

9.22 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. 
Throug h on-site student and faculty interviews and a review of homework assignments it was evident that 
out-of-class work is being evaluated. 

FOR ALL VISITS 

9.23 Are the following appropriate to adequately support the number of students and nature of the program? 
(a) Facilities. 
~Yes 0No 
(b) .Instructional equipment. 
0Yes ~No 
( c) Resources. 
~Yes 0No 
( d) Personnel. 
~Yes 0No 

If No for any item, insert the section number in parentheses and explain: 
(Section 3-1-531(a)): Proper instructional equipment is not available to support the nature of the programs. 
The dental laboratory technology certificate and academic associate's degree programs do not have 
sufficient safety equipment to provide student safety from hazards of occupational exposure during 
laboratory courses DLT154 and DLTCl 54 and for DLT 101 and DLTC101. On-site, the institution did 
state that safety glasses were included in the student kits. Through classroom and laboratory observation 
and student interviews, the utilization of safety eyeware for all students was not demonstrated. Laboratory 
safety equipment does not provide eye and face protection to protect students against chemical , 
environmental , or mechanical irritants and hazards. 

9.24 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 
(f) The use of appropriate experiences. 
~Yes 0No 

FORNONDEGREEPROGRAMSONLY 

9.25 Is there an adequate core of full- and/or part-time faculty to ensure sound direction and continuity of 
development for the educational programs? 
~Yes 0No 
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FOR NONDEGREE PROGRAMS, AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.26 Are all faculty assigned to teach in no more than three fields of instruction , with no more than five 
preparations? 
[gj Yes D No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIA TE'S, 
AND BACHELOR'S DEGREES ONLY 

9.27 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? 
[gj Yes 0No 

9 .28 Is the size of the faculty appropriate to the total student enrollment? 
[gj Yes 0No 

FOR OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIA TE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

9.29 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
C8J Yes D No 

FOR ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREES ONLY 

9.30 Are teaching loads reasonable? 
[gj Yes 0No 

FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIA TE'S DEGREES ONLY 

9.31 Do all instructors teach no more than 32 hours per week (except for an overload of one subject allowed 
with additional compensation)? 
[gj Yes 0No 

9.32 What is the current student/teacher ratio? 
The student to faculty ratio in the dental laboratory technology certificate program is 3: 1. 

9.33 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
[gj Yes D No 

FOR ACADEMIC ASSOCIA TE'S DEGREES ONLY 

9.38 Is the number of hours required to complete the program at least 60 semester hours , 90 quarter hours , or 
their equivalent , earned over a period of four semesters , six quarters , or the equivalent ? 
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~Yes □No 

9.39 Is there a minimum of 30 semester hours , 45 quarter hours , or their equivalent in courses within the area 
of concentration? 
~Yes 0No 

9.40 Does the curriculum quanti tatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
~Yes 0No 

9.4 1 Is enrollment in the seco nd academ ic year of the two-year program sufficient to support regularly 
scheduled classes? 
~ Yes D No D Not App licable (no students in the second year) 

9.42 Are the second-year courses based upon appropriate first-year prerequisites? 
~ Yes D No D Not applicable 

9. PROGRAM EVALUATION 
Certificate in Massage Therapy 
Academic Associate's Degree in Massage Therapy 

ALL PROGRAMS 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
~ Yes D No (If No, skip to question 9. 02) 

If Yes, describe how the program provides student s with the necessary skills to obtain licensure , 
certification , or other registration necessary to practice in the specific occupational or professional area. 
The massage therapy program is structured so that students receive theory followed by practical 
application of the information reviewed. 

(a) Is there a federal or state licensing agency pass rate established for this program? 
0Yes ~No 

(b) What are this program 's pass rates for the past three years? 
Year: Pass Rate : ~ Not Avai lable 
Year: Pass Rate: ~ Not Avai lable 
Year: Pass Rate: ~ Not Available 

( c) Does the current year ' s program pass rate exceed or meet the higher of the two pass rates, as set by 
either state or federa l requirements or the Council standard of 70 percent? 
D Yes D No ~ Not Applicable 

9.02 Who is assigned to administer the academic program(s) , and what are this person 's qualifications? 
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Mr. Laszlo Balazs is assigned to administer the massage therapy programs. Mr. Balazs is licensed as a 
massage therapist in Maryland and Virginia, and has 10 years of experience in the massage industry. 

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 standards for the following areas: 
(a) Student retention rate of 65 percent (programs > I year in length) OR 70 percent (programs :S I 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.) 
If no, lease list J2!:0grams that fall below the standards. 
Certificate in Massage Therapy: 67 ercent 

If No, does the campus provide the following: 
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). 
The institution invites guest speakers from local spas and salons come in to demonstrate massage 
techniques. The massage students also participate in field trips to local massage establishments . 

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 12:J No (If No, skip to question 9.1 J) 

9.11 Does the program use independent studies? 
D Yes 12:J No (If No, skip to question 9.13) 
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9 1] Are the curriculum and length of the program appropriate to meet the educational and placement objectives 
of the program? 
[2JYcs D"o 

9 14 Are course prerequisites appropriate, are they identified in the catalog, and are they being followed? 
[2JYcs D"o 

9 15 Is an appropriately detailed syllabus on file for each course that includes the following elements' 1 

(a) Title and course descriptions 
[2JYcs D"o 
(b) Course numbers 
[2JYes D"o 
(c) Course prerequisites and/or corequisites 
[2JYcs D"o 
(d) lnstmctional contact hours/credits 
[2JYes D"o 
(e) Leaming objectives 
[2JYcs D"o 
(t) lnstmctional materials and references 
[2JYes D"o 
(g) Topical outline of the course 
[2JYcs D"o 
(h) lnstmctional methods 
[2JYes D"o 
(i) Assessment criteria 
[2JYcs D"o 
U) Method of evaluating students 
[2JYes D"o 
(k) Date the syllabus was last reviewed 
[2JYcs D"o 
For Title IV participant campmes that have lecture cour . .;es in credit hour program.,· or clock-to-credit 
hour prognm1s only: 
(1) Out-of-class work assignments that support the learning objectives for the course 
C8J Yes D :"Jo D l\ot 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 
[2J Yes D "o D l\ot Applicable (Clock hour program) 

9 16 Do students confirm that they receive a course syllabus and that it is follmvcd') 
[2JYes D"o 

9 17 Arc the courses available when needed by the student in the normal pursuit of a program of study') 
[2JYcs D"o 

9 18 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') 
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~Yes □No D Not Applicable (there have been no graduates) 

How many calls to graduates or ef!!Ployers were attempted? 
here were six calls made to em lo ers or graduates. 

How many calls to graduates or employers were successful? 
here were six successful contacts made . 
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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 confirmations. 
All of the successful contacts confirmed employment of the graduates. 

9.19 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes D No ~ Not Applicable 

FOR RENEWAL OF ACCREDITATION, INITIAL GRANTS, AND BRANCH INCLUSION ONLY 

9.20 Does the campus participate in Title IV financial aid? 
~ Yes D No (If No, sldp to question 9.23) 

9.21 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 programs only) 

9.22 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. 
Students tum in their homework assignments for grading, and the instructor logs the grades into the 
gradebook. This information was provided by Ms. Ji Sao Yang. 

FOR ALL VISITS 

9.23 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. 
i:gj Yes D No 

9.24 Are the following elements appropriate ly incorporated into the instructional components of the program? 
(a) Systematic planning . 
i:gj Yes D No 
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(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 
(f) The use of appropriate experiences. 
~Yes 0No 

FORNONDEGREEPROGRAMSONLY 

9.25 Is there an adequate core of full- and/or part-time faculty to ensure sound direction and continuity of 
development for the educational programs? 
~Yes 0No 

FOR NONDEGREE PROGRAMS, AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.26 Are all faculty assigned to teach in no more than three fields of instruction , with no more than five 
preparations? 
~ Yes 0No 

FORNONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.27 Do the faculty members ' qualifications meet the minimum requirements outlined in theAccreditahon 
Criteria, and are their qualifications academically and experientially appropriate to the subject matter 
they teach and the level of the credential awarded? 
~Yes 0No 

9.28 Is the size of the faculty appropriate to the total student enrollment? 
C8]Yes 0No 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

9.29 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
C8]Yes 0No 

FOR ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREES ONLY 

9.30 Are teaching loads reasonable? 
~Yes 0No 
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FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.31 Do all instructors teach no more than 32 hours per week (except for an overload of one subject allowed 
with additional compensation)? 
~Yes 0No 

9.32 What is the current student/teacher ratio? 
The current student/teacher ratio is 4: 1 in the certificate program. 

9.33 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
~Yes 0No 

FOR ACADEMIC ASSOCIA TE'S DEGREES ONLY 

9.38 Is the number of hours required to complete the program at least 60 semester hours, 90 quarter hours , or 
their equiva lent, earned over a period of four semesters , six quarters , or the equivalent? 
~Yes 0No 

9.39 Is there a minimum of 30 semester hours, 45 quarte r hours, or thei r equivalent in courses within the area 
of concentratio n? 
~Yes 0No 

9.40 Does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
~Yes 0No 

9.4 1 Is enrollment 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 second year) 

9.42 Are the second-year courses based upon appropriate first-year prerequisites? 
D Yes D No D Not applicab le 

9. PROGRAM EVALUAT ION 
Academic Associate's Degree in Teaching English for Early Childhood 

FOR ALL PROGRAMS 

9.01 Is licensure, certification, or registration required to practice in the specific career field? 
D Yes ~ No (IfNo , skip to question 9.02) 

9.02 Who is assigned to administer the academic program(s), and what are this person ' s qualifications? 
Ms . Yang, academic director, is also assigned to administer the teaching English for early childhood 
program. As previously outlined, Ms. Yang holds a bachelor's degree in special education and a master ' s 
degree in early childhood special education. 
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9.03 Does this individual possess appropriate academic or experiential qualifications? 
ISi Yes 0 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)? 
ISi Yes 0No 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
ISi 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)? 
ISi Yes D No D Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
D Yes D No ISi Not Applicable (Data not available.) 

9.07 List the community resources and describe how they are utilized to enrich th~ ogram(s). 
IT'he College has various children's centers and libraries in the vicinity, and also brings in guest speakers o 
occasion. 

9.08 Is the utilization of community resources sufficient to enrich the program? 
ISi 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? 
ISi Yes 0No 

9.10 Does the program include an extemship? 
D Yes ISi No (ff No, skip to question 9.11) 

9.11 Does the program use independent studies? 
D Yes ISi 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? 
ISi Yes D No 

9.14 Are course prerequisites appropriate , are they identified in the catalog , and are they being followed ? 
ISi Yes 0No 

9.15 Is an appropriately detailed syllabus on file for each course that include s the following elements? 
(a) Title and course descriptions 
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[g)Yes 0'1o 
(b) Course numbers 
[gjYcs 0'1o 
(c) Course prerequisites and/or corequisites 
[g)Yes 0'1o 
(d) lnstmctional contact hours/credits 
[gjYcs 0'1o 
(e) Leaming objectives 
[g)Yes 0'1o 
(t) lnstmctional materials and references 
[gjYcs 0'1o 
(g) Topical outline of the course 
[g)Yes 0'1o 
(h) lnstmctional methods 
[gjYcs 0'1o 
(i) Assessment criteria 
[g)Yes 0'1o 
U) Method of evaluating students 
[gjYcs 0'1o 
(k) Date the syllabus was last reviewed 
[g)Yes 0'1o 
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For Title IV participant campmes that have lecture cour . .;es in credit hour program.,· or clock-to-credit 
hour program.,· on~v: 
(1) Out-of-class work assignments that support the learning objectives for the course 
[gJ Yes D 'lo D l\ot Applicable (Clock hour program) 
(m)A description of the minimum amount of time a student is expected to spend on completion of the 

\Vork assignments 
[g)Yes 0'1o D T\ot Applicable (Clock hour program) 

9 16 Do students confirm that they receive a course syllabus and that it is follmved') 
[gjYcs 0'1o 

9 17 Are the courses available when needed by the student in the nonnal pursuit ofa program of study? 
[g)Ycs 0'1o 

9 18 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 Counci1'1 

D Yes D :"Jo [Z] l\ot Applicable (there have been no graduates) 

9 19 Was documentation on file to verify graduates classified on the CAR as '·not available for placement''? 
D Yes D 'lo [gJ l\ot Applicable 

FOR RE:\EWAL OF ACCREDITA TIO:\, l:\ITIAL GRANTS, AND BRA:\CII INCLt:SION O:\LY 

9 20 Does the campus participate in Title IV financial aid? 
[Z] Yes D :"Jo (lf:"Jo, skip to question 9.23) 
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9.21 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 programs only) 

9.22 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 an interview with instructors, a request was made to display their gradebooks. They were able to 
demonstrate that out-of-class work is being evaluated. 

FOR ALL VISITS 

9.23 Are the following appropriate to adequate ly support the number of students and nature of the program? 
(a) Facilities . 
~Yes 0No 
(b) Instructiona l equipment. 
~Yes 0No 
( c) Resou rces . 
~Yes 0No 
( d) Personne l. 
~Yes 0No 

9.24 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 
(f) The use of appropriate experiences. 
~Yes 0No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIATE' S, 
AND BACHELOR'S DEGREES ONLY 

9.27 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 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT 

9.28 Is the size of the faculty appropriate to the tota l student enrollment? 
~Yes 0No 

FOR OCCUPAT IONAL ASSOCIA TE'S, ACADEMIC ASSOCIA TE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 
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9.29 Is an adequate core of full- and part-time facu lty employed to ensure sound direction and continuity of 
development for the program? 
~Yes 0No 

FOR ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREE S ONLY 

9.30 Are teaching loads reasonable? 
~Yes 0No 

FOR ACADEMIC ASSOCIA TE'S DEGREES ONLY 

9.38 Is the number of hours requ ired to complete the program at least 60 semester hours , 90 quarter hours , or 
their equivalent , earned over a period of four semesters , six quarters , or the equivalent? 
~Yes 0No 

9.39 Is there a min imum of 30 semester hours , 45 quarte r hours , or their equivalent in courses with in the area 
of concentratio n? 
~Yes 0No 

9.40 Does the curriculum quantitatively and qualitatively approxi mate the standa rds at othe r collegiate 
institutions offering the same degree? 
~Yes 0No 

9.4 1 Is enro llment in the second academ ic year of the two-year program sufficient to support regularly 
schedu led classes? 
~ Yes D No D Not App licable (no students in the second year) 

9.42 Are the second-year courses based upon appropriate first-year prerequisites? 
~ Yes D No D Not app licab le 

9. PROGRAM EVA LUATION 
Academic Associate 's Degree in Technical and Business English 

FOR ALL PROGRAMS 

9.01 Is licensure, certificatio n, or registration required to pract ice in the specific career field? 
D Yes ~ No (IfNo , skip to question 9.02) 

9.02 Who is assigned to admin ister the academic program(s) , and what are this person ' s qualifications ? 
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Ms. Sabah Cohan is assigned to administer the Technical and Business English program. Ms. Cohan holds 
a bache lor's degree from Sanford-Brown College and an MBA from Strayer University. Ms. Cohan has 
been in her current position for two weeks and was an adjunct professor prior to her present appointment. 

9.03 Does this individual possess appropriate academic or experiential qualifications ? 
[gj Yes D No 

9.04 Is there evidence that the program administrator has sufficient authority and responsibilit y for the 
development and administration of the educational program(s)? 
[gj Yes D No 

9.05 Are the time and resources devoted to the administration of the educational program(s ) sufficient? 
[gj 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 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)? 
[gj Yes D No D Not Applicable (Data not available.) 

(b) Student placement rate of 70 percent? 
D Yes D No [gj Not Applicable (Data not available.) 

9.07 List the community resources and describe how they are utilized to enrich the program(s) . 
There are law libraries and various businesses in the area for students to visit. The institution has also 
brought in speakers from the area. 

9.08 Is the utilization of community resources sufficient to enrich the program ? 
[gj 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? 
[gj Yes 0No 

9.10 Does the program include an extemship? 
D Yes ~ No (If No, skip to question 9.1 J) 

9.11 Does the program use independent studies? 
D Yes [gj No (IjNo, 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? 
[8J Yes 0No 

9.14 Are course prerequisites appropriate , are they identified in the catalog , and are they being followed? 
[8J Yes 0No 
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9 15 Is an appropriately detailed syllabus on file for each course that includes the following elements' 1 

(a) Title and course descriptions 
12]Yes 0'1o 
(b) Course numbers 
12]Ycs 0'1o 
(c) Course prerequisites and/or corequisites 
12]Yes 0'1o 
(d) Instructional contact hours/credits 
12]Ycs 0'1o 
(e) Leaming objectives 
12]Yes 0'1o 
(f) Instructional materials and references 
12]Ycs 0'1o 
(g) Topical outline of the course 
12]Yes 0'1o 
(h) Instructional methods 
12]Ycs 0'1o 
(i) Assessment criteria 
12]Yes 0'1o 
U) \.1ethod of evaluating students 
12]Ycs 0'1o 
(k) Date the syllabus \Vas last revie\ved 
12]Yes 0'1o 
For Title IV participant campuse:-.· that have lecture course:-.· in credit hour program .. ,· or clock-to-credit 
hour program .. ,· on~v: 
(l) Out-of-class \Vork assignments that support the learning objectives for the course 
C3J: Yes D \lo D T\ot Applicable (Clock hour program) 
(m)A description of the minimum amount of time a student is expected to spend on completion of the 

\Vork assignments 
12]Ycs 0'1o D l\ot Applicable (Clock hour program) 

9 16 Do students confinn that they receive a course syllabus and that it is followed' 1 

12]Ycs 0'1o 

9 17 Are the courses available when needed by the student in the nonnal pursuit ofa program of study? 
12]Yes 0'1o 

9 18 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 Counci1'1 

D Yes D \lo C3J: T\ot Applicable (there have been no graduates) 

9 19 Was documentation on file to verify graduates classified on the CAR as ·'not available for placement"'') 
D Yes D 'lo 12] l\ot Applicable 

FOR RE:\EWAL OF ACCREDITA TIO:\, l:\ITIAL GRANTS, AND BRA:\CII INCLt:SION O:\LY 
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9.20 Does the campus participate in Title IV financial aid? 
ISi Yes D No (IfNo, skip to question 9.23) 

9.21 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? 
ISi Yes D No D Not Applicable (Clock hour programs only) 

9.22 Is there evidence that out-of-class work or the equivalency is being evaluated? 
ISi Yes D No D Not Applicable (Clock hour programs only) 

If Yes, briefly describe the documentation of evaluation viewed on site. 
Students were asked to submit work and comment on the assignments given at the beginning of class, 
which is then followed by instructor feedback. 

