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Preface

The Bylaws of the Council on Occupational Education assign to the Commission the
responsibility of “establishing and implementing appropriate policies and rules for the
enforcement of the approved accreditation standards and membership conditions”
(Bylaws of the Council on Occupational Education, Article IV. The Commission,
Section 4.2, Commission Responsibilities). Further, the current Handbook of Accredita-
tion states in several instances that the Commission will establish policies and/or rules
for candidate and accredited institutions to observe in order to maintain their status with
the Council. Policies and rules are understood by the Commission to include procedures
that may be required to maintain compliance with the Council’s standards and condi-
tions.

The purpose of this document is to communicate to interested and affected parties the
policies and rules that have been adopted by the Commission in fulfillment of its
obligation under the Bylaws of the Council. In those cases where the action of the
Commission is mandated by the provisions in the Handbook of Accreditation, a citation
is given for the specific reference in the Handbook.

These policies and rules are subject to revision, including additions and deletions, at
any time by the Commission as the Commission deems appropriate to carry out its
responsibilities under the Bylaws of the Council. The Commission has total and final
authority in determining institutional compliance with these policies and rules.
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Team Visits

A. General

The policy of the Commission is to select highly qualified visiting teams in order to ensure the most effective
evaluation of institutions. The visiting teams are composed of professional educators and may include public
members. A Commission representative may accompany a visiting team. The institution will be notified as to
the membership of the team prior to the distribution of the team roster. A team member may be disqualified
by the institution for cause.

A member of a visiting team shall not serve the institution to be visited as a compensated consultant for one
year prior to the visit or for a period of two years following the team visit. Anyone who violates this policy
will be removed from the roster of possible team members.

Visiting team members must certify that they have no vested interest or conflict of interest in the institution to
be visited. Team members must also certify that all documents and information will be treated in a confiden-
tial manner.

A visiting team shall not be assigned to any institution that has past due invoices from the Council on Occupa-
tional Education.

The Commission uses the following guidelines for establishing teams:
1. Team Leader

(@ Must have demonstrated competence in evaluation, leadership, and written
composition.

(b) Must have served as a member of at least two teams.

(c) Must be recommended to serve as future team leader by the leader of a team on which he/
she has been a member.

(d) Must agree to conduct prescribed activities within the identified time frame.

(e) Must attend a workshop for team leaders prior to becoming a team leader and must attend
a team leader workshop at least once every three years. (NOTE: The Commission may
waive this requirement in special circumstances.)

2. Team Members

(a) Must be recommended by a team leader, a school director, a state or county department of
education representative, or the Commission staff.

(b) Must have expertise or experience relevant to the field of occupational education.

(c) Must have filed a biographical data sheet with the Commission.

(d) Must attend a workshop for team members prior to becoming a team member and must at-
tend a team member workshop at least once every three years. (NOTE: The Commission
may waive this requirement in special circumstances.)
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3. Desirable Team Composition

(@) Administrators and instructors of occupational education institutions accredited by the
Commission.

(b)  System wide supervisors, coordinators, and directors of occupational education.

(c) Teacher educators, student personnel specialists, and lay personnel (who have expertise in
occupational education).

Team members are selected who have expertise in the programs offered by the institutions and knowledge of
the standards, criteria, conditions, policies, and procedures of the Commission. The team leader and members
are selected by the Commission’s staff. The team leader and the team members shall come from outside the
state of the main campus of the institution and certify that they have no vested interest or conflict of interest
in the institution to be visited. (Army, Navy, and Air Force shall be considered as states for this purpose.) The
Commission relies on the personal and professional integrity of each visiting team member and expects him
or her to be sensitive to potential conflicts of interest in the review process.

B. Candidate Visiting Teams

Upon receipt of a complete application for candidate for accreditation, the Commission staff shall assign a
visiting team (usually two members) to evaluate the institution (cost to be borne by the institution). The team
usually plans to arrive by noon on the first day and conduct its review through noon on the following day.
This enables the team to monitor night sessions and to have adequate time to confer before continuing the
visit on the next day. Institutions with a large number of programs and/or multiple campuses may require a
longer candidate visit.