FOR ALL VISITS 

9.23 Are the following appropriate to adequately support the number of students and nature of the program? 
(a) Facilities. 
ISi Yes 0No 
(b) Instructional equipment. 
ISi Yes D No 
( c) Resources . 
ISi Yes D No 
( d) Personnel. 
ISi Yes 0No 

9.24 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning. 
ISi Yes 0No 
(b) Well-defined instructional objectives. 
ISi Yes 0No 
(c) The selection and use of appropriate and current learning materials . 
ISi Yes 0No 
(d) Appropriate modes of instructional delivery. 
ISi Yes 0No 
(e) The use of appropriate assessment strategies. 
ISi Yes 0No 
(f) The use of appropriate experiences. 
ISi Yes 0No 

FOR NONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIATE' S, 
AND BACHELOR'S DEGREES ONLY 
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9 27 Do the faculty members' qualifications meet the minimum requirements outlined in the Accreditatwn 
Cntena, and are their qualifications academically and experientially appropriate to the subject matter 
they teach and the level of the credential a\vardcd') 
12]Yes 0'1o 

9 28 ls the size of the faculty appropriate to the total student enrollment') 
12]Ycs 0'1o 

FOR OCCUPATIONAL ASSOCIATE'S, ACADE:VIIC ASSOCIATE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

9 29 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program' 1 

12]Ycs 0'1o 

FOR ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREES ONLY 

9 30 Arc teaching loads reasonable') 
12]Ycs 0'1o 

FOR ACADEMIC ASSOCIATE'S DEGREES O'iLY 

9 38 ls the number of hours required to complete the program at least 60 semester hours, 90 quarter hours, or 
their equivalent, earned over a period of four semesters, six quarters, or the equivalent? 
12]Yes 0'1o 

9 39 ls there a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the area 
of concentration' 1 

12]Yes 0'1o 

9 40 Docs the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree' 1 

12]Yes 01'o 

9 4 l ls enrollment in the second academic year of the t\vo-ycar program sufficient to support regularly 
scheduled classes? 
C3J Yes D T\o D T\ot Applicable (no students in the second year) 

9 42 Arc the second-year courses based upon appropriate first-year prerequisites') 
12] Yes D l\o D l\ot applicable 

ENGLISH AS A SECOND LANGt:AGE 

F 0 1 Who is assigned to administer the academic program(s), and what are this person's qualifications? 
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The English as a Second Language (ESL) program is administered by Ms. Min Jung Park. 
Ms. Park holds a certificate in TESOL from Sangmyung University in Seoul, Korea, and a master's degree 
in TESOL from New York University. Ms. Park serves only as program administrator and does noti 
currently teach classes , although she stated that she has taught in the past. 

F.02 Does this individual possess appropriate academic or experiential qualifications? 
~Yes ONo 

F.03 Is there evidence that the program admin istrator has sufficient authority and responsibility for the 
development and administration of the educational program(s) ? 
~Yes ONo 

F.04 Are the time and resources devoted to the administration of the educational program(s ) sufficient? 
~Yes ONo 

F.05 Does the curriculum evidence a well-organized sequence of appropriate subjects leading to an occupational 
objective , an academic credential , or both? 
~Yes ONo 

F.06 Does the catalog and/or other advertising material such as brochu res and the institution ' s web site, 
accurately describe the program and its objectives? 
~Yes ONo 

F .07 Is an appropriately detailed syllabus on file for each course that includes: 
(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? 
~Yes ONo 
(e) Learning objectives? 
~Yes ONo 
(f) Instructional materials and references ? 
~Yes ONo 
(g) Topical outline of the course? 
~Yes ONo 
(h) Instructional methods? 
~Yes ONo 
(i) Assessment criteria ? 
~Yes ONo 
(j) Method of evaluating students? 
~ Yes ONo 
(k) Date the syllabus was last reviewed ? 
~Yes ONo 
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F.08 Do students confirm that they receive a course syllabus and that it is followed? 
ISi Yes ONo 

F.09 Are the following appropriate to adequately support the number of students and nature of the program? 
(a) Facilities. 
ISi Yes ONo 
(b) Instructional equipment. 
ISi Yes ONo 
( c) Resources. 
ISi Yes D No 
( d) Personnel. 
ISi Yes ONo 

F.10 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning. 
ISi Yes ONo 
(b) Well-defined instructional objectives. 
ISi Yes ONo 
(c) The selection and use of appropriate and current learning materials. 
ISi Yes ONo 
(d) Appropriate modes of instructional delivery. 
ISi Yes ONo 
(e) The use of appropriate assessment strategies. 
ISi Yes ONo 
(f) The use of appropriate experiences. 
ISi Yes ONo 

F.11 List the community resources and describe how they are utilized to enrich the program(s). 
The insitution uses various community resources, including field trips to local landmarks, museums, and 
festivals. They also take long-distance field trips to other cities. 

F .12 Is the utilization of community resources sufficient to enrich the program? 
ISi Yes D No 

F.13 Are all faculty assigned to teach in no more than three fields of instruction, with no more than five 
preparations ? 
ISi Yes D No 

F.14 Is the size of the faculty appropriate to the total student enrollment? 
ISi Yes D No 

F.15 Does the campus demonstrate the involvement of ESL faculty in professional organizations and 
workshops , enabling them to meet the special needs of the ESL student? 
D Yes IS]No 
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If No, insert the section number in parentheses , list the faculty and course, and explain: 
(Appendix F, # 7): The faculty had no organization affiliations or memberships. Related to professiona l 
development plans, only a few instructors had adequate workshops and seminars listed, most of which 
were in-service events. Further , the professional development forms were dated for 2015 and none were in 
place for the current year as required. 

F.16 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? 
[g] Yes D No 

F.17 Do all instructors teach no more than 32 hours per week (except for an overload of one subject allowed 
with additional compensation)? 
D Yes (g]No 

If No, insert the section number in parentheses, list the instructor and course, and explain: 
(Section 3-2-101): Instructor Craig C. Markley has an excessive teaching load. Mr. Markley is currently 
teaching 35.5 hours a week and has 9 preparations for the current teaching period. 

F.18 What is the current student/teacher ratio? 
The current student/teacher ratio is 18 to 1. 

F.19 Is the current student-teacher ratio reasonab le for the mode of delivery and course content? 
[g] Yes D No 

FOR STAND -ALONE ESL PROGRAMS ONLY 

F.20 Does the campus administer a nationally recognized entrance and exit examination? 
D Yes (g]No 

If No for any item, insert the section number in parentheses and explain: 
(Appendix F, # 2): The institution does not administer an exit examination for the ESL program. While 
the institution does provide an entrance exam to incoming students, they do not have an exit exam in 
place. 

F.21 Does the admissions policy for the ESL program meet ACICS and Department of Education standards by 
requiring that admitted participants be undergraduate students who : 
(a) have previous knowledge , training and skills in a vocational field? 

0Yes 0 No 
OR 
(b) are solely enrolled to obtain ESL competency unrelated to a vocation? 

(g] Yes 0 No 

F .22 Does the program lead to a degree or certificate? 
(g] Yes D No D Not Applicable (not a stand-alone program) 
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F.23 Is the length of the program: 
At least one year in length (public or non-profit institution of higher education)? 

OR 
At least six months in length (postseconda,y vocational intuition or a proprietary institution of higher 
education)? 
rgj Yes ONo 

GENERAL COMMENTS: 
The team found that the institution provides a good foundation for students to learn and pursue their goals of 
learning English. The faculty is enthusiastic, which is reflected in the overall student attitude. 

LEARNING SITES REVIEW REPORT 
COLUMBIA COLLEGE - CENTREVILLE 

1. Who has responsibility for the administration of the teaming site? Describe the individual' s academic 
credentials and professional experience . 
Ms. Yang, academic director, manages both the Centreville and Silver Spring learning sites. As 
previously outlined, Ms. Yang holds a bachelor 's degree in special education from Kangnam 
University in South Korea and a master's degree in early childhood special education from John 
Hopkins University. She has three years of special education teaching experience. Ms. Yang j oined 
Columbia College in 2012. 

2. What is the distance (i.e. driving or walking distance) between the learning site and the campus that has 
administrat ive oversight of it? 
The Centerville learning site, located at 5940 Centreville Crest Lane, Centreville, Virginia, is 
approximately 14 miles from the main campus. With normal traffic, the Centreville learning site is a 
20-minute drive from the institution. 

3. Describe how appropriate provisions have been made for supervision and monitoring of the learning site 
by the administration of the campus that is administra tively responsible for the learning site . 
The Centrevi lle learning site employs three administrators, who assist with student services and act as 
liaisons to connect students with the appropriate resources from the main Fairfax location as needed. 
Additionally, Ms. Yang spends one day each week at each learning site interacting with students and 
faculty. 

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 oversigh t campus . 
The learning site administrators are available to assist with student services. Other student service staff 
members travel to the site when requested to address specific student concerns. Students can also 
come to the Fairfax location or contact student services by phone or email. 

5. List the staff members employed only at the team ing site, if appl icable. 
• Ms. Ran i Park , Centreville extension administrator 
• Ms. Dina Amer, Centrevi lle extension administrator 
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• Ms. Sophie Lee"' Centreville extension administrator 

"Extension administrator" is the official name of the staff members employers at the site as they all 
serve as liaisons to the main campus. 

6. Describe how students are informed, during the recruitment and enrollment process , that they will be 
attending classes at the learning site location. Are full programs offered at the learning site or only 
courses? Please specify. 
Students are advised of which programs and courses are available at the Centreville learning site 
during the recruitment and enrollment process. Cosmetology students are advised that the program is 
only available at the Centreville location. ESL students are advised that courses can be taken at all 
locations. 

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 o_eulation. 
The learning site has a student population of 125 and currently offers 2 academic rograms. The 

,earning site employs a total of 10 adjunct and full-time faculty members. 

8. List the instructional equipment available for faculty and student usage at the learning site. 
The instructional equipment for the Centreville learning site includes two portable projectors , a media 
resource area with 3 computers, 2 manicure stations, 2 pedicure chairs , a waxing chair, 2 salon sinks, 
and 10 salon chairs. 

9. Describe the physical facility. Does it appear to be adequate and appropriate to support the educational 
programs offered and the current enrollment at the learning site? 
Located on the lower level of Centreville Crest Shopping Center, the Centreville learning site is 
approximately 8,140 square feet in area. It consists of two large reception areas, media resource room, 
six ESL classrooms , four cosmetology classrooms , four cosmetology labs, two storage rooms, and a 
full salon. The salon includes two manicure stations, two pedicure stations, eight open workstations, a 
waxing room, and a private room for clients whose religious/cultural customs do not permit them to 
reveal their hair publicly. 

10. Describe how the learning site is referenced in all advertising , including the catalog of the oversight 
campus. 
The learning sites are listed on the back cover of the current catalog. All advertising materials clearly 
reference the learning site locations next to the address of the institution . 

LEARNING SITES REVIEW REPORT 
COLUMBIA INSTITUTE - SILVER SPRING 

1. Who has responsibility for the administration of the learning site? Describe the individual 's academic 
credentials and professional experience. 

Ms. Yang, who joined the College in 2012, is the academic director , and manages both the Centreville 
and Silver Spring learning sites. She holds degrees in special education and early childhood special 
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education, and has three years of special education teaching experience. 

2. What is the distance (i.e. driving or walking distance) between the learning site and the campus that has 
administrative oversight of it? 
The Silver Spring learning site, located at 12125 Viers Mill Road, Silver Spring, Maryland , is 
approximately 22 miles from the main campus. With normal traffic, the site is a 35-minute drive from 
the institution. 

3. Describe how appropriate provisions have been made for supervision and monitoring of the learning site 
by the administration of the campus that is administratively responsible for the learning site. 
The learning site employs three learning site administrators, who assist with student services and act as 
liaisons to connect students with the appropriate resources from the main Fairfax location as needed. 
Additionally, Ms. Yang spends one day each week at the learning site interacting with students and 
faculty. 

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 . 
The learning site administrators are available to assist with student services. Other student service staff 
members travel to the site when requested to address specific student concerns. Students can also 
come to the Fairfax location or contact student services by phone or email. 

5. List the staff members employed only at the learning site, if applicable. 
• Ms. Joo Kim, Silver Spring extension administrator 
• Ms. Jennifer Song, Silver Spring extension administrator 
• Ms. Mekdes Asefa, Silver Spring extension administrator 

6. Describe how students are informed, during the recruitment and enrollment process , that they will be 
attending classes at the learning site location. Are full programs offered at the learning site or only 
courses? Please specify. 
Students are advised of which programs and courses are available at the learning site during the 
recruitment and enrollment process. Massage therapy students are advised that the program is 
available at the Fairfax and Silver Spring location s. ESL students are advised that courses can be taken 
at all locations. 

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 poyulatio n. 
The Silver S ring learning site has a student po ulation of 58 and em loys 8 adjunct faculty members. 

8. List the instructional equipment available for faculty and student usage at the learning site. 
The Silver Spring learning site includes a portable projector , 20 computers , 2 massage chairs , and 9 
massage tables. 

9. Describe the physical facility. Does it appear to be adequate and appropriate to support the educational 
programs offered and the current enrollment at the learning site? 
Occupying the second floor of a three-story office building , the Silver Spring learning site is 
approximately 6,380 square feet in area. It consists of two reception areas, three ESL classrooms, two 
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testing rooms, one massage therapy lecture classroom, three massage therapy labs, two massage 
rooms, a kitchen/breakroom, and a massage lounge. 

10. Describe how the learning site is referenced in all advertising, including the catalog of the oversight 
campus. 
The learning sites are listed on the back cover of the current catalog. All advertising materials clearly 
reference the learning site locations next to the address of the institution. 
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Sl I\L\1ARY 

Based on the team's review, the following areas require an explanatory response: 

Number Section Summarv Statement 
I Section 2-2-501(a) Evidence does not exist that out-of-class work is being evaluated in the 

culinary arts program (page 53) 
2 Section 3- 1-111 The institution docs not have a current CEP that describes the expected 

outcomes of the plans, nor does it describe how the data have been 
used to improve the educational processes (pages 7-9). 

3 Section 3-1-112 The institution docs not have documentation to demonstrate 
implementation of the CEP (page 9) 

4 Section 3-1-113 The institution does not evaluate the CEP at least annually (page 10). 
5 Section 3-l-202(a) There is not evidence that the administration of the institution is 

effective (page 10). 
6 Section 3-1-303(a) The institution docs not keep adequate records to support admissions 

activities, curriculum, or the facultv (Pauc 12) 
7 Section 3-1-414 The institution does not use appropriate enrollment agreements for all 

students (page 13). 
8 Section 3-1-441(c) The institution docs not conduct follmv-up studies on graduate 

satisfaction following placement, and the studies arc not appropriate 
(page 20). 

9 Section 3-1-501 There is no evidence that faculty are aware of the academic 
governance policv (Pauc 22) 

Ill Section 3-1-511 The administration of the business administration, computer science, 
and culinary arts programs arc not performed by a qualified individual 
with appropriate administrative and educational experience (pages 35, 
40, and \0) 

There is no evidence that the program administrators of the business 
administration, computer science, and culinary arts programs have the 
authority and responsibility for the development and administration of 
the programs (Paucs 35, 40, and 50) 

11 Sections 3-1-513(a), The catalog docs not meet Council"s standards in a number of areas 
3-1-701 and (pages 28, 29, and\ I). 
Annendix C 

12 Section 3-1-513(a) Syllabi not being followed in the culinary arts program (page 52). 
& Glossary 

13 Section 3-l-513(b) Course prerequisites in the culinary arts program are not appropriate 
& Glossary (page \I). 

14 Sections 3-1-531(a) The facilities and instmctional equipment arc not adequate to support 
and 3-1-601 the culinary arts or dental laboratory technology programs (pages 27, 

53, and 59). 
15 Sections 3-1-532(a) Systematic planning and well-defined instructional objectives are not 

and (b) incorporated into the instructional components of the culinary arts 
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programs (page 54). 
16 Section 3-1-543 The institution does not have a current and appropriate faculty 

development plan on file for each individual (page 24) 
17 Section 3- 1-704 The institution docs not publish appropriate performance information 

(oage 30). 
18 Sections 3-1-800 (d) StafTis not adequate to provide support the development, organization 

and 3-4-401 of the collection, and access of the library resources (pages 31 and 33). 

19 Section 3-2-101 One ESL instructor has an excessive teaching load (page 77). 
20 Section 3-2-104(c) One instructor is not qualified to teach an assigned course (page 54). 

& 3-4-302 
21 Section 3-4-203 The culinary arts degree is not quantitatively and qualitatively 

approximate to the standards established at other collegiate institutions 
(oaee 55). 

22 Appendix F, There is no evidence that the ESL faculty is involved in professional 
number 7 organizations (page 77). 

23 Appendix F, The institution docs not administer exit examinations for the ESL 
number 2 program (page 77). 



May 5, 2016 

Mr. Richard K. Kim 
President 
Columbia College 
8300 Merrifield Avenue 
Faitfax , VA 22031 

Dear Mr. Kim: 

COLUMBIA INSTITUTE , SIL VER SPRJNG, MARYLAND 
COLUMBIA COLLEGE , CENTREVILLE , VIRGINIA 

Subject: Renewal of Accreditation Deferral Letter 

ID Code 00068978(MC) 

academic@ccdc.edu 

ID CODE 00244305(LS) 
ID CODE 00244306(LS) 

The Council considered your campus ' s application for a renewal of accredita tion . As a result of 
its review, the Council requ ires additional information in the following areas of the Accreditation 
Criteria: 

1. There is insuffic ient evidence that out-of-class work is being evaluated in the 
Culinary Arts program (Section 2-2-501(a)). 

2. There is insufficient evidence that the administration of the institution is effective 
(Section 3-l-202(a)). 

3. The Council could not determine that the institution has developed appropriate 
policies and procedures to ensure that adequate records are maintained (Section 3-1-
303(a) and Appendix F) . 

4. The institution does not conduct follow-up studies on graduate satisfaction following 
placement (Section 3-1-441(c)). 

5. It is not clear that the courses in the Culinary Arts program s are taught in an 
appropriate sequence (Section 3-1-513(b ). 
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6. The Council was unable to determine whether facilities and instructional equipment 
arc adequate to support the Culinary Arts programs (Sections 3-l-53 l(a) and 3-1-
60 I) 

7. The catalog does not meet Council's standards with respect to program descriptions 
and faculty listings (Section 3-l-70 l and Appendix C). 

8. The Council was unable to determine whether ESL instructors have appropriate 
teaching loads (Section 3-2-101 ). 

9. The academic associatc's degree program in Culinary Arts is not quantitatively and 
qualitatively approximate to the standards established at other collegiate institutions 
(Section 3-4-203). 

Council Action 

Therefore, the Council acted to continue the current grant of accreditation through December 31, 
20 l 6, and to defer further action until its August 20 l 6 meeting pending receipt of the follmving 
information 

Evidence that currently enrolled students in the Culinary Arts program are completing 
out-of-class assignments Documentation must include legible samples of out-of-class 
assignments for each course currently offered in the Culinary Arts program that include 
evaluation by the instructor and the assignment of a numerical or letter grade. The 
campus must also submit evidence that each of the graded assignments has been clearly 
included in the instmctor's grade book and identified as an out-of-class work assignment 

2 An analysis of the effectiveness of the institution's administration, including the newly 
appointed program directors and campus administrators Such analysis should include 
hmv the administration ensures (a) that the institution operates in accordance \Vith 
accreditation and regulatory requirements, and (b) that the programs of study arc properly 
administered and provide a quality educational experience. 

3 Written policies describing (a) how enrollment agreements arc completed and collected 
for each student and (b) the entrance and exit testing requirements for students in the ESL 
program, as well as evidence that these policies have been communicated to staff 
members who are responsible for enforcing them The institution must also provide a list 
of those students who have completed the ESL program between March L 20 l 6, and 
June 15. 2016, and copies of their Accuplaccr exit test results. 
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4 Evidence that graduate surveys are sent out at a specified time following placement (not 
graduation), and evidence of the training of the responsible staff pcrson(s) in regards to 
the changes in the survey and the timcframc in \vhich it is administered The institution 
must also provide a list of all students who have graduated since January 1, 2016, that 
includes their program of study, graduation date, placement date, date the graduate 
survey \Vas mailed to them, and an indication \vhcthcr the graduate survey was returned, 
along with copies of all the returned surveys 

5 The revised syllabi in the Culinary Arts programs have a section entitled '·Prerequisite(s) 
and Corcquisitc(s),'" but they do not always indicate which listed courses arc prerequisites 
and which arc corcquisitcs. In addition, the indication of prerequisites and corcquisitcs 
on the syllabi is not consistent with the prerequisite notations in the course descriptions in 
the 2015-2016 Catalog. Therefore, the institution must provide a list of all courses in the 
associatc's degree and certificate Culinary Arts programs that indicates the prerequisites 
and corcquisitcs for each, along \Vith matching and consistent syllabi and catalog course 
descriptions. 

6 Evidence that the campus provides the proper equipment and instructional tools for the 
Culinary Arts programs, including a detailed list of all kitchen equipment acquired since 
the team's visit and documentation that the equipment has been installed and is in use, as 
well as evidence that the appropriate safety equipment is being provided and the proper 
procedures arc in place to prevent injuries and ensure the protection of the faculty and 
students. The institution must provide a written analysis by the program director of the 
current adequacy of the instructional resources to support the Culinary Arts programs and 
any plans for the future enhancement of these resources. 

7 The description of the Culinary Arts certificate program on page 53 of the 2015-2016 
catalog continues to state that the program ·'prepares students to work as a professional 
chef,'' which the campus agrees is not correct. In addition, the listing of part-time faculty 
must include for each faculty member each academic credential held and the name of the 
institution a\varding the degree. The institution must submit a revised catalog that makes 
these corrections and provide copies of official transcripts to document each credential 
listed for each part-time faculty member. 

8 Evidence that no ESL instmctor has an excessive teaching load The institution must 
provide a teaching schedule for instructors teaching ESL courses in the current tem1 that 
documents the total weekly instructional hours for each 

9 Evidence that the Culinary Arts degree program is quantitatively and qualitatively 
approximate to the standards at other collegiate institutions, including comparison 
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information regarding the sequencing of courses and the skills and competencies learned 
in those courses. Documentation must include a comparison of the Culinary Arts 
program with three other programs at comparable institutions. The institution must also 
provide an analysis of this comparison , specifically in the areas of course sequencing and 
the competencies and skills learned within the program . Following this analysis , if the 
institution makes any changes to the program , it must submit the appropriate ACICS 
application. 

The information or reports listed above must be received in the Council office electronically by 
June 30, 2016. Failure to provide all information requested by the Council may result in the 
denial of your institution ' s application. 

The Council is obligated to take adverse action against any institution that fails to come into 
compliance with the Accreditation Criteria within established time frames without good cause. 
Please consult the Introduction of Title II, Chapter 3 for additional information. 

Please contact Ms. Katie Morrison at krnorrison @acics.org or (202) 336-6783 if you have any 
questions. 

Sincerely , 
'\ 

Antony S. Bjeda 
Executive in Charge 

c: Ms. Ji Soo Yang, Centreville and Silver Spring learning sites Gisooy@ccdc.edu) 
Ms. Sylvia Rosa-Casanova , State Council of Higher Education for Virginia 

(communications@schev .edu) 



August 29, 2016 

Mr. Richard K Kim 
President 
Columbia College 
8300 Merrifield Avenue 
Fairfax , VA 22031 

Dear Mr. Kim: 

COLUMBIA COLLEGE , FAIRFAX , VIRGINIA 
COLUMBIA INSTITUTE , SIL VER SPRING, MARYLAND 
COLUMBIA COLLEGE , CENTREVILLE , VIRGINIA 

Subject: Renewal of Accreditation Approval Letter 

ID Code 00068978(MC) 

academic@ccdc.edu 

ID CODE 00068978(MC) 
ID CODE 00244305(LS) 
ID CODE 00244306(LS) 

The Council has acted to award your campus a renewal of accreditation to offer programs 
through the academic associate ' s degree level through December 31, 2019. This grant of 
accreditation includes the campus ' s continued approval to offer up to 50 percent of one or more 
programs through distance education. 

This grant of accreditation includes the learning sites located at: 

• Columbia Institute , 12125 Veirs Mill Road, Silver Spring, MD 20906, ID Code 
00244305 

• Columbia College , 5940 Centreville Crest Lane, Centreville , VA 20121, ID Code 
00244306 

Please note that the institution will be expected to formally apply for renewal of accreditation 
and submit a self-study no later than September 30 of the year prior to the year in which the 
grant of accreditation expires. 
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The Council ' s renewal of this grant is an expression of its confidence that the institution will 
continue to review , monitor , and revise its operations in order to ensure the high quality of 
education toward which we must all strive. Please contact Ms . Katie Morrison at 
kmorrrison @acics .org or (202) 336-6783 if you have any questions. 

Sincerely, 
b)(6) 

Roger J. Williams 
Interim President 

c: Ms . Ji Soo Yang, Centreville and Silver Spring learning sites (jisooy@ccdc.edu) 
Ms . Sylvia Rosa-Casanova , State Council of Higher Educa tion for Virginia 

( comm uni cati ons@schev.edu) 



February 1, 2016 

Ms . Lauri Barnes 
President 

" ~ ·r " . 

Evaluation Team Report - INITIAL GRANT OF ACCREDITATION VISIT REPORT 
ID for Campus Visited : 00257970 

Main Campus ID: 0000257970 
Staff Contact: Ms. Katie Morrison - Phone : (202) 336-6783 

Application ID : 60954 
VISIT RESPONSE DUE DATE: February 11, 2016 

Suncoast College of Health 
6513 14th Street West #103 
Bradenton , FL 34207 

fb )(6) !@Yahoo.com 

Dear Ms. Barnes: 

A copy of the report prepared by the Counci l' 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 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 receivin g 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 suggestion s 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 visit 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 supporting documentation (if 
applicabl e). If supportin g documentation covers more than one finding, the campus 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 
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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 Institutional Response " for step­
by-step visual instructions 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 corresponding 'Document Type. ' 

Example: the document type submitted to satisf y response: 
Finding 1 Narrative task must be labeled Nqrrqtive I. 

If a campus needs to submit multiple pieces of information to support one citation response , this information 
should be combined into one document prior to uploading. Note: The capacity size for each upload task is 
100MB, if this combined document exceeds this limit, then the campus may separate the document and upload 
each of these documents separately with different 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 Respons e tasks . Upload your response document and label each 
one accordingly. Ignore tasks that exceed your response requirement. 

Narrative 1 
Supporting Document 1 
Narrative 2 
Support ing Document 2 
Narrative 3 
Supporting Document 3 
Narrative 4 
Supporting Document 4 

Responses should be professional in appearance . The responses should be paginated and well-organized to 
ensure a complete and sufficient review . 

Sincerely, 

l(b)(6) 

Linda J. Lundberg 
Accreditation Content Editor 
Accreditation and Institutional Development 

Enclosures 
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CREDE'iTIAL 
EARNED (A~ 

defined h\' the AClCS 
in~titutio~i CREDE'iTIAL 
Diploma Diploma 

Associate in Academic 
Science Associate·s 
Bachelor's Bachelor's 

Noh:s: 

PROGRAMS OFFERED BY 
St::\COAST COLLEGE OF HEALTH 

BRADE'iTON, FL 

Enroll: 
Full-

APPROVl<:D time/ 
PROGRA\;l Clock Qtr. Part-
TITLE Hrs. Hrs. time 
Practical l\urse 1,350 21/42 
Professional 90 \9/0 
\!urse 

R'I to flSI\ " 180 4/0 

TOTAL E'iROLLME'iT 128 
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CAR 
Retention & Placement (%) 

2015 2014 

Ret. Pia. Ret. Pia. 
67 7\ 91 87 
88 86 82 91 

7] 'IA 'IA /\A 

The RI\ to BS\! program has not yet had any graduates. Once there arc graduates from this 
program. a quality assurance visit \Vil! be conducted. 
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INTRODUCTION 

Suncoast College was originally founded in 2004 as Quality Health Care Services, LLC , by Ms. Lori Barnes , 
and it was licensed as a Homemaker and Companion Agency that offered a two-week course to assist students 
in preparing for the Florida Nursing Assistant state examination. In 2005, the name was changed to Quality 
Health Care Training Academy, and the two-week nurse assistant exam preparation course was approved by 
the Florida Commission for Independent Education (FCIE). In 2011, approval was granted by both the Florida 
Board of Nursing (FBON) and FCIE for the institution to offer the practical nurse education program. II\_ 
2012, the institution ' s name was changed to Southwest Florida Technical Institute , and it began offering the 
professional nurse program . In 2014, the schoo l was approved to offer the RN-BSN online bachelor's degree 

rogram , and the institution changed its name to Sun coast College of Health. 

he Fall 2015-2016 Campus Effectiveness Plan (CEP) which was revised in December of2015 indicates that 
the student body is predominately female (88%), with 69% of the students being African American, 18% 
Caucasian, and 8% Hispanic. Most students are enro lled in the professional nurse associate degree program 
(60%) with 37% enrolled in the practical nurse diploma program, and 3% enrolled in the RN-BSN program. 
[he geogra hie service area includes Bradenton , Sarasota , and surrounding areas . 

The staff, faculty, and students were well prepared for the onsite visit , and the team found everyone to be very 
cooperat ive and friendly with a high level of satisfaction indicated by faculty and students upon interview. All 
requested items were presented to the team quickly and efficiently . The team is concerned though about the 
institution ' s pass rates on the Nationa l Council Licensure Examination (NCLEX) for both the practical nurse 
(PN) and the professional nurse (RN) programs . As reported in Section 9 of this report , the NCLEX-PN and 
the NCLEX-RN first-time pass rates for the past two years (2013 and 2014) have been below the standard rate 
set by both the state of Florida and ACICS . Since the 2015 rates have not yet been announced , the institution 
was unable to confirm whether or not those rates will meet the requirements set by the state of Florida or 
ACICS. The institution has included a pass-rate improvement plan within the CEP, and the activities listed 
have been implemented and are monitored. In addition , the team is concerned about the rigor of the RN-BS 

rogram , which is also discussed in Section 9 of this report. 

he institution does not have any learning sites. 
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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 mission statement is found on page 3 of the Suncoast College of Health 2015-2016 catalog, Volume 
7, January 13, 2016, revision. 

1.02 Does the campus have an appropriate mission statement with a set of supporting objectives? 
1:8] Yes 0No 

1.03 Are the objectives devoted substantially to career-related education? 
1:8] Yes D No 

1.04 Are the objectives reasonable for the following: 
(a) The programs of instruction? 
1:8] Yes 0No 
(b) The modes of delivery? 
1:8] Yes 0No 
( c) The facilities of the campus? 
1:8] Yes 0No 

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? 
1:8] Yes 0No 

1.06 Is the campus committed to successful implementation of its mission? 
1:8] Yes D No 

CAMPUS EFFECTIVENESS 

1.07 Does the campus have a current Campus Effectiveness Plan (CEP)? 
1:8] 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 1:8] Not Applicable 

1.09 Does the CEP describe the following: 
(a) The characteristics of the programs offered? 
1:8] Yes 0No 
(b) The characteristics of the student population? 
1:8] Yes 0 No 
( c) The types of data that will be used for assessment? 
1:8] Yes D No 
(d) Specific goals to improve the educational processes? 
1:8] Yes 0No 
(e) Expected outcomes of the plans? 
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~Yes □ No 

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 45 

1.11 Define the measurable student learning outcomes used by the campus and how these outcomes are being 
assessed. 
The campus is closely monitoring student exit testing scores, Health Education Systems Incorporated 
(HESI) scores, and the institution's annual NCLEX pass rates on both the PN and RN examinations. The 
scores of the students of this campus are compared to the scores of other nursing students within the state 
of Florida and also across the nation. 

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 educational 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. 
Retention: Activities that the campus will undertake to improve retention include Kaplan and HESI 
assignments and testing, NCLEX-PN and NCLEX-RN examination preparation exercises, faculty 
mentors , curriculum review and revision as necessary, offering online student services, meeting 
accreditation standards , and the offering of Title IV financial aid for students. 
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Placement: The campus will partner with a third-party vendor to verify placement ; invite local 
businesses on to campus as guest speakers; assist students with resume and cover letter writing, along 
with interviewing skills; and invite employers to meet with students on campus. 

1.16 Does the campus have documentat ion to show the following: 
(a) That the CEP has been implemented ? 
~ Yes 0No 
(b) That specific activities listed in the plan have been completed? 
~Yes 0No 
(c) That periodic progress reports have been completed? 
~ Yes 0No 

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. Lori Barnes , campus president , is ultimately responsible for the implementation and monitoring of 
the CEP, along with a committee composed of staff from the admissions department , finance 
department , career services deeartment , and the new rogram director for the PN and RN programs. 

1.18 Does the campus have documentation to show that the CEP is evaluated at least annually? 
[gJ 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. 
~ 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 
(c) Evaluate their work? 
~ Yes 0No 

2.03 Is the administration of the campus efficient 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 ? 
~ Yes 0No 
(b) Know the person to whom they report? 
~Yes 0No 
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(c) Understand the standards by which the success of their work is measured? 
~ Yes 0No 

2.05 D oes the admin istration maintain documentation of the evaluation of the faculty and staff? 
~Yes 0No 

2.06 Has the campus adopted a policy on academ ic freedom that has been communicated to the faculty? 
cg] Yes 0No 

2.07 Does the campus have an appropriate grievance policy for facult y and staff? 
~ Yes 0No 

2.08 Does the campus cata log or the student handbook contain an appropriate grievance policy for students 
that includes the name and address of ACICS? 
D Yes D No cg] No t Applicab le (initia l applicants only) 

2.09 Who is responsible for the financia l oversight of the campus , and what are this person's qua lifications? 
Ms. Lori Barnes , president and dean , and M r. Robert Barnes , vice-pr esident/cam pus director , share the 
respo nsibili ty for the finan cial oversight of the institution . Ms. Barne s holds a master's degree in nursing 
(MSN) from South University and a bach elor 's degree in nursing (BSN) from Chamberlain College of 
N ursing. She currently hold s an active license from the State of Florida to practice as a registered nurse 
and is also a certified nurse practitioner. Her past wo rk expe rience includes ownership of a staffi ng 
agency, and she has owned and operated this institution since its origin in 2004. Mr. Barnes has 13 years 
of management ex_perience operating vario us compa nies. 

3. ADMINISTRATION 

3.01 Is there evidence that the chief on-site admin istrator(s) or the self-study coordinator for the campus 
attended an accreditation workshop within 18 months prior to the fina l submission of the self-study? 
D Yes ~No 

If No for an~ licab le item , insert the section number in pare ntheses and ex lain: 
(Section 2-1-100) : There is no evidence that the chief on-site admini strator for the campus atte nded an 
accreditation workshop within 18 month s prior to the final submission of the self-study. Ms. Barnes 
attended an accreditation wor kshop in October 2013, and the final submi ssion of the self-study was in 
D ecember 20 15. The team enco uraged Ms. Barn es to attend the upcomi ng March 3, 20 16, works ho in 
Washington , DC ; and while the team was onsite, Ms. Barnes did register for the works hop. 

3 .02 Are all staff well tra ined to carry out administrative functions? 
~Yes 0No 

3.03 Who is the on-site adm inistrato r, and what are this person ' s qualifications? 
Ms . Barnes , president and dean , is the on-site admini strator. As stated previously, Ms . Barnes holds an 
MSN from South University and a BSN from Chamberlain College of N ursing. She curre ntly possesses 
an active license from the State of Florida to practice as a registered nurse and is also a certified nur se 
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practitioner. Her past work experience includes ownershi of a staffing agency, and she has owned and 
operated this institution since 2004. 

3.04 Does the campus list degrees of staff members in the catalog? 
D Yes l2] No 

3.05 Is there evidence that the campus keeps adequate records to support the following administrative 
operations? 
(a) Financial aid activities. 
D Yes D No l2] Not Applicable (campus does not participate in financial aid) 
(b) Admissions. 
l2] Yes 0No 
(c) Curriculum. 
l2] Yes 0No 
(d) Accreditation and licensure. 
l2] Yes 0No 
(e) Guidance. 
l2] Yes 0No 
(t) Instructional resources. 
l2] Yes 0No 
(g) Supplies and equipment. 
l2] Yes 0No 
(h) The school plant. 
l2] Yes 0No 
(i) Faculty and staff 
l2] Yes 0No 
G) Student activities. 
l2] Yes 0No 
(k) Student personnel. 
l2] Yes 0No 

3.06 Does the campus admit ability-to-benefit students? 
D Yes l2] No (ff No, skip to Question 3. 1 J.) 

3 .11 Do student files contain evidence of graduation from high school or the equivalent? 
l2] Yes 0No 

3 .12 Are appropriate transcripts maintained for all students? 
l2] 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? 
l2] Yes 0No 

3 .14 Are student records protected from theft, fire, water damage, or other possible loss? 
l2] Yes 0No 
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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? 
The team reviewed 26 student files, including 12 graduated students, 8 current students, and 6 dropped 
students. The student's academic file, student financial account card, and transcript were reviewed by the 
team . 

4.02 Does the campus ensure that its student relations reflect high ethical standards? 
~Yes 0No 

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? 
D Yes 1:8:] No 

4.05 Is there evidence to document that admissions criteria are applied consistently 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 admissions policy 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? 
~Yes 0No 
(b) Outlines all program-related tuition and fees? 
~Yes 0No 
(c) Has a signature of the student and the appropriate school representative? 
~Yes 0No 
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Is there evidence that a copy of the agreement has been provided to the student? 
ISi Yes 0No 

4.10 Who is responsible for the oversight of student recruitment at the campus and what are this person's 
qualifications? 
Ms. Yassmin Montoya is the records coordinator/admissions per son who is responsible at the campus for 
student recruitment and the oversight of the admissions process. Ms. Montoya has held this position 
since January 2015 , and she has held a similar position since April 2014. 

4.11 Describe the recruiting process for new students. 
The campus recruits through local advertising using one ad in the area newspaper and mostly by word of 
mouth through its current students. Once a potential student is identified , he/she is invited to the campus 
for a tour and to complete nece ssary paperwork, which includes setting up a finance plan , as the campus 
doe s not use Title IV at this time. 