The team evaluates the institution to verify that the eligibility requirements are met and to provide information
for the Commission to determine that there is reasonable expectation for the institution to become accredited
within three years. The candidacy visiting team will submit a written report to the Executive Director within
30 days after completing the site visit. A copy of the visiting team report will be mailed to the institution. The
institution must provide the Commission with a response for any recommendations in the team report within
30 days of the date that the report is mailed to the institution. Cost of the on-site evaluation will be borne by
the institution. The Executive Director will determine the amount of the deposit for the team site visit that
must be conducted.

C. Accreditation Visiting Teams

A current institutional self-study must be completed by the staff of the institution before the preliminary visit
is made. The cost of the preliminary visit as well as the cost of the team visit is to be borne by the institution.
The preliminary visit is concluded 30 days prior to the scheduled team visit. The purpose of the preliminary
visit is to assure the Commission that the institution is prepared for the team visit and to finalize arrangements
for the team visit. The team shall evaluate the educational programs as well as determine compliance with the
standards, criteria, conditions, policies, and procedures of the Commission. The Commission staff will deter-
mine the number of team members based on relevant factors such as the number of programs, staff members,
students enrolled, campuses, distance between campuses, and whether the purpose of the visit is for initial
accreditation or reaffirmation. The team normally visits the institution for three to five days depending on the
size of the institution, the number and location of the campus(es), and the number of programs offered. The
composition of the team is determined at the discretion of the Commission staff.
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The visiting team leader will submit a written report to the Executive Director within 30 days after completing
the site visit. A copy of the visiting team report will be mailed to the institution. The institution must provide
the Commission with a response for any recommendations in the team report within 30 days of the date that
the report is mailed to the institution. Identification of deficiencies documented during the visit may result

in the institution being placed on special status (warning, probation, or show cause) or losing its accredita-
tion. Cost of the on-site evaluation will be borne by the institution. The Executive Director will determine the
amount of the deposit for the team site visit that must be conducted.

D. Focused Review Teams

Focused review team visits are conducted when certain substantive applications are received or when, in the
judgment of the Commission, a re-evaluation of the institution’s compliance with the Commission’s stan-
dards, criteria, conditions, policies, and/or procedures is necessary (cost to be borne by the institution). In
either circumstance, the number of team members and the length of the visit are determined by the Commis-
sion’s staff based on relevant factors such as the purpose of the visit, the number of campuses to be visited,
and the distance between the campuses to be visited. Focused review visits may require from one to five days
on campus depending on the nature of the visit. Focused review visits may be conducted as announced or
unannounced visits.

The focused review team leader will submit a written report to the Executive Director within 30 days after
completing the site visit. A copy of the visiting team report will be mailed to the institution. The institution
must provide the Commission with a response for any recommendations in the team report within 30 days
of the date that the report is mailed to the institution. Identification of deficiencies documented during the
visit may result in the institution being placed on special status (warning, probation, or show cause) or losing
its accreditation. Cost of the on-site evaluation will be borne by the institution. The Executive Director will
determine the amount of the deposit for the team site visit that must be conducted.

E. Observers on Visiting Teams

The Commission’s policy regarding observers of team visits differentiates between out-of-state and in-state
observers. An observer is defined as an individual who is not chosen by the Commission staff to serve on a

visiting team but who participates in all activities of the team visit except for evaluation of any aspect of the
institution, deliberations of the visiting team, and decisions of the team.