Based on interviews , observations , and a review of recruitment materials , is the process compatib le with 
the educational objectives for the campus? 
ISi 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. 
ISi Yes D No 
(b) Services. 
ISi Yes 0No 
(c) Tuition. 
ISi Yes 0No 
(d) Terms. 
ISi Yes 0No 
(e) Operating policies. 
ISi Yes 0No 

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 ISi No 

4.14 Does the state in which the campu s operates require representatives to be licensed or registered? 
D Yes IS]No 

4 .15 Are the titles of recruitment and enrollment personnel appropriate? 
ISi Yes 0No 

4.16 Does someo ne other than recruitment and enrollment personnel make final decisions regarding financial 
aid eligibility , packaging , awarding , and disbursement? 
D Yes D No ISi Not Applicable (campus does not participate in financial aid) 
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4.17 Are all recruiters supervised by the campus to ensure that their activities are in compliance with all 
applicable standards? 
~Yes 0No 

4.18 Does the campus have written policies and procedures for evaluating and accepting transfer of credit? 
~Yes 0No 

4.19 Is there evidence that the campus properly awards transfer of credit? 
~Yes 0No □Not Applicable 

4.20 Does the campus publicize its transfer credit policies, including policies related to accepting transfer credit 
from another campus? 
~Yes 0No 

4.21 Has the campus established articulation agreements with other institutions? 
D Yes ~ No (Skip to question 4.23/orMaster's Degree Programs or 4.24/orallprograms) 

FOR ALL PROGRAMS 

4.24 Is the standards of satisfactory academic progress policy published in the catalog? 
~Yes 0No 

If Yes, state the page number(s) where the standards of satisfactory academic progress policy is published. 
The standards of satisfactory academic progress are listed on pages 8-9 and pages 45-47 of the Suncoast 
College of Health catalog. 

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 students 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) Procedures for re-establishing satisfactory academic progress. 
~ Yes 0No 
(d) A definition of the effects of the following on the CGPA and successful course-completion 

percentage: 
Withdrawals. 
~ Yes 0No 
Incomplete grades. 
~Yes 0No 
Repeated courses. 
~ Yes 0No 
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T\on-puni ti ve grades 
[Z] Yes D l\o D :"Jot Applicable (campus docs not offer) 
!\on-credit or remedial courses. 
[Z] Yes D T\o D :"Jot Applicable (campus does not offer) 
A warning status 
D Yes D l\o C2J :"Jot Applicable (campus docs not use) 
A probationary period. 
[8JYes 01'o 
An appeal process. 
CxJ Yes D l\o 
An extended-enrollment status. 
D Yes D T\o C2J :"Jot Applicable (campus does not offer) 
The effect when a student changes programs 
C2J Yes D l\o D :"Jot Applicable (campus only offers one program of study 
The effect \vhen a student seeks to earn an additional credential 
C2J Yes D T\o D :"Jot Applicable (campus only offers one program) 
The implications of transfer credit. 
CxJ Yes D l\o 

4 26 Does the campus apply its SAP standards consistently to all students? 
[8JYes 0'1o 

4 27 Arc students \vho arc not making satisfactory academic progress properly notified') 
D Yes D :"Jo [Z] T\ot Applicable (no students are in violation of SAP) 
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4 28 ls 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') 
[8JYes 0'1o 

4 29 ls 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 of2 0 on a scale of4.0 or its equivalent, or have academic 
standing consistent with the institution· s requirements for graduation? 
C2J Yes D :"Jo D T\ot Applicable (all programs are less than two years) 

4 30 Arc students who arc not making satisfactory academic progress at the end of the second year dismissed or 
allowed to continue without being eligible for Federal financial aid'1 

C2J Yes D :"Jo D T\ot Applicable (all programs are less than two years) 

4 31 Arc qualitative and quantitative components evaluated cumulatively for all periods of a student· s 
enrollmenf 1 

[8JYes 0'1o 

4 32 Arc students allowed to remain on financial aid \vhile under warning or probation status') 
D Yes D :"Jo [Z] T\ot Applicable (campus does not participate in financial aid) 
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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? 
D Yes D No ~ 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 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 during 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) 

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? 
D Yes D No ~ 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 of2.0 or its equivalent upon graduation from all 
programs? 
~Yes ONo 

4.38 Who is responsible for the administration of satisfactory academic progress, and what are this person's 
qualifications? 
Ms. Diana Lane is the program director of the Practical Nurse and Professional Nurse programs. Ms. 
Lane is a registered nurse and has a bachelor's degree in nursing and a master's degree in family nurse 
practitioner, both from Russell Sage College. Ms. Lane has been with the campus for one week and has 
over 22 years of experience in the field, including positions as instructor of nursing and nursing program 
chair. In addition , Ms. Lane conducts NCLEX review sessions. Ms. Lane is now the individual 
responsible for the administration of the standards of satisfactory academic progress. 

4.39 How does the campus encourage and assist students who are experiencing difficulty in progressing 
satisfactorily in their programs? 
The instructors inform students at midterm if they are failing or deficient in any courses, and if so, the 
instructor makes the student aware of extra help that is available to him/her and that tutorial tapes are 
also available in the library. 

4.40 Does the campus finance any of the following? (Mark all that apply.) 
(a) D Scholarships. 
(b) D Grants. 
(c) D Loans. 
(d) ~ The campus does not offer scholarships , grants, and/or loans. (Skip to Question 4.42.) 

4.42 Are all similarly circumstanced students who enrolled at the same time and in the same programs charged 
the same tuition and fees? 
~Yes ONo 
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4.43 Are tuition and fees clearly stated in the catalog' 1 

[2JYcs D"o 

If Yes, have students confinned receiving a copy of the catalog' 1 

[2J Yes D "o D l\ot Applicable 

4.44 Do the financial records of students clearly show the following? 
(a) Charges. 
[2J Yes D l\o 
(b) Dates for the posting of tuition 
[2JYes 01\o 
(c) Fees. 
[2J Yes D l\o 
(d) Other charges 
[2JYes 01\o 
(e) Payments. 
[2J Ye~ D l\o 
(f) Dates of payment 
[2JYes 01\o 
(g) The balance after each transaction. 
[2J Yes D l\o 

4.45 Is the effective date listed on announcements of changes in tuition and fees'1 

D Yes D \lo 1:8:J T\ot Applicable (campus has not changed tuition or fees) 

4 46 ls the campus's refund policy published in the catalog') 
[2JYes D"o 

4 47 ls the refund policy fair, equitable, and applicable to all students') 
[2JYcs D"o 

4.48 Is the campus following its stated refund policy? 
[2JYcs D"o 

4.49 Does the campus participate in Title IV financial aid? 
D Yes L3J \lo (,\lap to questwn ./.57) 
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4 57 Docs the campus provide discounts for cash received in advance of the normal payment schedule') 
D Yes L3J \lo (,\lap to q11estw11./.5R.) 

4 58 Arc filllmv-up studies on graduate and employer satisfaction conducted at specific measuring points 
follmving the placement of the campus's graduates') 
C3J: Yes D \lo D T\ot Applicable (there have been no graduates) 
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4.59 Does the campus use placement percentages or salary projections as part of its recruiting activities? 
0Yes ~No 

4.60 The beginning enrollment on the most current Campus Accountability Report (CAR) is 125. 
The ending enrollment reported on the previous year's CAR is NIA. 

4.61 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? 
[8J Yes D No D Not Applicable 

4.62 Are students who receive financial aid counseled concerning their student loan repayment obligations? 
D Yes D No [8J Not Applicable (campus does not participate in financial aid) 

4.63 Describe the process the campus utilizes to ensure that students are counseled concerning their student loan 
repayment obligations. 

he campus does not participate in financial aid. Therefore , the campus does not currently have a 
recess to counsel students on their loan repayment obligations. 

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 applicable state laws? 
~Yes 0No 

5.02 Who is assigned to oversee the educational activities of all programs at the campus, and what are this 
£erson 's qual ifi cations? 
Ms. Lori Barnes is assigned to oversee the educationa l programs at the campus. As mentioned previously, 
Ms. Barnes holds an MSN and BSN. She also brings to her position a wealth of experiences which include 
being a dean, instructor , manager , and owner at institutions such as ITT and Quality Health Care Training 
Academy . In addition , she ossesses licenses as a registered nurse and as an adult nurse ractitioner. 

5.03 Doe s this person have appropriate academic or experiential qualifications? 
[8:!Yes 0No 

5.04 Describe how the campus makes provisions for program administrators to have sufficient authority and 
restonsibility for the deve!£pment and administration of the programs. 
Ms. Barnes is able to successfully perform her duties as the on-site academic administrator because of the 
support she receives from various members of the faculty at the institution. To aid in the oversight of 
distance education for the RN-BSN program , the institution recently hired Ms. Michelle Edwards, and to 
aid in the oversight of the educational programs , the institution hired Ms. Diana Lane as the program 
director for the practical nurse (PN) and registered nurse (RN) programs . Both program directors work 
closely with and receive a ort from Ms . Barnes in order to dev~ p...filld administer the 
programs. 
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5.05 Is the time devoted to the administration of the educational programs sufficient? 
IS]Yes 0No 

5.06 Is there a published policy on the responsibility and authority of faculty in academic governance? 
IS]Yes 0No 

5.07 Does the policy, at a minimum, address the role of the faculty in the following areas? 
(a) Development of the educational program. 
IS]Yes 0No 
(b) Selection of course materials, instructional equipment and other educational resources. 
IS]Yes 0No 
(c) Systematic evaluation and revision of the curriculum. 
IS]Yes 0No 
(d) Assessment of student learning outcomes. 
IS]Yes 0No 
(e) Planning for institutional effectiveness. 
IS]Yes 0No 

5.08 Is there evidence that this policy has been adopted and faculty members are aware of it? 
IS]Yes 0No 

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 ISi No (Skip to question 5. 10 for renewal of accreditation. Skip to 5. 14 for initial grants.) 

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.)? 
D Yes D No ISi Not Applicable 

5.15 Was documentation on file to verify graduates classified on the CAR as "not available for placement"? 
D Yes D No ISi Not Applicable 

FOR ALL CAMPUSES 

5 .16 Are the educational programs consistent with the campus's mission and the needs of its students? 
ISi Yes 0No 

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? 
ISi Yes 0No 

5.18 What rovisions are made for individual differences among students in the learning environment? 
During enrollment, students are asked to share any obstacles they may encounter during their education. 
IT'he cam us believes that gaining an idea of students' obstacles through mentoring and communicatio 
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allows an opportunity to proactively provide solutions to students. In addition, the campus attempts to 
provide a supportive atmosphere to foster academic success. Students are assigned faculty mentors to assist 
with individual student needs; they are able to meet with faculty for additiona l one-on-one assistance 
during office hours and by appointment. Students who still need more assistance can sit in on other classes, 
at no charge, to assist them in grasping content or for additional coverage of specific tQ_pics. The institution 
provides customized solutions for students who ex ress a need for assistance. 

5.19 Describe the system in place to evaluate, revise, and make changes to the curriculum. 
Curriculum revisions are handled via director-led faculty meetings. These meetings are held to address the 
development of educational programs; selection of course materia ls, instructional equipment and other 
educational resources; systematic evaluation and revision of the curriculum; assessment of student learning 
outcomes, and planning for institutional effectiveness. As a result of these discussions, pertinent issues or 
policies requiring change are brought to the attention of the director and implemented into the curriculum 
and syllabi. 

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 If the campus awards academic credit to students who demonstrate subject competency based on 
academic , occupational , or personal experiences , is there an established systematic method for evaluating 
and awarding academic credit to which the campus adheres? 
D Yes D No ~ Not Applicable (campus does not award such credit) 

5.23 Are courses and breaks scheduled appropriately, given the students' 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 nondegret!.]?_rograms are offered with no general educahon courses, skip to 5.23) 

his question is not applicable to the campus because it does not offer general education courses ; all 
genera l education course credits for the academic associate 's and bachelor 's degree rograms must be 
transferred in. 

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 
and types of programs? 
~Yes 0 No 

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 applicab le licensing and copyright 
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0No 

5.28 Are official transcripts for all qualifying credentials and for those credentials listed in the catalog on file for 
all instructors? 
0Yes ~No 

If No, insert the section number in parentheses, list faculty names, degrees, and awarding institutions and 
e~ lain: 
(Section 3-1-542): The transcripts for Mr. Louis Noah's bachelor 's degree in nursing from the University 
of South Carolina and his doctor in chiropractic from Sherman College, both qualifying credentials, are not 
official as they bear the notation of "issued to student." The cam us laced and aid for a transcri t re~est 
for these documents while the team was on-site. 

5.29 Have faculty transcripts from inst itutions 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 ~ Not Applicable (no faculty members hold foreign credentia ls) 

5 .30 Is there documented evidence of a systematic program of in-serv ice training at the campus? 
~Yes 0No 

If Yes, how is this documented? 
In-service training at the campus is documented using sign-in sheets, training agendas and materials , and 
certificates of completion placed in attending faculty members ' folders. During meetings with the faculty, 
it was confirmed with the team that the cam us _Qrovides an active in-service schedule for the year. 

5.31 Is there evidence that appropriate faculty development plans have been developed and implemented 
annually, including documentation to support completed 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? 
[3J 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 

FOR OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, AND BACHELOR'S 
DEGREES ONLY 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 19 of 45 

5.37 Are instructors teaching general education courses assigned in keeping with the minimum requirements 
as stated in the Accreditation Criteria? 
D Yes D No ~ Not Ap licable 

his question is not applicable to the campus because it does not offer general education courses; all 
genera l education course credits for the academic associate's and bachelor's degree programs must be 
transferred in. 

FOR ACADEMIC ASSOCIA TE'S DEGREES ONLY 

5.38 Does the program include a minimum of 15 semester , 22.5 quarter hours , or their equivalent in general 
education courses? 
~Yes 0No 

5.39 Do the programs ' genera l education courses meet Council standards in that the courses meet the Glossary 
definition of general education and place emphasis on principles and theory, not on practical applications 
associated with a particular occupation? 
~Yes 0No 

As stated above, the campus does not offer general education courses. However , the campus's 
requirements for general education courses to be transferred in meet the Glossary definition of general 
education and place em hasis on rinci !es and theory, not on i:1ractical !!£ lications. 

5.40 Are at least one-half of all courses that are part of each associate's degree program taught by faculty 
members who have graduate degrees , professional degrees , or bachelor's degrees plus professional 
certification? 
~Yes 0No 

FOR BACHELOR'S DEGREES ONLY 

5.41 Does the program include a minimum of 36 semester hours , 54 quarter hours , or their equivalent in 
genera l education courses? 
□ Yes ~No 

If No, insert the section number in ~renthes es: 
(Section 3-5-202): The bachelor 's degree in RN-BSN does not include the required minimum number o 
54 quarter hours in genera l education. While the team was on-site, the campus corrected this deficienc 
in program requirements and the program is now listing 54 quarter hours in general education . However, 
the non-substantive (or substant ive, if applicab le) change application for this program revision had not 
yet been submitted to ACICS. 

5.42 Do the programs ' general education courses meet Council standards in that the courses meet the Glossary 
definition of general education and place emphasis on principles and theory, not on practical applications 
associated with a particular occupation? 
~Yes 0No 



VER. January 1, 2016 ACICS INITIAL GRANT OR RENEWAL OF ACCREDITATION REPORT Page 20 of 45 

As previously mentioned, the campus does not offer general education courses. However , the campus's 
requirements for general education courses to be transferred in, after their revision of general educatio 
requirements for the bachelor's degree program that occurred while the team was on-site, meet the 
Glossary definition of general education and _place em hasis on rinci les and theory, not on ractical 
~ications. 

5.43 Are at least one-half of all lower-division subjects and all upper-division courses that are part of the 
bachelor's degree program taught by faculty members who have graduate degrees, professional degrees , 
or bachelor 's degrees plus professional certification? 
~Yes 0No 

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 director and assistant director work together to orient each cohort by conducting a formal orientation 
for each program start. Students are scheduled for this program orientation approximately 6 to 8 weeks 
prior to starting school. This experience includes clinical information , what is expected of the student, e­
mail set up, information on the library , uniforms , rules and policies, and student schedules. Other support 
services include student mentoring by faculty ; career services that provide assistance with job searches, 
resume writing, cover letters, and reference letters; and an on-site health clinic for general, non­
complicated physical health or mental health care (free for any student who requests it). 

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. Kerri Dietrich is responsible for counseling students on employment opportunities. She possesses a 
high school diploma in general studies from Fort Walton Beach and has held prior positions as an event 
planner , compliance officer, and executive administrative assistant. 

5.46 Does the campus offer employment assistance to all students? 
~ Yes D No D Not Applicable (campus enrolls only international students on a student 
visa) 

he career services department provides the students with job assistance by having employers visit the 
campus to discuss opportunities both prior to and after graduation. The school website has sample 
resumes , cover letters, and interview questions , and a State of Florida medical facility search to look up 
specific desired areas the student may want to work in (hospital , nursing home, home health) under the 
resources tab. In addition, the campus provides a job board in the main office for em loyers who sto by 
to drop off applications, business cards, and flyers. 

5.47 Describe the extracurricular educational activities of the campus (if applicable). 
The extracurricular activities are intended to enrich the educational experience by allowing the student to 
work with patients or members of the community and to practice or teach concepts learned within the 
classroom environment in the real world. 

The campus participates in yearly health screenings of the adult population with the Newtown Coalitions 
and yearly child vision and hearing screenings with Children's First (an organization in the Sarasota 
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County area). The Mayors' Feed the Hungry event during Thanksgiving was an activity overwhelmingly 
supported by students from the campus. 

6. EDUCATIONAL FACILITIES 

6.01 Describe the physical facility of the campus (include details such as campus location, square footage, 
distribution of space, parkjng situation, and any other pertinent information). 
The campus is located in Bradenton , Florida, on US Highway 41, which is the main throughfare down 
the west coast of Florida. The facility is in an older shopping center and the campus is spread out over 
the length of the center having classrooms and labs in several spaces throughout the plaza. The campus 
encompasses 7,500 square feet and appropriate fire and safety certificates were in evidence in the team, 
room. The campus has more than adequate parking for students, faculty, staff, and guests. 

6.02 Does the campus utilize any temporary additional space locations? 
D Yes IZ!No 

6.03 Does the campus utilize learning sites? 
D Yes IZ!No 

6.04 Are all facilities (includjng additional space and learning sites) appropriate for the size of the student 
population and the programs offered? 
lZI 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 
!ZI Yes 0No 
(b) Instructional tools 
lZI Yes 0No 
(c) Machinery 
lZI Yes 0No 

6.06 Is there evidence on file to show that all campus facilities are in compliance with fire, safety, and sanjtation 
regulations? 
[3J Yes D No D Not Applicable 

GENERAL COMMENTS: 
The specialist in nursing was informed that the manikin "Noelle" was not operating electronically, only manually. 
During the visit, the campus admirustration notified the team that a repair order was placed to fix the marukin so 
that she would operate electronically, and not just manually. 

7. PUBLICATIONS 

7.01 What catalog was used during the evaluation (please include the year, number , and volume , if 
appropriate)? 
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he catalog used during the evaluation was the Suncoast College of Health Catalog for the 2015-20 W 
year, Volume 7, which was last revised on January 13, 2016. 

7.02 Does the self-study or branch application part II accurately portray the campus? 
~Yes 0No 

7.03 Does the campus publish a catalog that is appropriately printed and bound and available to all enrolled 
students? 
~Yes 0No 

7.04 Does the catalog contain the following items ? 
(a) A table of contents and/or an index. 
~Yes 0No 
(b) An indication of the year or years for which the catalog is effective on the front page or cover page. 

~Yes 0No 
(c) The names and titles of the administrators . 
~Yes 0No 
(d) A statement of legal control which includes the names of trustees , directors , and officers of the 

corporation. 
~Yes 0No 
(e) A statement of accreditation 
D Yes D No ~ Not Applicable (initial applicant) 
(f) A mission statement. 
~Yes 0No 
(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 
0) A statement for each curriculum offered that includes a stateme nt 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 curriculum ; 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 curriculum. 

~Yes 0No 
(k) A description of each course offered that include s the identifying number , title, credit or clock hours 

awarded , a concise description of the course contents , and any necessary prerequisites. 
~Yes 0No 
(I) 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.) 
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(n) A complete explanation of the standards of satisfactory academic progress. 
CxJ Yes D l\o 
(o) A description of the certificates, diplomas, and/or degrees a\varded along \Vith a statement of the 

requirements necessary for completion of each 
CxjYes 01\o 
(p) The transfer of credit policy. 
CxJ Yes D l\o 
(q) A statement of the tuition, fees, and any other charges. 
CxjYes 01\o 
(r) A complete and accurate listing of all scholarships, grants, and/or loans offered 
D Yes D l\o C8J l\ot Applicable (no scholarships, grants, or loans offered) 
(s) The refund policy 
CxjYes 01\o 
(t) A statement describing the student services offered 
CxJ Yes D l\o 
(u) A student grievance policy that includes the name and address of ACICS (may be in the student 

handbook instead of catalog). 
D Yes D l\o C8J l\ot Applicable (initial applicants only) 

7 05 Does the campus offer degree programs' 1 

CxjYes 01\o 

If Yes, docs the catalog contain the follmving') 
(a) An explanation of the course numbering system (for all levels). 
CxjYes 01\o 
(b) Identification of courses that satisfy general education requirements (for occupational associatc's, 

academic associate"s, and bachelor's degrees only) 
CxJ Yes D l\o D 'lot Applicable 
(c) Identification of courses that satisfy the concentration requirements (for academic associate's and 

bachelor's degrees only) 
CxJ Yes D l\o D l\ot Applicable 
(d) Identification of courses that satisfy the upper-division (for bachelor's degrees only). 
CxJ Yes D l\o D l\ot Applicable 

7 06 Docs the campus offer courses and/or programs via distance education') 
C3J: Yes D l\o ({(lv'o, skip to Q11estw11 7.07.) 

If Yes, docs the catalog contain the follmving') 
(a) A description of each mode of delivery used for distance education courses 
CxjYes 01\o 
(b) Any additional or different admissions requirements for students taking distance education courses. 
D Yes D l\o C8J l\ot Applicable (there arc no additional or different admissions 
requirements) 
(c) A description of any tests used to detennine access to distance education 
D Yes D l\o C8J l\ot Applicable (no additional tests are given) 
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(d) A description of the resources and equipment the students must have to avail themselves of distance 
education instruction . 

ISi Yes 0No 
(e) Costs and fees associated specifically with distance education. 
D Yes D No ISi Not Applicable (there are no additional costs and fees) 

7.07 Does the catalog contain an addendum/supplement? 
D Yes ISi No (If No, skip to Question 7. 08.) 

7.08 Is the catalog available online? 
ISi Yes D No (If No, skip to Question 7. 09.) 

If Yes, does it match the hard copy version? 
ISi Yes 0No 

7.09 Does the campus utilize a multiple-school catalog? 
D Yes ISi No (If No, skip to Question 7.10.) 

7.10 Is all advertising and promotional literature, through any type of media (social media, website , newspapers , 
etc.), truthful and dignified? 
ISi Yes 0No 

7.11 Is the correct name of the campus listed in all advertising , web postings, and promotional literature? 
ISi Yes 0No 

7.12 Where does the campus advertise (publications , online , etc .)? 
[ he campus advertises on their campus website; in an ad in the Bradenton H erald, a local newspaper ; and 
by maintaining a presence on social media like Facebook and Yelp. The campus gets its name out in the 
community by helping with the Mayors' Feed the Hungry event and offering free blood pressure checks at 
events like Community Safety Day and The Vitamin Shoppe Health Expo. The campus also has a business 
card with a short summary of P.rogram offerings and campus contact infonnation for interested students 
who come to the cam us. 

Are all print and electronic advertisements under acceptable headings? 
ISi Yes 0No 

7.13 Does the campus use endorsements, commendations, or recommendations in its advertising? 
D Yes ISi No (If No, skip to Question 7.14.) 

7.14 Does the campus utilize services funded by third parties? 
D Yes ISi 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? 
ISi Yes 0No 
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7.16 Is the phrase "for those who qualify" properly used in all advertising that references financial aid? 
D Yes D No [gj Not Applicable (campus does not participate in financial aid) 

7.17 What institutional erformance information does the cam us routinely provide to the public? 
he campus routinely rovides information to the ublic about its retention lacement, and licensure 

testing scores. 

Where is this information published and how frequently is this information being updated? 
his information is published on the campus's website and is being updated yearly, unless further 

information is received in between annual updates and requires another revision of the website, such as the 
soon-to-be received 2015 licensure testing scores. 

COMMENDATIONS: 
he team commends the campus for their efforts to quickly revise and update the catalog to appropriately convey 

required items. 

8. LIBRARY, INSTRUCTIONAL RESOURCES, AND TECHNOLOGY 

FOR ALL PROGRAMS 

8.01 Does the campus develop an adequate base oflibrary resources? 
[gj Yes D No 

8.02 Does the campus ensure access of library resources to all faculty and students, including students at 
nonmain campuses? 
[gj 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 learnin g process ? 
[gj Yes 0No 

8.04 Are adequate staff provided to support the development , organization of the collection , and access of 
library resources ? 
[gj Yes D No 

8.05 Desc ribe how the campus develops continuous assessment strategies for resources and information 
services? 
There are currently no continuous assessment strategies in place for the library collection. Upon 
interview , the librarian indicated that she would soon be collaborating with the new director for the PN 
and RN programs for guidance in weeding the collection and also for suggestions for additional 
resources for the collection. 

Are these method s appropriate? 
D Yes [gjNo 
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If No, insert the section number in parentheses and explain: 
(Section 3-1-S00(c)): The campus has not developed continuous assessment strategies for resources and 
information services. Although the librarian has future plans to collaborate with the new director of the 
PN and RN programs on adding new items to the collection and withdrawing out-of-date items, there are 
currently no continuous assessment strategies in place. 

8.06 Is the library staff adequately trained to support the library? 
cg] Yes 0No 

FOR OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIA TE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

8.07 Is the campus's estab lished annual budget appropriate to the size and scope of the campus and the 
programs offered , and is the allocation appropr iately expended for the purchase of books , period icals, 
library equipment, and other resource and reference materials? 
cg] Yes 0No 

8.08 What is the amount of the current year's library budget excluding personnel allocations? 
The current year's library budget is $10,000. 

8.09 What portion of the current year's library budget has been .!e_ent? 
$4,709 of the current year's library budget has beens ent so far. 

How has the money been allocated? 
he money has been allocated to the purchase of an LIRN database subsc_ric&:...,__,,'u.:..-n_· nt books, journals and 

magazines , su plies, membership fees, and workshops. 

8.10 Is there evidence that the faculty have major involvement in the selection of library resources? 
D Yes cg]No 

If No, insert the section number in parentheses and explain: 
(Section 3-4-406 and 3-5-406): There is no evidence that the faculty have major involvement in the 
selection of library resources . The team examined faculty meeting minutes , interviews the faculty and 
the librarian, and cou ld not confirm that faculty have input into the selection of library resources. There 
were no faculty surveys or other evidence of faculty input provided to the team. 

8.11 Are the library hours adequate to accommodate the needs of all students? 
cg] Yes D No 

FOR ACADEMIC ASSOCIA TE'S , BACHELOR'S, AND MASTER 'S DEGREES ONLY 

8.12 Describe how the faculty inspire , motivate, and direct student usage of the library resources? 
he team examined course syllabi and interviewed facu lty and the librarian and could not confirm how 

the faculty inspire , motivate , and direct student usage oflibrary services. The librarian also indicated that 
no students have consulted her regarding classroom assignments , and she has been £!!!pJQyed at the 
institution since 20 14. 
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While the team was onsite, the RN and BSN syllabi were updated to include research assignments 
directing the students to use the campus library's physical or online resources to complete the 
assignments. However, the syllabi had not yet been disseminated to the faculty or students, and there 
was no evidence that the RN and BSN program directors had been informed of these additional 
assignments or that faculty had agreed to add them to their coursework. 

Are these methods appropriate? 
D Yes [8:]No 

ff No, insert the section number in ~ entheses and explain: 
(Section 3-4-404 and 3-5-404): There is no evidence the faculty are using appropriate methods to ins ire, 
motivate, and direct student usage of the library resources. The team examined course syllabi and 
·nterviewed faculty and the librarian and could not confirm how the faculty inspire, motivate, and direct 
student usage of library services. While the team was onsite, the RN and BSN syllabi were updated to 
include research assignments directing the students to use the school's library physical or online resources 
to complete the assignments. However, there was no evidence that the RN and BSN program directors or 
faculty had been advised of these additional assignments, that the faculty would use these assignments to 
encourage students to use the library resources, or that the syllabi had been disseminated to the faculty or 
students. 

8.13 Is the Dewey Decimal , Library of Congress , or other appropriate system of classification used to organize 
the library materials? 
[8] Yes D No 

8.14 Are records of physical and/or online resources and circulation accurate and up to date? 
[8] Yes 0No 

8.15 ff interlibrary agreements are in effect, are the provisions appropriate , do they ensure practical use and 
accessibility to the students, and is evidence of student use documented? 
D Yes D No [8] Not Applicable (no interlibrary agreements) 

8.16 Summarize any full-text online collections available to students . 
The school subscribes to the Library and Information Resources Network (LIRN) databases with access 
to full-text journal and newspaper articles. 

8.17 Are the library physical holdings and /or full-text online collections up to date and adequate for the size 
of the campus and the breadth of and enrollment in its educational programs? 
[8] Yes 0No 

8.18 Does the library collection include holdings in the humanities , arts, social sciences , and sciences , 
including mathematics? 
[8] Yes 0No 

FOR ACADEMIC ASSOCIA TE'S AND BACHELOR'S DEGREES ONLY 
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8.19 Who is the professionally trained individual who supervises and manages the library on-site, and what are 
this person 's qualifications? 
Ms. Debra Cogan has been employed by the campus on a part-time basis since 2014. She holds a 
master's degree in library science from Kent State University and a bachelor's degree in religious studies 
from Youngstown State University. Ms . Cogan has worked reviously as a school librarian and a library 
media specia list. 

Does this individual: 
(a) Supervise and manage the library and instructional resources? 
[g] Yes D No 
(b) Facilitate the integration of instructional resources into all phases of the campus's curricular and 

educational offerings? 
[g] Yes 0No 
(c) Assist students in the use of instructional resources? 
(g] Yes 0No 

8.20 Are all individuals who supervise the library and assist students with library functions well-trained and 
competent in both using and aiding in the use of the library technologies and resources? 
(g] Yes D No 

8.21 Have library staff 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 National 
Association of Credentia l Evaluation Services (NACES) or the Association of International Credential 
Evaluators (AICE) to determine the equivalency of the degrees to degrees awarded by campuses in the 
United States? 
D Yes D No [g] Not Applicable (staff do not hold foreign credentials) 

8.22 Is documentation on file to reflect the librarian's participation in professional growth activities? 
(g] Yes 0No 

8.23 What are the library 's hours of operation, and who is responsible for overseeing the library during these 
hours? 
The library is open Monday , Tuesday, and Wednesday from 9:00 a.m. to 12:00 p.m. and from 2:00 p.m . 
to 8:00 p.m., Thursday from 9:00 a.m to 5:00 p.m., and on Friday from 9:00 a.m. to 2:30 p.m. Ms. 
Cogan is on duty during the library's open hours on Thursday and Friday_, and a trained library assistant 
covers the additional hours. 

8.24 Are the hours the library is open adequate to accommodate the needs of all students? 
(g] Yes 0No 

8.25 Doe s the library make available appropriate reference , research, and information resources to provide basic 
support for curricular and educational offerings and to enhance student learning? 
D Yes (g]No 

If No, insert the section number in parentheses and explain: 
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(Section 3-4-403 and 3-5-403): The library does not make available appropriate reference and research 
resources to provide basic support for the curricular and educational offerings and to enhance the student 
learning of the associate and bachelor degree-seeking students. Although the college subscribes to LJRN 
databases which include some full-text offerings, students do not have access to the additional nursing 
databases offered through LIRN, which are examples of typical resources that aid nursing students in 
completing research assignments. While the team was onsite , the campus ordered the Proquest Hea lth, 
and Medica l Complete database and the Proquest Nursing and Allied Health collection as additional 
online resources ; but at the time of the visit, faculty and staff had not been informed of these additions or 
trained on them , and students did not yet have access to these databases. 

FORNONDEGREEPROGRAMSONLY 

8.26 Are appropriate reference materials and periodicals available for all programs offered? 
IS] Yes 0No 

8.27 Are the instructional resources organized for easy access , usage , and preservation ? 
IS] Yes 0No 

8. 28 Is there a current inventory of instructional resources? 
IS] Yes 0No 

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? 
IS] Yes D No 

9. PROGRAM EVALUATION 
Diploma in Practical Nurse 
Academic Associate's Degree in Professional Nurse 
Bachelor's Degree in RN-BSN 

FOR ALL PROGRAMS 

9.01 Is licensure, certification , or registration required to practice in the specific career field? 
IS] Yes D No (If No, skip to question 9. 02) 

If Yes, describe how the program provides students with the necessary skills to obtain licensure, 
certification, or other registration necessary to practice in the specific occupational or professional area. 
Both the practical nurse (PN) and the professional nurse (RN) programs address the traditional areas of 
nursing practice and the appropriate scope in the care of patients across the life span. The curricula contain 
an appropriate balance of didactic theory and practical skills training in the laboratory and at clinical sites 
to meet the educational and career objective of participants. The campus uses HESI and Kaplan testing 
services for the enhancement of student test-taking skills. Graduates of the practical nurse program sit for 
the NCLEX-PN to become licensed practical nurses . Graduates of the professional nurse program sit for 
the NCLEX-RN to become licensed as registered nurses.The bachelor's degree program in RN-BSN only 
admits registered nurses who are already licensed to practice in the career field. 
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(a) Is there a federal or state licensing agency pass rate established for this program? 
cg]Yes 0No 

If Yes, what is the minimum pass rate set by the federal or state licensing requirements? 
The NCLEX-PN national average for 2014 was 82.16 percent. The NCLEX-RN average was 79.26 
percent. 

(b) What are this program 's pass rates for the past three years? 
Year: 2014 Pass Rate: Practical Nurse 48.75 percent/Professional Nurse 48.43percent 
D Not Available 
Year: 2013 Pass Rate: Practical Nurse 54.83 ercent/Professional Nurse 18.75_percent 
□ Not Available 
Year: 2012 
cg] Not Available 

( c) Does the current year ' s program pass rate exceed or meet the higher of the two pass rates, as set by 
either state or federal requirements or the Council standard of 70 percent? 
D Yes cg] No D Not Applicable 

If No, does the campus provide the following: 
Campus Effectiveness Plan (CEP) that includes an improvement plan for this program with data, 
analysis, and activities to meet or exceed Council requirements ? 
cg] Yes D No 

9.02 Who is assigned to administer the academic program(~ , and what are this person's qualifications? 
Ms. Diana Lane is the program director of the practical nurse and professional nurse programs. As stated 
previou sly, Ms. Lane is a registered nurse and has a bachelor's degree in nursing and a master's degree in 
family nurse practitioner. Ms. Lane has been with the campus for one week and has over 22 years of 
experience in the field including positions as instructor of nursing and nursing program chair. In addition, 
Ms. Lane conducts NCLEX review sessions. 

Ms. Michelle Edwards is the program director of the online bachelor's degree in RN-BSN program. Ms. 
Edwards is a registered nurse and has a bachelor's degree in nursing from Kansas New man College, a 
master's degree in nursing from the University of Phoenix, and a master's degree in nurse practitioner from 
Kaplan University. Ms. Edwards has been with the campus for one week and has over 21 years of 
experience in the field as a clinical nurse and as a nursing instructor. 

9.03 Does this individual possess appropriate academic or experiential qualifications? 
cg] 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)? 
cg] Yes 0No 

9.05 Are the time and resources devoted to the administration of the educational program(s) sufficient? 
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~Yes □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 :::; 1 year in 
length)? 
D Yes ~ No D Not Applicable (Data not available.) 
If no~ e ~ grams that fall below the standards. 

he retention rate for the Qractical nurse Qrogram is stated as 67% for the 2014-2015 reporting year. 

(b) Student placement rate of 70 percent? 
~ Yes D No D Not Applicable (Data not available.) 

If No, does the campus provide the following: 
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 ONo 

9.07 List the community resources and describe how they are utilized to enrich the er£gram(s). 
he campus uses guest speakers, field trips, clinical sites, and an advisory board to enrich the programs. 

Students have had guest lecturers speak on domestic violence and becoming a nurse practitioner, and the 
team was provided with a schedule of upcoming guest speakers for 2016. Students have participated i 
field trips to attend the Body Worlds exhibit, and to conduct health screenings and patient teaching. In 
addition, students are assigned to various clinical sites and healthcare agencies in the community. The 
campus also has an advisory board of area healthcare professionals. 

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? 
~ Yes D No (If No, skip to question 9.1 J) 

(a) Does the institution have a written and mutually signed agreement that outlines the arrangement 
between the institution and the extemship site , including specific learning objectives , course 
requirements, and evaluation criteria? 
~ Yes D No D Not Applicable (no student is at the point of needing them) 
(b) Is the experience supervised by an appropriately qualified faculty member? 
~Yes ONo 
(c) Is there evidence , based on observation , that the externship is an appropriate culmination of 
previously studied theory and is appropriate for the program ' s objectives? 
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D Yes D No ~ Not Applicable (site was not visited-please explain) 
There were no clinical experiences scheduled for students while the team was onsite. 

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 include s 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 
0) Method of evaluating students 
~Yes 0No 
(k) Date the syllabus was last reviewed 
~Yes 0No 

9. 16 Do students confirm that they receive a course syllabus 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 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 graduates or ~ yers were attempted? 
[ he following numbers of calls were made to employers or graduates for the following programs: 
Diploma in Practical Nurse: 15 
Academic Associate's degree in Professional Nurse: 18 
Bachelor's degree in RN-BSN: There have been no program graduates. 