An out-of-state individual may request to be an observer by writing the Commission. An observer is assigned
to a visiting team only after receiving Commission staff approval and when concurrence is obtained from

the institution to be evaluated. Upon institutional concurrence, the observer is notified and sent appropriate
materials from the team leader, the institution, and the Commission. The Commission may include staff of
the U.S. Department of Education or out-of-state agencies on the visiting team. When an individual is invited
by the Commission to be an observer, the expenses are reimbursed by the Commission. Persons observing at
their own request are responsible for their own expenses.
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With respect to in-state observers, the policy of the Commission is not to allow observers (as defined above)
on visiting teams to institutions within the state of the observer’s residence. Institutions being visited may

permit in-state observers to visit the institution during the team evaluation; however, in-state observers do not
have access to the team meetings.

Adopted by the Commission of the Council on Occupational Education on September 15, 1998
Revised on September 21, 1999, September 19, 2000, and September 15, 2009

Reference: Handbook of Accreditation: 2010 Edition, page 11
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Annual Financial Statements
for Non-Public Institutions

A. Annual Submission of Financial Statements

Each non-public institution that has candidate or accredited status with the Commission of the Council on
Occupational Education is required to submit annual audited financial statements prepared by an independent
certified public accountant and completed COE financial forms. Financial statements shall adhere to Gener-
ally Accepted Accounting Principles (GAAP) and shall be prepared in accordance with Generally Accepted
Government Auditing Standards (GAGAS). A separate income statement must be provided for the main cam-
pus and each branch campus. The COE financial form can be obtained from the Council office or the Coun-
cil’s web site (www.council.org).

The annual financial statements for each non-public institution will be due not later than six months following
the date of the end of the institution’s fiscal year. The due date for each institution’s financial statements will
be monitored by the Commission staff to ensure timely submission of the statements. If the financial state-
ments are completed in advance of their due date, the institution is encouraged to submit them as soon as they
are completed. Failure to submit the statements by the due date will result in a financial penalty as provided in
the Handbook of Accreditation.

B. Submission of Financial Statements for Initial Accreditation

For initial accreditation, non-public institutions must submit audited financial statements for the two most
recent fiscal years at least 60 days priot to hosting an initial accreditation visiting team. The first of those two
years must be the audited financial statement submitted with the institution’s candidacy application and the
second audited financial statement must represent activity while the institution is in candidate status. Both
audited financial statements must demonstrate compliance with the Commission’s financial stability require-
ments as stated in Standard 7 - Financial Resources.

C. Third-Party Audit Review

The Commission reserves the right to have any audit reviewed by an independent, third-party

auditor. A $1,500 fee will be assessed to an institution requiring a third-party audit review. This assessment
consists of a non-refundable $250 audit review fee and a $1,250 deposit to cover the review cost. Any funds
left over from the deposit are refunded to the institution. Should there be an outstanding balance after the
deposit is applied, the institution must pay the outstanding balance. The institution shall be provided with a
statement of expenses incurred.

Adopted by the Commission of the Council on Occupational Education on February 2, 1999.
Revised on September 19, 2000, September 14, 2007, and June 13, 2008.
Reference: Handbook of Accreditation: 2010 Edition, pages 8, 12, and 21
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Appeal Process

The Handbook of Accreditation describes the appealable actions of the Commission, the grounds for appeals,
and the basic requirements to initiate an appeal. The Commission is charged with the responsibility of defin-
ing procedures to ensure that the appeal process is fair and equitable for all parties. The procedures below are
designed to achieve this requirement.

A. Request for Reconsideration

The institution may, only on one occasion, seek reconsideration by the Commission of significant finan-
cial information that was unavailable to the institution or program prior to an adverse action, and that bears
materially on the financial deficiencies identified by the Commission. This review shall take place prior to
the appeal board consideration of the adverse action. The adverse action must have been based solely upon
a failure to meet a standard or criterion pertaining to finances. The Commission’s determination relative to
significance or materiality of the new financial information is not separately appealable by the institution.

B. Appeal Document

The institution must submit 12 bound copies of an appeal document to include a table of contents and con-
secutively numbered pages to the Executive Director at least 10 days in advance of the commencement of the
appeal board proceedings. The appeal document shall set out, in detail, all of the facts and arguments, which
the institution believes, support a reversal or modification of the Commission’s action and include all docu-
mentation to support its appeal.