How many calls to graduates or employers were successful? 
The following numbers of calls, by program, were successful: 
Diploma in Practical Nurse: 4 
Academic Associate's degree in Professional Nurse: 5 

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. 
The team was able to confirm the employment of the graduates as reported. 

9.19 Was documentation on file to verify graduates classified on the CAR as "not available for placement "? 
cg] Yes D No D Not Applicable 

FOR RENEW AL OF ACCREDITATION, INITIAL GRANTS, AND BRANCH INCLUSION ONLY 

9.20 Does the campus participate in Title IV financial aid? 
D Yes cg] No (If No, skip to question 9.23) 

FOR ALL VISITS 

9.23 Are the following appropriate to adequate ly support the number of students and nature of the program? 
(a) Facilities. 
cg] Yes 0No 
(b) Instructional equipment. 
D Yes cg]No 
(c) Resources. 
cg] Yes 0No 
( d) Personne l . 
cg] Yes D No 

If No for any ite.!!!_, insert the section number in parentheses and explain : 
(Section 3-1-531(a)): The campus is not providing appropriate instructional equipment for students 
currently enrolled in the professional nurse course NU205 Obstetric and Pediatric Nursing. The birthing 
simulator manikin, Noe lle, was not fully operable on the days of the visit, as the birthing experience was 
only available through manual operation. The campus placed a work order for repair while the team was 
onsite. 

9.24 Are the following elements appropriately incorporated into the instructional components of the program? 
(a) Systematic planning . 
cg] Yes 0No 
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(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 
(f) The use of appropriate experiences. 
~Yes 0No 

FORNONDEGREEPROGRAMSONLY 

9.25 Is there an adequate core of full- and/or part-time faculty to ensure sound direction and continuity of 
development for the educational programs? 
~Yes 0No 

FOR NONDEGREE PROGRAMS, AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9.26 Are all faculty assigned to teach in no more than three fields of instruction , with no more than five 
preparations? 
~ Yes 0No 

FORNONDEGREE PROGRAMS, OCCUPATIONAL ASSOCIATE'S, ACADEMIC ASSOCIATE'S, 
AND BACHELOR'S DEGREES ONLY 

9.27 Do the faculty members ' qualifications meet the minimum requirements outlined in theAccreditahon 
Criteria, and are their qualifications academically and experientially appropriate to the subject matter 
they teach and the level of the credential awarded? 
~Yes 0No 

9.28 Is the size of the faculty appropriate to the total student enrollment? 
C8]Yes 0No 

FOR OCCUPATIONAL ASSOCIA TE'S, ACADEMIC ASSOCIA TE'S, BACHELOR'S, AND 
MASTER'S DEGREES ONLY 

9.29 Is an adequate core of full- and part-time faculty employed to ensure sound direction and continuity of 
development for the program? 
C8]Yes 0No 

FOR ACADEMIC ASSOCIATE'S, BACHELOR'S, AND MASTER'S DEGREES ONLY 

9.30 Are teaching loads reasonable? 
~Yes 0No 
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FOR NONDEGREE PROGRAMS AND OCCUPATIONAL ASSOCIATE'S DEGREES ONLY 

9 .31 Do all instructors teach no more than 3 2 hours per week ( except for an overload of one subject allowed 
with additional compensation)? 
[gj Yes 0No 

9.32 What is the current student/teacher ratio? 
The student/teacher ratio in the Practical Nurse program is 11: 1. 

9.33 Is the current student-teacher ratio reasonable for the mode of delivery and course content? 
[gj Yes D No 

FOR ACADEMIC ASSOCIA TE'S DEGREES ONLY 

9.38 Is the number of hours required to complete the program at least 60 semester hours, 90 quarter hours, or 
their equivalent , earned over a period of four semesters , six quarters , or the equivalent? 
[gj Yes 0No 

9.39 Is there a minimum of 30 semester hours, 45 quarter hours, or their equivalent in courses within the area 
of concentration? 
[gj Yes D No 

9.40 Does the curriculum quantitatively and qualitatively approximate the standards at other collegiate 
institutions offering the same degree? 
[gj Yes 0No 

9.41 Is enrollment in the second academic year of the two-year program sufficient to support regularly 
scheduled classes? 
[gj Yes D No D Not Applicable (no students in the second year) 

9.42 Are the second-year courses based upon appropriate first-year prerequisites? 
[gj Yes D No D Not applicable 

FOR BACHELOR'S DEGREES ONLY 

9.43 Is the number of hours required to complete the program at least 120 semester hours, 180 quarter hours, 
or their equivalent, earned over a period of eight semesters , 12 quarters , or the equivalent? 
[gj Yes 0No 

9.44 Is there a minimum of 60 semester hours, 90 quarter hours, or their equivalent in courses within the area 
of concentration? 
[gj Yes 0No 

9.45 If the institution offers only the last two years of the bachelor ' s degree program, do the catalog and all 
advertising materials clearly describe the requirements for admission? 
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~Yes □No D Not Applicable (institution offers all four years of the degree) 

9.46 Does the curriculum quantitatively and qualitat ively approximate the standards at other colle_g1ate 
institutions offering the same degree? 
□ Yes ~No 

If No, insert the section number in parentheses and explain: 
(Section 3-5-203): The curriculum does not qualitatively approximate the standards at other colle_g1ate 
institutions offering the same degree. The team found that the following course syllabi in the RN -BSN 
curriculum did not reflect sufficient research and/or the aP,I~ropriate use oflibrary resources: 

NU301 Ethical Legal Aspects of Nursing 
NU302 Advanced Pathophysiolo 
NU303 Health Assessment 
NU304 Phannacotherapy 1 
NU305 Phannacotherapy 2 
NU401 Cultural Diversity 
NU402 Community Health Nursing 
NU404 Nursing lnfonnatics 
NU405 Nursing Ca stone 

While the team was onsite, the campus revised the syllabi to include research projects requiring use o( 
American Psycholog1cal Association (APA) fonnat and library resources. However , the team notes that the 
faculty has not been advised and/or trained on the new re uirements. Additionally, the team was not able 
to assess the effectiveness of this.imJJly1,I1entation. 

In addition, based upon a review of the curriculum, most of the course and weekly objectives are stated at 
the lowest level of Bloom's Taxonomy such as "list," "describe," "identify," "discuss ," and "define ," calling 
into question the qualitative rigor of the program in that higher level domains such as "create," "evaluate," 
analyze ," and "apply" are not stated and, therefore, not required for course completion. 

he team also notes that a course in statistics is required as a prerequisite to entering the RN-BSN 
program . However , it is not apparent that statistical analysis occurs or is required in any of the BSN 
courses. For exam le one would particularly expect to see its use in NU402 Community Health. 

9.47 Is enrollment in the third and fourth years of the bachelor's program sufficient to support regularly 
scheduled classes and laboratory work? 
~ Yes D No D Not Applicable (no students in the third and fourth years) 

9.48 Are the third - and fourth-year courses based upon appropriate prerequisites? 
~Yes 0No 

NONTRADITIONAL EDUCATION 
• Distance Education 

D Up to 50% ~ 50% or more 
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H.01 Who is assigned to provide administration of the distance education , self-paced instruction , or consortium 
agreement activities at the institution , and what are this person 's qualifications ? 
Ms. Edwards is assigned to provide admin istration of the online education at the campus. She possesses a 
variety of experiences in online instruction . She has over five years of experience being an online student 
and is currently participating in an online program. Being an online student gives her a grasp on what the 
student is lookin g for from the instructor and how communication occurs between the students and 
instructor , as well as student to student. In addition , she has over five years of experience as a campus and 
distance education instructor in both classroom and laboratory settings. 

H.02 Does this individual possess appropriate academic or experiential qualifications? 
l:8J Yes D No 

H.03 Is there evidence that the program administrator has sufficient authority and responsibi lity for the 
development and administration of this mode of delivery? 
l:8J Yes D No 

H.04 Are the time and resources devoted to the administration of distance education, self-paced instruction , or 
consortium agreement sufficient? 
l:8J Yes D No 

FOR INSTITUTIONS OFFERING DISTANCE EDUCATION 

H.05 Does the institution have a plan to implement distance education instruction ? 
l:8J Yes D No 

H.06 If the institution has a plan, does it include the following: 
(a) Rationale? 
l:8J Yes D No 
(b) Resources ? 
l:8J Yes D No 
(c) Course/program objectives? 
l:8J Yes D No 
( d) Course content? 
l:8J Yes D No 
(e) Student assessment? 
l:8J Yes D No 

H.07 Does the institution integrate thi s plan into the Campus Effectiveness Plan? 
l:8J Yes D No 

H.08 Is the delivery method appropriate for studen ts and the curriculum? 
l:8J Yes D No 

H.09 Are admission requiremen ts for distance education courses /programs identified by the institution ? 
D Yes D No 1:8J Not Applicable (no additional admissions requirements) 
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H.10 If an admissions test is required , is it administered in a manner which verifies the student's identity? 
D Yes D No cg] Not Applicable (no admissions test required) 

H.11 Does the institution make it clear in writing at the time of enrollment how the student's identity will be 
verified throughout the course and program? 
cg] Yes D No D Not Applicable 

H.12 Does the institution make it clear in writing at the time of enrollment how the student's privacy will be 
protected in the identity verification process? 
cg] Yes D No 

H.13 Does the institution make it clear in writing at the time of enrollment if the student will be assessed any 
additional charges or fees associated with the verification of student identity? 
D Yes D No cg] Not Applicable (there are no additional charges or fees associated with the 
verification of student identity) 

H.14 Do students confirm that the institution clearly and appropriately states any requirements they must 
possess or have access to in order to assess this mode of delivery during the admissions /enrollment 
process? 
cg] Yes 0No 

H. 15 Does the institution provide an on-line orientation program to familiarize students with the equipment 
and resources used in the distance education activities? 
cg] Yes D No 

H. 16 Do syllabi identify course learning objectives and does each course learning objective support one or more 
program learning outcomes? 
cg] Yes 0No 

H.17 Describe how the courses provide opportunjties for interaction between faculty and students. 
Faculty and students interact in the online environment mainly through the classroom in Blackboard. 
This area allows the students to ask questions of the instructor that other students can see. If the 
questions are not to be seen by all of the students, they can be e-mailed to the instructor privately. 
Students are also able to reach the instructor via telephone. Instructors attempt to answer all e-mails and 
posted questions within 48 hours, except on the weekends. If the student asks a question on the weekend, 
then the question will be answered on Monday, if not answered prior to then. E-mails received after the 
hour of 9:00 p.m. will be answered within 48 hours , if the instructor does not answer them prior to that. 

Are these opportunities sufficient and appropriate? 
cg] Yes D No 

H.18 Describe how the courses provide opportunities for interaction among students. 
Students interact with each other through discussion questions and responses that are done on a weekly 
basis. Students also interact with each other in team assignments that may be assigned in the course , and 
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through question sections that are available within the course. If they choose , student s can share emails or 
phone numbers to communicate with each other, especially when working on group or team assignments. 

Are these opportuni ties sufficient and appropriate? 
~Yes 0No 

H.19 Does the institution demonstrate that the clock or credit hours required and awarded are appropriate for the 
degrees and credentials offered using a thoro ughly developed rationale? 
~Yes 0No 

H.20 Is the curriculum administered in a way that maintains security of access? 
~Yes 0No 

H.21 Describe the student identity verification method used by the campus. 
Each student has their own unique student ID and pass word. The password is what the student chooses 
to use and they are able to change it as they feel it is needed. The student ID allows the instructor to 
"see" who has been online and when they were last online . This student ID is known by the school and 
the stude nt, whereas the password is only known to the student, and it is not shared with the instructor or 
the schoo l. 

Is this method adequate? 
~Yes 0No 

H.22 Does the institution emp loy academically and experientia lly credentialed faculty to teach online courses? 
~Yes 0No 

H.23 Describe the institution ' s learnin g management system. 
This institution utilize s Blackboard as their learnin g management system. This system is used by the 
online students and is available 24/7 to interact on , except for breaks between classes or when there is 
scheduled maintenance. If there is scheduled maintenance , then Blackboard will alert the students to this 
via an announcement on the main page severa l days prior to the scheduled maintenance. Usually 
scheduled maintenance is done over long holidays or in the early hours of the morning . Also , this system 
alerts the stude nts to any closings that may be occurring , due to weat her or technical issues . 

H.24 Are the faculty properly trained to utilize the inst itution 's learnin g management system for purposes of 
instruction , communication , and assessment? 
~Yes 0No 

H.25 Does the instituti on provide an accessib le and reliable learn ing management system and technical 
suppo rt to effectively facilitate online instruction and learning? 
~Yes 0No 

H.26 Does the instituti on demonstrate appropriate faculty student ratios to support: 

(a) Faculty and studen t interaction ? 
~ Yes 0No 
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(b) Facilitation of interaction among students? 
IS] Yes 0No 
(c) Facilitation of interaction with curriculum content? 
IS] Yes 0No 

H.27 Is there evidence that appropriate faculty development plans have been developed and implemented on an 
annual basis for those faculty members teaching online courses, including documentation to support 
completed activities listed on the plans? 
IS] Yes 0No 

H.28 Does the institution have adequate financial resources to support the courses/program(s)? 
IS] Yes 0No 

H.29 Does the institution demonstrate that students taking online courses have access to the same or 
equivalent library resources and support as on-ground students? 
IS] Yes 0No 

H.30 How does the institution orient online students to its learning management system, resources , and 
su_eport services Qncluding technical su0:ort)? 
Blackboard provides an orientation that is approximately one and a half - two hours in length. This 
orientation shows the student how to get around within Blackboard and the online class . Also, the 
instructor can assist the student with navigation within Blackboard as needed throughout the class . 

The school website also has available to the student an online orientation to the online environment that 
is aproximately three hours in length. The library also orientates the students to the online library 
resources that are available and how they can access them through their personal computers. A list of 
resources and support services are listed on the syllabus. If the resources or support services are school 
specific, such as the library and school, the contact information will be provided in the syllabus or in the 
introduction section of the class. If they are Blackboard-specific , they are listed within the syllabus, in 
the introduction section of the class , or on the Blackboard main page. 

Any other questions that the student may have are generally directed to the instructor , who will the 
answer the student's _9!1estion or direct them to the correct su ort system. 

Is this orientation adequate? 
IS] Yes D No 

H.31 Does the institution provide support services for online students which are the same or equivalent to 
those provided for on-ground students in the following areas: 
(a) Counseling? 
IS] Yes D No 
(b) Academ ic advising? 
IS] Yes 0No 
(c) Financial aid? 
IS] Yes D No D Not Applicable (Institution does not participate in financial aid) 
(d) Employment assistance? 
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CxJ Yes 
visa) 

D l\o D T\ot Applicable (Institution enrolls only international students on a student 

IU2 Are the course learning objectives for online courses the same as the learning objectives for the same on­
ground courses' 1 

CxJ Yes D l\o 

I £.33 Do assessments and assignments demonstrate student achievement of course learning objectives? 
CxlYes 01'o 

H.34 Docs the institution document that it conducts the following. 
(a) Course/program evaluations (including assessments of educational outcomes)'1 
CxlYes 01'o 
(b) Student retention and placement') 
CxJ Yes D l\o 
(c) Student satisfaction' 1 

CxlYes 01'o 
(d) Faculty satisfaction') 
CxJ Yes D l\o 
(e) Employer satisfaction' 1 

CxlYes 01'o 

H.35 Docs the institution fully disclose \vhat forms of instruction it uses in its catalog and web site and, \vhen 
appropriate, in its advertising and promotional material? 
CxlYes 01'o 
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Sl I\L\1ARY 

Based on the team's review, the following areas require an explanatory response: 

Number Section Summarv Statement 
I 2-1-100 The chief on-site administrator did not attend an accreditation 

\Vorkshop \Vi thin the 18 months prior to the final submission 
of the self-study (Pa.gc 7). 

2 3-l-53l(a) The campus has not provided appropriate instructional 
equipment for the current \!U205 Obstetrics and Pediatrics 
course in the professional nurse program (page 33) 

3 3-1-542 The transcripts for Mr. Louis l\oah"s qualifying credentials 
are not oflicial (page 18). 

4 3-l-800(c) The campus has not evidenced that it has developed a 
continuous assessment strategy for library resources and 
information services (page 26) 

5 3-4-403 and 3-5-403 Appropriate reference, research, and information resources 
have not been made available to students in the academic 
associate's and bachelor's dc.grcc pro.grams (Pa.gc 29) 

6 3-4-404 and 3-5-404 The campus has not evidenced that faculty inspire, motivate, 
and direct student usage of the library resources (page 27). 

7 3-4-406 and 3-5-406 Faculty are not involved in the selection of library resources 
for the academic associate's and bachelor's degree programs 
(oaue 26) 

8 3-5-202 The bachelor's degree program in R\!-BS\! has not required 
a minimum of 54 quarter hours in general education courses 
(oage 19) 

9 3-5-203 The curriculum of the bachelor's degree program docs not 
qualitatively approximate the standards at other collegiate 
institutions (pages 36). 



April 27, 2016 

Ms. Lori Barnes 
President 
Sun coast College of Health 
6513 14th Street West, #103 
Bradenton , FL 34207 

Dear Ms. Barnes: 

Subject: Initial Grant Approva l Letter 

ID Code 00257970(MC) 

lbarnes @sjtinursing.org 

The Council has acted to award your institution an initial grant of accreditation to offer programs 
through the bache lor ' s degree level through December 31, 2019. This grant of accreditation 
includes approval to offer 50 percent or more of one or more programs through distance education. 
This initial grant of accreditation includes the following programs: 

Prom-am Name Credential Clock/Contact Hours Ouarter Credits 
Practical Nurse Diploma 1,350 Clock Hours NIA 
Professional Nurse Academic Associate ' s 770 Contact Hours 90* 

degree 
RNtoBSN Bachelor ' s degree 660 Contact Hours 180** 

*This program requires 45 quarter credits of general education in transfer. 
**This program requires 54 quarter credits of general education in transfer and 60 quarter credits 
from an assoc iate degree program in nursing for program admission . 

Any changes to these programs or the addition of any new programs must be submitted to the 
Council for approval. Please refer to Section 2-2-100 of the Accreditation Criteria for additional 
information. 

Please note the assigned ID Code for your campus and use it on all correspondence with the Council 
office. Pursuant to Article TV, Section 2 of the Bylaws, each campus is entitled to one Designated 
Delegate. Please refer to the instructions on the ACICS Web site in order to appropriately complete 
the "Designated Delegate Form ." 

750 First Street , NE, Sui te 980 e washington. DC 20002-4223 • t - 202.336.6780 • f - 202.842 .2593 hw w.acics.org 

ACCREDITING COUNCIL FOR INDEPENDENT COLLEGES AND SCHOOLS 



Ms. Lori Barnes 
April 27, 2016 
Page2 

Congratulations on achieving accreditation. We look forward to a long and productive relationship 
with you and your institution. Please contact Ms. Katie Morrison at krnorrison@acics.org or 
(202) 336-6783 if you have any questions. 

Sincerely, 

b)(6) 

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

Mr . Christopher Miller , U.S. Department of Education , School Participation Team, 
Region IV (christopher.miller @ed.gov) 

Mr. Samuel Ferguson , Florida Department of Education (Susan.Hood@fldoe .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-0-158 
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REPORT QUESTIONS 
Note to reviewers: Previously a check "Yes" implied documentation had been reviewed. Now we will 
be specific in describing the documentation reviewed for "Yes" responses. If a narrative response 
indicates a campus does not meet a criterion/criteria , you will list the section number(s) and explain, 
even if there is not a "No" box associated with the finding . (The Chair will delete this note when 
preparing the full rep_~o_r_t . ..;..) ____________________________ ...,. 

CRITERIA QUESTIONS 

3-1-400- RELATIONS WITH STUDENTS 

Each institution should strive to ensure that its relations with 
students always reflect the highest eth ical standards and conform 
to all applicable laws and regulations. Each institution also is 
required to develop a program of student services that is 
consistent with its stated mission, including services provided for 
students attending branch campuses and learning sites. Such 
services should suppot1 the educational program and reflect the 
institution's concern for the welfare of the student. 

4. RELATIONS WITH STUDENTS 

FOR ALL PROGRAMS 

4.01 How many student files were reviewe d during the 
evaluation? 

4.02 How does the campu s ensure that its student relations 
reflect high ethical standards? 

If student relations do not reflect high ethical standards, 
insert the section numb er in paren theses and exp lain: 

3-1-410-A DMISSIONS AND RECRUITMENT 4.03 Describe the admissions criteria. 

It is up to an instinnion to establish its own admissions cri teria . It 
is the responsibility of ACICS to ensure that all who are enrolled 
are accorded equal educat ional opportunity. 

The ultimate responsib ility for the monitoring of the act ivities of 
an institution' s employees, vendors , contractors, or agents in the 
refem1I, recruiting, evaluation, and admissions processes is the 
responsibi lity of the institution. The activities of these 
individua ls must be superv ised by the institut ion . An institution 
may not delegate these act ivities to anyone whose economic 
incentives are to recruit prospects through means that are 
unethical or subject to public criticism or to admit ill-prepared 
applicants. TI1e institution may not contract, direc tly or indirectly, 
with third parties who are generally unfamiliar with the 4.04 
institution. "Non-employees" are independent contractors who are 
not considered "emp loyees" under the Internal Revenue Code . 

Institutions participating in Title IV programs must be aware of 
regulations imposed by the U.S. Department of Education as they 
apply to recruiti ng practices . 

3-6-600- ADMISSIONS 

3-6-601. Enrollme11t Prerequisites. The threshold admissio n 
requirement to a master's degree program is a baccalaureate 

Is the admis sions proce ss appropriate? 
0 Yes 0N o 

If No, insert the section number in parentheses and 
exp.!_ain: 

Wh at evidence is there to doc ument that admi ssions 
criteria are applied consistently to all students admi tted 
under the same version of the admissions criteria ( e.g. , that 
students admitted into specific pro gram s for the same start 
date are admitted under the same admi ssions criteria)? 
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CRITERIA 

degree. 

3-6-602. Evaluati on of Applicants. Ins1itu1ions should use 
approp1iate techniques to evaluate applicants and to determine 
whether they have the academic qualifications to benefit from 
graduate study. 

4 .05 

3-1-411. Admissions. The admissions policy shall conform to the 4.06 
institution's mission, shall be publicly slated, and shall be 
administered as written. The following minimums apply: 

(a) The requirements for student s admitted to programs 

leading to a certificate, diploma, or degree shall 

include graduation from high school or its equivalent , 

or demonstration of the student's ability to comp lete 

the program , as provided for by governing laws. 

(b) It is the responsibility of the institution to maintain 

student records which reflect the requirements for 

admission of all students. 

(c) Institutions are not precluded from admitting, under 

different requirements, students who are beyond the 

age of compu lsory school attendance or who may be 

otherwise specia lly c ircumstanced, such a~: 

i. having financial sponsorship through contractual 

arrangements with public or private organizatio ns; 
ii. having identi fiable needs requiring remed ia.1 

instruction as a supp lement Lo the regular 

4.07 

curriculum s; 4.08 
iii. part icipa ting in innovative postseconda ry programs 

specia lly described to AC ICS; or 

iv. being enrolled in individual courses not leading 10 
an academic credentia.l. 

QUESTIONS 

If the admissions criteria are not applied consistent ly, 
insert the section number in parenthe ses, list student 
names , and explain: 

Doe s the campu s contract with third part ies for 
admissions and recruitin g purpo ses? 
0Yes 0No 

If Yes, what evidence is there to demon strate that these 
parti es are supervised by and familiar wi th the camp us? 

If the parties are not supervised by and familiar with the 
campus, insert the section numb er in par entheses and 
explain: 

Does the admissions policy conform to the campu s's 
mission? 
0 Yes 0No 

If No, insert the section number in parentheses and 
explain: 

Is the admissions policy publicly stated? 
□ Yes 0 No 

If No, insert the section number in parentheses and 
explain: 

Is the admissions policy administered as written? 
0 Yes 0No 

If No, insert the section number in parentheses and 
explain: 3- 1-414. Eurollme111 Agreements. All institutions must use an 

enrollment agreement for each enrolled student which clearly 
outlines the financial obligations of both the institution and the 
student. 111e agreement must outline all program related tuition 
and fees as well as the scheduled month and year of expected 
graduation, must be signed by the student and the appropriate 

4.09 Does the campus use an enrollment agreement for each 
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CRITERIA 

school representat ive, and a copy provided to the studenc. 

3-6-604. Co11fomumce to lllstit11tio11al Objectives. Admissions 
procedures, transfer policies, and requirements for graduation 
shall be consistent with the overall philosophy and objectives of 
the institution. 

QUESTIONS 

enrolled student that: 
(a) Clearly outlines the financial obligations of both the 

insti tution and the student? 
0Yes 0No 
(b) Outlines all program-related tuition and fees? 

0Yes 0No 
(c) Includes the scheduled month and year of expected 
graduation? 
0Yes 0No 
(d) Has a signature of the student and the appropriate 
school representative? 

0Yes 0No 

If No for any item, insert the section number in 
parentheses and explain: 

How does the campus evidence that a copy of the 
agreemen t has been provided to the student? 

If there is no evidence that a copy has been provided to the 
student , insert the section number in parentheses and 
explain : 

3-1-4 12. Recruitment. Recruiting shall be ethical and compatible 4.10 Describe the recruiting process for new students. 
with the educational objectives of the institution. The allocat ion 
of an institution's financial resources for purpo ses of recrnitment 
shall be consistent with the stated mission of the inst itution. The 
following minimums app ly: 

(a) An institution shall ensure that any person or entity 
engaged in admissions or recruitment activities on its 
behalf is conununicating current and accurate 
information regarding courses and programs, student 
ach ievement disclosures (see Sect ion 3- 1-704), 
services, tuition . te,ms, and operating policies. The 
institution must maintain documentation that 
demonstra tes that it systemat ically moni tors its 
recruitment activities. 

(b) No prospective student names obtained a~ a result of a 
survey, canvass , prom_ise of future employment or 
income while a student, or other market ing activity by 
an institution may be used for recruitment purposes 4.1 1 
unless the name of that institution is clear ly identified 
and pmposes of such activity are communicated to the 
respondent. Th is does not preclude the use of surveys 
or other studies to detem'li.ne the emp loyment needs 
and the educational desires of the local conununit y. 

Based on interviews, observations, and a review of 
recruitment materials, is the process compati ble with the 
educational objectives for the campus? 
0Yes 0No 

If No, insert the section number in parentheses and 
explain: 

Are individuals engaged in admissions or recruitment 
activities communica ting cun-ent and accurate information 
regarding the following: 
(a) Co urses and programs ? 
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0Yes 0No 
(b) Student achievement disclosures? 
0Yes 0 No 
(c) Services? 
0 Yes 0No 
(d) Tuition? 
0Yes 0 No 
(e) Term s? 
0Yes 0No 
(f) Operating policies? 
□ Yes 0 No 

If Yes, describe how communication to students of the 
above items is documented: 

If No for any item, insert the section number in 
arentheses and explain: 

4.12 Who is responsible for oversight of recruitment activities 
at the campus? 

4.13 Describe the documentation that the campus maintains to 
demonstrate that it systematically monitors its recruitment 
activities for compliance with all applicable standards (i.e. 
recorded calls, secret shopper results , training materials, 
remediation efforts, etc.). 

If the campus does not maintain this documentation, 
insert the section number in parentheses and explain: 

4.14 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? 
0Yes 0No 

If Yes, is the name of the campus clearly identified, and is 
there evidence that the reason for usage of the name has 
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(c) An institution shall conform to the laws and regulations of 4.15 
each of the states in which it operates and shall ensure that 
each of its representatives is properly licensed or 
registered as required by the laws of that state. 

(d) Represe ntative s of an institution shall use only those titles 
which accurately ren ect thei r actual dutie s and 
responsibilities. Recruitment and enrollment personnel 
may not be designated as counselor s or advisors and may 
not make fina l decisions regarding financial aid eligibility, 
packaging, awardin g, and disb ursement. 

(e) Referral s are permitted , and the referrer may be paid a fee 
so long as the referrer provides full disclosure and does 
not misrepresent the purpo ses of soliciting a prospective 
referral and such payments do not violate state or federal 
laws. 

(f) All recrui ters must be supervised by the institution' s 
administration to ensure that their activit ies are in 
comp liance with all app licab le standard s . 

3-1-413. Transfer of Credit. An institution shall evaluate and 
conside r award ing proper academic credit for cred its earned at 
institutions accredited by agencies recognized by the United 
States Department of Education. The institution shall establish 
and adhere to a systematic method for evaluating and awarding 
academic cred it for those courses that satisfy current program 
course requireme nts. Written policies and procedures must clear ly 
outline the process by wh ich transfer of academic credit is 
awarded. The institution shal.l make public its polic ies on transfer 
of credit , including a statemen t of the criteria established by the 
institution by which a determination is made with regard to 
accepting credits from another institution and if applicable, a list 
of institut ions with which the instimtion has established 
articulation agreement~. 

In addition , the institution must provide notification to students as 
to these articulation agreemen ts and the transferability of the 
credits in the programs that are offered. 

4.16 

4.17 

4.18 

QUESTIONS 

been comm unicated to the student? 
0Yes 0No 

If No , there is no name of the campus or there is no 
evidence, insert the section number in parenthe ses, list 
student names, and explain : 

Does the state in which the camp us operates require 
representative s to be licensed or registered? 
0Yes 0No 

If Yes, is evidence of licensure or registration on file? 
0Yes 0No 

If No, (evidence of licensure or registratio n is not on file) , 
insert the sect ion number in parentheses, list representative 
names, and explain: 

Are the titles of recruitment and enrollment per sonnel 
appropr iate? 
0Yes 0No 

If No, insert the section number in parenthese s and 
ex lain: 

Describe the policie s and procedures for eva luating and 
accepting transfer credit and the evidence reviewed to 
support their cons istent application: 

If there are no written policies and procedures, insert the 
section number in parentheses and explain: 

Does the camp us disclose in its catalog its transfer of 
credit policies, includin g policie s related to accepting 
transfer credit from another campus? 
0Yes 0No 
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3-6-603. Transfer of Credit. Transfer of credit for appropriate 
master 's -level course work from another instit ution may be 
granted according to the policy estab lished by the institution . No 
more than one-half of the credits required for the master's degree 
may be transferred from another institution. 

3-1-420 - Sta ndards of Satisfactory Progress 

Each institution shall estab lish and administer measures of 
satisfactory academic progress for all students as referenced in 
Appendix.D. 

3-1-42 1. Complia11ce. The institution complies with the 
requirements of Appendix D. 

3-1-422. Docu111e11ti11g Compliance. The institution documents 
compliance with its Satisfactory Academic Progress policy . 

3-1-423. Oversight. The institution encourages and assists 
students who are expe riencing difficulty in progressing 

QUESTIONS 

If No, insert the section number in parentheses and 
explain: 

4.19 Has the campus estab lished articulation agreements with 
other institutions? 
D Yes D No (If No, skip to 4.20 for Master's 
Degree Programs or4.21 for all programs.) 

If Yes, describe the location of the publi shed list, the 
names of the institution s, and the nature of the agreement: 

If the camp us does not provide notification to students as 
to these articulation agreemen ts and the transferability of 
the credits in the programs that are offered, insert the 
section number in parenthe ses and explain: 

FOR MASTER'S DEGREE PROGRAMS ONLY 

4.20 What is the maximum permiss ible numb er of transfer 
credits into the program ? 

If it is not limited to 50 percent or less of the credits, 
insert the section numb er in parentheses and explain: 

FOR ALL PROGRAMS 

4.2 1 Is the standards of satisfactory academic progress (SAP) 
policy, as one comprehen sive policy, publi shed in the 
catalog? 
0 Yes 0No 

If Yes, state the page number (s) where the standard s of 
SAP policy is published. 
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satisfactorily in their programs . 

APPENDIX D--Stan dards of Satisfactory Progress 

An essential element in providing appropriate instrnction and 
support services to students is monitoring their satisfactory 
academic progress (SAP). The Council requires all institutions to 
develop a policy of satisfactory academ ic progress that measures 
whethe r students are maintaining satisfactory academ ic progress 
in their educationa l program. 4.22 

Institutions located outside the United States, which serve 
students not participating in the U. S. Tit le rv student financial 
assistance programs, are required to publish in the cata log an SAP 
policy and systematically monitor academ ic progress of their 
students. At a minimum, the SAP policy must address the 
following elements: (a) minimum qualitative standards, such as a 
grade point average, which must be achieved by the end of each 
academic year or at 50% of the nonnal program length if the 
program is less than one academic year; (b) maximum time [rame 
in which the educational object ives must be successfully 
completed; (c) a rationale if the maximum time frame for 
program completion exceeds 150% of the normal program length; 
(d) institutional procedures for a systematic monitoring of each 
student's progress in meeting the SAP policy; (e) a description of 
actions that must be taken by the institution if the student fails to 
make sa1isfact0ry academ ic progress; and (f) a minimum 
cumulative grade-point average of 2.0 or C or equivalent that 
must be achieved by each student upon graduat ion. 

The Counci l has detennined that the institutional policy must 
include the following requirements, which are consistent with the 
regulations specified by the U.S. Department of Education for 
student eligibility for receiving Federal Title TV financial 
assistance. 

I. The institution has written standards and a schedule of 
satisfactory academic progress for all students , which 
are pub lished in the cata log and in appropriate 
institutional literature, and are cons istently applied to 
all students. 

2. The institution strictly adheres to its published 
standards of satisfactory academic progress, monitors 
whether a student meets the minimum qualitative and 
quantitative component s of the standards, and notifies 
students when sat isfactory academ ic progress is not 
being made. 

3. The standards of satisfactory academic progress 
provide for minimum qualitative standards, such as a 
grade point average or complet ion of work projects, 
which can be measured against a norm. 

4. The policy defines a maximum time frame, not to 
exceed 150% of the normal program length, as 
defined by the institution, for all programs , in which 
the educat ional objective must be successfully 
completed (e.g., number of academic years, credit 
hours anempted , clock hours completed , 
months/weeks , terms or modu les, etc. as appropriate), 
as opposed to simply setting a time limit on eligibility 

5. The instit ution has provisions for an evaluation point 
at least by the end of each academ ic year ( or at 50%of 
the normal program length if the program is one 
academic year or less) that determine whether the 
student has met the qualitative and quantitative 
components of the standards. 

QUESTIONS 

-
If No, insert the section number in parentheses and 
exp_!ain: 

Does the standards of SAP policy published in the catalog 
contain the following: 
(a) A definition of the maximum time frame allowed for 

students to comp lete a program as 1.5 times the 
normal program length? 

0Yes 0No 
(b) A schedule that designates the minimum percentage 

of work that a student must successfu lly comp lete at 
the end of each evaluatio n increme nt to complete the 
program within the maxim um time frame? 

0Yes 0No 
(c) Minimum qualitative standards, such as a grade point 

average or comp letion of work projects, which can be 
measured against a norm. 

0Yes 0No 
(d) Procedures for re-estab lishing satisfacto ry academ ic 

progress? 
0Yes 0No 
(e) A definition of the effects of the following on the 

CGP A and successfu l course-comp letion percentage : 
Withdrawa ls? 
0Yes 0No 
Incomplete grades? 
0Yes 0No 
Repeated courses? 
0Yes 0No 
Non-p unitive grades? 
D Yes D No D Not Applicable (not offered) 
Non-credit or remedial courses? 
D Yes D No D Not App licable (not offered) 
A warning status? 
D Yes D No D Not Appl icable (not used) 
A probat ionary period? 
0Yes 0No 
An appea l process? 
0Yes 0No 
An extended-enro llment status ? 
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6. The instit ution has provisions for utilizing and 

publ ishing a sched ule designating the minimum 
percentage or amo unt of work that a stude nt must 

successfu lly comp lete at the end of each increment to 

complete the educational program within the 

maximum time frame. 
7. The instit ution has provisions for determ ining at the 

end of each increment whether the student has met the 
qualitative and quantitative components of the 
standards . The qualitative and quantitative standards 
must be cumu lat ive and must include all periods of 
the studen t's enrollment regardless of whether or not 
the stude nt receives federal financial aid . 

8. The institut ion' s policies define the effect on 
satisfactory academic progress of course withdrawals, 
incomplete grades, repeated courses, and non-punitive 
grades. The institution ' s policies define the effec t of 
non-credit or remed ial courses on satisfactory 
academic progress. 

9. The institution has provisions for an evaluation al the 
end of the second academic year and at the end of 
each subsequent academic year(s) where the student 
must have a minimum cumulat ive grade point average 4.23 
(CGPA) of 2.0 on a scale of 4.0, C, or its equivalent, 
or has academic standing consistent with the 
institution's requirements for graduatio n. A student 
receiving federal financial aid who does not meet the 
CGPA standards at the end of the second year will no 
longer be eligible for financial aid, may not be placed 
on probation, and must be dismissed, unless the 
student wishes to continue without being eligible for 
federa l financ ial aid. However, a student not meeting 
the CGPA standards at the end of the second year may 
remain as an em-oiled student who is eligible for 
federal financial aid if there are documented 
mitigat ing circumstances (i.e., death in the family, 
sickness of the student, etc.). 

10. If the institution places studen ts on warning, or on 
probation, as defined in sections 11 and 12 below, the 
institution's policy must describes these statuses. 

11. An inst itution that evaluates academic progress al the 
end of each payment period may assign warning 
status to a student who fails to make sat isfac tory 
academic progress. A student may be a~signed to 
warn ing status without an appeal or other action by 
the student. For institutions awarding U.S. 
Department of Education Federal Financial Aid, a 
student on warning may continue to receive assistance 
under federal financia l aid programs for one payment 
period desp ite a determination that the student is not 
making sat isfactory academic progress. 

12. The institution must have an appeal process for 
students who do not meet the requirements of the 
institution' s satisfactory academic progress po licy. 
When an institution grants a student ' s appeal for 
mitigating circmmtances, the stude nt will be placed 
on probation for a specified period of time and 
considered to be making regular satisfactory progress. 
While a student is on probation , the institution may 
require the student to fulfill specific terms and 
condit ions such a~ taking a reduced course load or 
enrolling in specific courses. 

If a student is not making satisfactory academic 
progress, the institution may place the student in an 

4.24 

4.25 

4.26 

QUESTIONS 

D Yes D No D Not Applicable (not offered) 
The effec t when a student changes program s? 
D Yes D No D No t Applicable (The campus 
offers only one program of study.) 
The effec t when a student seeks to earn an additional 
credential? 
D Yes D No D Not Applicable (The campus 
offers only one program.) 
The implication s of transfer credi t? 
0 Yes 0No 

If No for any item, insert the section number in 
parenthe ses and explain: 

Describe the evidence that demonstrates that the campus 
applies its SAP standard s consistently to all students. 

If there is no evidence to support the consistent application 
of SAP standards, insert the section number in parentheses, 
list student names, and explain: 

Are students who are not making satisfactory academic 
progress properly notified? 
D Yes D No D Not Applicable (No 
student s are in violation of SAP) 

If No, insert the section number in parentheses, list student 
names, and explain: 

Is SAP evaluated at the end of each academic year or at 50 
percent of the normal program length if the program is one 
academ ic year in length or shorter? 
0Yes 0No 

If No, insert the section number in parenth eses, list student 
names, and explain: 

Is SAP evaluated at the end of the second academic year 
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extended enrollment status . However, all credits 
auempted count toward the 150% of the nom1al 
program length even if the student is on extended 
enrollment. Grades may be replaced if that is the 
institution 's written policy. At the discretion of the 
institution , a student with an approved appeal who 
exceeds one and one-half times the standard time 
frame as defined by the insti tution either as a regular 
studen t or in an extended enrollment status may 
receive the original academic credential for which he 
or she enrolled, provided that there are no addi tional 
financia l obligat ions to the student. 

For institut ions awarding U.S. Department of 
Educat ion Federal Financia l Aid Only : A studen t on 
probation will have their eligibi lity for financial aid 
reinstated. A student on probation may receive federa l 
financia l aid funds for one payment period. At the end 4.27 
of one payment period on probatio n, the student must 
meet the institut ion ' s satisfactory academic progress 
standards or meet the requirements of the academ ic 
plan developed by the institution and the student to 
qualify for further federal financia l aid funds. A 
studen t placed in an extended enrollment status is not 
elig ible for financia l aid. 

13. The institut ion must have clearly defined procedures 

for re-establishing satisfactory academic progress. 

14. The institution has mies for students who change 

programs, as well as for students who seek to earn 

additional credentials. For instance, an institution may 

have a policy that for a student who changes programs 

it will include in the determination of a student 's 

satisfactory academic progress standing the credits 

attempted and grades earned that count toward the 

student 's new program of study. Such a policy must 

be part of the institution 's written policy. 

15. The institution must have a policy that addresses the 

implications of transfer of credit on satisfactory 

academic progress. 

16. The institution has provisions that the student must 

have a minim um CGPA of 2.0 , C, for undergraduate 

programs and 3.0, B for graduate programs or their 

equiva lent upon graduation. For approved 

professional graduate programs, which require 

attainment of specified competenc ies and a licensure 

or certification, the inst itution ha~ published and 

consis tently follows an appropriate SAP policy. 

17. If the institu tion is approved to offer direc t assessme nt 

competency -based program(s), the institut ion must 
demonstrate that it has implemented approp,iate 

po licies that describe how it will measure whether a 

student enrolled in a competency-based program is 

making satisfactory academic progress. Policies and 

procedures must be implemented to identify in a 

timely manner when a student emolled in such a 

program has withdrawn or changed enro llment status. 

The institution must maintain for Council review 

4.28 

4.29 

evidence that financia l aid officers and others assigned 4. 3 0 
lo monitor satisfactory academic progress have been 

trained and are adequately monitored for 

QUESTIONS 

and at the end of each subsequent academic year where 
students must have a minimum CGP A of 2.0 on a scale of 
4.0 or its equivalent, or have academic standing cons istent 
with the institution 's requirements for graduation? 
0 Yes O No O Not Applicable (All 
programs are less than two years.) 

If No, insert the section number in parentheses, list student 
names, and explain : 

Is there evidence that students who are not making 
satisfactory academic progress at the end of the second 
year are dismissed or allowed to continue without being 
eligible for Federal financial aid? 
0 Yes O No O Not Applicable (All 
programs are less than two years.) 

If No, insert the section number in parentheses, list student 
names, and explain : 

Are qualitative and quantitative components evaluated 
cumulatively for all periods of a student's enrollment? 
0 Yes 0N o 

If No, insert the section number in parentheses, list student 
names, and explain : 

Are students allowed to remain on financial aid while 
under warning or probation status? 
0 Yes O No O Not Applicable (The 
campus does not participate in financial aid.) 

If Yes, is the student informed of this policy? 
0 Yes 0No 

If No (the student is not informed), insert the section 
number in parentheses, list student names, and explain: 

Are students whose appea ls are granted due to mitigating 
circumstances placed on probation, have eligibility for 
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implement ing policies affecting competency-based 

programs. 

QUESTIONS 

financial aid reinstated, and considered to be making 
satisfactory academic progress? 
D Yes D No D Not Applicable (There are no 
such student s.) 

If No, insert the section number in parentheses, list student 
names, and explain: 

4.3 1 Are students who are placed in an extended-enrollment 
status denied eligibility for federa l financial aid (unless 
there are mitigating circumstances)? 
0 Yes O No O Not Applicab le (The 
campus does not have extended enrollment and/or does not 
participate in financial aid . Skip to 4.33.) 

If No, insert the section number in parentheses, list student 
names, and explain: 

4.32 Do credits attempted during the extended-enrollment status 
count toward the 1.5 times of normal program length? 
0 Yes O No O Not Applicable (The 
campus does not have extended enrollment.) 

If No, insert the section number in parentheses, list student 
names, and explain: 

4.33 For students who have exceeded one and one-half times 
the standard time fram e and were awarded the original 
credentia l, were any additiona l financial obligation s 
waived? 
D Yes D No D Not Applicable (There is no 
such student and/or the campus does not have such a 
policy.) 

If No, insert the section number in parentheses, list student 
names, and explain: 

4.34 Are students required to have a minimum CGPA of 2.0 
(3.0 for graduate programs) or its equivalent upon 
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graduation from all program s? 
0 Yes 0No 

If No, insert the section number in parentheses and 
explain: 

4.35 Who is responsib le for the administration of satisfactory 
academic progress? 

Based on interviews and reviews of SAP implementation 
and monitoring documents, is it evident that the individual 
assigned is providin g sufficient overs ight of this process? 
0Yes 0 No 

If No, insert the section number in parentheses and 
explain: 

4.36 How does the campus encourage and assist students who 
are experiencing difficulty in progressing satisfactorily in 
their programs? 

Are these mechanisms appropr iate and do they 
demonstrate the campus's commitment to assisting 
students? 
0Yes 0No 

If No, insert the section number of parentheses and 
expl,ain: 

3-1-430 - Tuition a nd Fees 4.37 Does the campus finance any of the following: (Mark all 
that apply.) 

3-1-431. Institutio11ally Financed Grants, Schola rships and 
Loans. The Council recognizes that most accredited institutions 
offer or adminis ter grants , scho larsh ips and loans for students. 
Institut ions must meet appropr iate guidelines for such programs 
in order to ensu re their legitimacy. Participation in ethica l 
inst itutio na l grant (See Append ix E, "Guidel ines for 
Insti1u1iona lly Funded Student Aid"), institutional loan, and 
scholarship programs requires adherence to the following: 

(a) ln addition to admi nistering federal or state student 

(a) D Scholarships? 
(b) D Grants? 
(c) D Loans? 
( d) D The campus does not offer scholarships, grants, 

and/or loans . (Skip to 4.39.) 
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aid programs, institutions may offer the follow ing 
types of student financial aid: 

i. grants funded by the institution and awarded to 
all students within a qual ifying category or to 
all students who demonstrate a need in 
accordance with published standards ; 

11. scho larships funded by the institution or a 
third -pa rty and adm inistered by the inst itution 
to provide aid to students who demonstrate 
academic achievement in accordance with 
published standards ; 

iii. loans funded by the institution and available 
equaUy to aU students . 

(b) Institut ionally financed or adm inistered gran ts, 4.38 
schola rships and loans must be desc ribed in the 
current catalog with a descript ion of the cri teria for 
the award, the application procedures and deadlines, 
and amounts that may be awarded. All information 
must avoid false, misleading or exaggerated 
statements. 

(c) lnst i1u1ionally financed loans may vary in amo unt 
depend ing on the student's need. The terms and 
conditions for loans , including forbearance and 
repayment, must be described in the current cata log. 
All institutionally financed loans must be collected 
in accor dance with sound and aggress ive business 
practices for the co llection of student loans. 
lnst i1u1ions must counse l student s concerning their 
loan repayment obligations. 

3- 1-432. Tuition and Charges. Inst itutions may charge varying 4 .39 
amounts of tuition and fees for different programs. All charges 
should be consistent for similarly circumstanced students 
enrolling at the same time and in the same program s, however, 
and detai led financial records should indicate at all times the 
financial obligat ion of the student 10 the institution. The following 
are minimum expectat ions: 

(a) The tuition and other charges, including the period for 
which the student is financially obligated, shall be 
clear ly stated in the catalog of the institut ion. The 
existence of any separate or comparab le publicat ion 
containing tuition rates must be referenced 
specifically in the catalog. The schedule of charges 
must be unifonn ly administered to similarly 4.40 
circumstanced stude nts. 

QUESTIONS 

If Yes for any item , does the campu s prop erly identif y all 
scholarship , grant , and loan progra ms? 
0Y es 0 No 

If No (the campu s does not prop erly identify these 
programs), insert the sectio n numb er in parenth eses and 
explain : 

Does the cam pus full y disclose the terms, conditions, and 
appli cation procedures regard ing campu s loan, 
scho larship , and grant pro gram s in its cata log? 
0 Yes 0N o 

If No for any appli cable item, insert the section numb er in 
arentheses and expl ain : 

Are all similarl y circumstance d studen ts who enrolled at 
the same time and in the same programs charged the same 
tuition and fees? 
0 Yes 0 No 

If No, insert the section numb er in parentheses, list student 
names, and explain : 

Are tuition and fees clear ly stated in the catalog? 
0 Yes 0N o 

If No, insert the section numb er in parentheses and 
explain: 

If Yes, have stud ents confirmed rece iving a copy of the 
catalog? 
D Yes D No D Not Appli cable 
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If No, insert the section number in parentheses, list student 
names, and explain: 

(b) The financial records of the stude nts shall clear ly 
show the charges and dates for the posting of tuition, 
fees, and other charges; the payments and dates of 
payment; and the balance after each transact ion. 

4.41 Do the financial record s of student s clearly show the 
following: 

(c) Annou ncements of changes in tuition or fees must 4.42 
state the effective date of the change and be unifonn ly 
administered. 

(cl) Tenns of payment may be varied by the institution so 
long as the tuition charges are uniformly adm.inistered. 

3-1-433. Ref1111d Policy. The institution must have a fair and 4 .4 3 
equitable refund policy that is applicable to all students and that is 
published in the institut ion's catalog. Specific federal or state 
policies may apply. 

(a) Tuit ion charges? 
0Y es 0No 
(b) Dates for the posting of tuition ? 
0 Yes 0No 
(c) Fees? 
□ Yes 0No 
(d) Other char ges? 
0 Yes 0No 
(e) Payment s? 
□ Yes 0No 
(f) Dates of payment ? 
0 Yes 0No 
(g) The balan ce after each tran saction? 
0Ye s 0No 

If No for any item, insert the section number in parentheses 
and explain with specific references : 

Is the effective date listed on announcement s of changes in 
tuition and fees? 
D Yes D No D Not Applic able (The 
campu s has not changed tuition or fees since the last 
catalog publi ca tion.) 

If No, insert the section numb er in parentheses and 
explain : 

Is the campu s's refund policy publi shed in the catalog? 
0 Yes 0No 

If No, insert the section numb er in parentheses and 
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explain: 

4.44 Is the refund policy fair, equitable, and applicable to all 
students? 
0 Yes 0No 

If No, insert the section number in parentheses and 
explain: 

4.45 Describe the documentation to evidence that the campus is 
following its stated refund policy. 

3-1-434. Admi11istration of St uden t Fi11ancial Aid. Participation 4.46 
in state or federal student financial aid programs requires serious 
administrative re.~ponsibility. The Counc il expects all institutions 
par1icipating in such programs 10 be knowledg eable of and in 
compliance with applicable laws and regulations. The following 
requirements govern how such activities are evaluated by ACICS: 4.47 

(a) An institution participating in student financial aid 
programs shall des ignate at least one competent 
person at the site to administer student financial aid. 
The extent of this act ivity and the personne l needed 
shall be governed by the size and classification of the 
institution. 111e person who determines the amount of 
student awards cannot be responsible for disbursing 
those awards. 

(b) The person or persons assigned 10 admin ister student 
financia l aid programs must in all cases be a part of 
the administration . Administrative personnel involved 
in student recruitment as their major act ivity shall not 
have the final decision -making authority in the 
approval or awarding of student financial aid. 

If there is no evidence to support the implementation and 
consistent application of the polic y, insert the section 
number in parentheses and explain: 

Does the campus pait icipate in Title IV financial aid? 
D Yes D No (Skip to 4.51.) 

Who makes the final decisions regarding financial aid 
eligibility, packag ing, awarding, and disbursement, and 
what is their experience? 

Is this person someone other than recruitment and 
enrollment personnel? 
0 Yes O No O Not App licable (The 
campus does not participate in financi al aid.) 

If No, insert the section number in pai·entheses and 
ex lain: 

If the same individual determines and disburses the awai·d, 
insert the section number in parenthe ses and explain: 

4.48 Who is responsible on site for administering student 
financia l aid, and explain how this person (or persons) 
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has been trained to adminis ter financial aid? 

(c) There shall be professional awareness on the part of 4.49 
the financial aid administrator as shown by 

Is the financial aid administrator a member of a state, 
regional , or national financial aid assoc iation and up to 
date on procedure s and changes in the field? 

membership and participation in state, regional, or 
national financial aid associations and by other 
educational activities designed to keep the 
administrntor up to date on procedures and changes in 
the field. 

0Yes 0No 

If Yes, list the names of the financial aid admin istrators and 
their affiliations: 

If No, insert the section number in parenthese s and 
ex~ain: 

4.50 Describe the educational activities, including membership 
and participation in state, regional, or national financia l 
aid associations and other profes sional organization s that 
evidence the financial aid administrator and financial aid 
office stay up to date on procedures and changes in the 
field. 

(h) 2-2-500 - Pro grams of Stud y Regula tions 4 .51 Does the campus have a w1itten policy that accurate ly 
reflect s the U.S . Department of Education' s definition of a 
credit hour for credit hour programs and/or clock-to-credit 
hour program s, including convers ion ratios? 

2-2-501. Evalllation of Program s for Purpos es of Federal 
Fi11a11cial Aid. As part of its evaluation of an institut ion for 
initial accreditation or renewal of accredi tation , ACICS will 
review the institution's policies and procedures for determ ining 
credi t hour assignments for purposes of awarding federal 
financia l aid. ACICS will evaluate the reliabil ity and accuracy 
of the institution's assignment of credit hours. as defined by 
federal requiremen ts, to courses and programs and will 
determine whether this assignment conforms Lo commo nly 
accepted pract ice in higher education . 

(a) Credir Hours for Credit-Hour Programs. The 
evaluation of credit hour programs, as defined by 
federal requirements, for purposes of financial aid is 
based on the following federal defin ition of a credit 
hour : 
Except as provided in federal regulations , a credit 
hour is an amoun t of work represented in intended 
learning ou tcomes and verified by evidence of 
student achievement that is an institutionall y 
established equivalency that reasonab ly 
approx imates not less than- (1) One hour of 
class room or direct faculty instruction and a 
minimum of two hours of out of class student work 
each week for approximately fifteen weeks for one 

D Yes D No D Not Applicab le (clock hour 
programs only) 

If No, insert the section number in parenthe ses and 
explain: 
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semester or trimester hour of credit, or ten to twelve 
weeks for one quarter hour of c redit, or the 
equ ivalent amount of work over a different amount 
of time; or (2) At least an equivalent amount of work 
as required in paragraph ( I) of th is definition for 
other academic activities as established by the 
inst itution including laboratory work, internships, 
prac1ica, stud io work, and other academ ic work 
leading 10 the award of c redit hours. 

(b) Credit Hours for Programs that are neither Credit 
Hour nor Clock -Hour Programs. Clock hour 
programs as defined in federal regulations may not 
assign credit hours for the purpose of award ing 
federal financ ia l aid . However , undergraduate 
degree programs of less than two years in length and 
non-degree programs that are not fully transferrable 
to degree programs of at least two years in length 
(with at least two graduates) at the same institution 
are eligible to convert clock hours to cred it hours for 
purposes of award ing federal financial aid. In doing 
so, these programs may seek Lo combi ne a minimum 
number of hours in a range of hours of student work 
outside of class with a required minimum number 
hours of instruction alone to meet or exceed a total 
number of clock hours of instmction. The evaluation 
of these clock -to-credit hour programs is based upon 
the following federal conve rsion formulas : 
The institution's student work outside of class 
combined with the clock hours of instruction meet or 
exceed the following numeric requirements: 

i. A semester hour must include at least 37.5 clock 
hours of instruc tion; 

ii. A trimester hour must include at least 37.5 clock 
hours of instruc tion; and 

111. A quarter hour must include al least 25 clock 
hours of instruction; and 

TI1e clock hours of instruction alone meet or exceed 
the following numeric requirements : 

(A) A semester hour must include at least 30 clock 
hours of instruction; 

(B) A trimes1er hour must include at least 30 cloc k 
hours of instruction; and 

(C) A quarter hour must include a least 20 hours of 
instruct ion. 

3-1-435. Cash Disco1111ts. Any institution providing discounts for 
cash received in advance of the normal payment schedule mus1 
have a wrillen policy. That policy must be provided in writing to 
all student applicants prior to enrollment. 
The institution must demonstrate that the po licy: 

(a) is available to all students at the institution; and 
(b) bases the size of the discount on the financial benefit 

the ins1itution receives from the payment of cash 
earlier than otherwise would be required under the 
insti1ution's normal tuition payment schedule or 

applicable retail installment contract. 

4 .52 

QUESTIONS 

Does the campus provide discounts for cash received in 
advance of the normal payment schedule? 
D Yes D No (Skip to 4.53.) 

If Yes, is there evidence that the campus provide s a copy of 
the written policy to all student applicants prior to 
enrollment? 
0Yes 0No 

If No (there is no such evidence), insert the sect ion number 
in parentheses and exp lain: 