Upon receipt of the institution’s appeal document, the Executive Director will provide the institution with one
bound copy of the Commission’s documents for the Appeal Board.

C. Appeal Panel

The appeal panel shall be composed of 45 members (15 to be elected each year). Members of the appeal panel
shall be nominated by the Council Committee on Nominations and elected by the Council membership from
among the chief administrative officers of institutions accredited by the Commission. The panel members
shall be selected on the basis of their expertise and experience in occupational education and their familiarity
with the Commission’s standards, conditions, policies, and procedures. Elected panel members may serve out
their full three-year terms, even if they retire or change positions. An appeal panel member may be removed
by the Commission for cause.

After receiving a formal, complete, and properly filed notice of intent to appeal, the Commission Executive
Committee shall name a five-member appeal board plus one alternate member from among the members of
the appeal panel. One member of the appeal board shall be named chair, and one member shall be named
vice-chair. The institution will be provided with the names of members elected to the appeal board. Within

15 days, the institution may veto, with cause, any member elected to this first appeal board. Replacements for
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members vetoed by the institution shall be named from the appeal panel by the Commission Executive Com-
mittee and are not subject to veto by the institution.

The alternate board member shall attend all appeal board proceedings, and shall replace any regular board
member who cannot fulfill his/her responsibilities. The vice-chair will preside in the absence of the chair.

Commission members and Commission staff shall not be elected as members of the appeal panel. Should a
member of the appeal panel be elected to serve as a Commission member, he/she will be automatically re-
moved from the appeal panel. Appeal panel members from the same state as the aggrieved institution shall not
serve on the appeal board. Each selected Appeal Panel Board member shall certify that he/she has no vested
interest or conflict of interest in the aggrieved institution.

F. Expense of Appeal

The notice of intent to appeal must be accompanied by a cashier’s check in the amount of $27,500 to cover
the cost of the appeal. The $27,500 consists of a non-refundable $2,500 notice-of-intent-to-appeal fee and a
$25,000 deposit to cover the costs of the Appeal Board proceedings. Any funds left over from the deposit are
refunded to the institution. Should there be an outstanding balance after the deposit is applied, the institution
must pay the outstanding balance. The institution shall be provided a statement of expenses incurred.

The institution will bear all direct costs in connection with the appeal including but not limited to the follow-
ing:

1. Travel and subsistence of appeal board members participating in the appeal review and
proceedings.

2. Cost of proceedings room.

3. All direct costs of the appeal, such as stenographic costs, mailing or distribution of appeal
documents, and communication services.

4. Travel and subsistence of three official Commission representatives.

5. Court reporter costs.

6. Cost of Commission Legal Counsel should the appeal board affirm the action of the
Commission.

G. Appeal Board Proceedings

The Executive Director will set the date, time, and place of the proceedings of the appeal board at least 30
days in advance and so notify the institution and members of the appeal board in writing. The institution shall
provide the Executive Director with the names, addresses, and positions of all individuals whom the institu-
tion wants to be heard by the appeal board at least 10 days before the date for the proceedings.

The Commission chair shall designate the persons who are to appear on behalf of the Commission. The Com-
mission chair shall submit to the appeal board and the institution a list of names, addresses, and positions of
persons whom the chair has asked to appear before the appeal board at least 10 days before the date of the
proceedings.
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The appeal board proceedings shall be conducted as follows:

1.

P w

All members of the appeal board shall attend all of the proceedings. Proceedings shall be scheduled to ef-
fectuate their attendance. The designated chair shall preside at all proceedings and will rule on all procedural

The chair shall preside and act to maintain decorum. He/she shall ensure that the participants
have a reasonable opportunity to be heard and to present all relevant oral and written
documentation. The chair may limit presentation of documentation to avoid repetition. He/
she shall have the right to vote and the authority to rule on questions which pertain to the
conduct of the hearing.

The Commission considers an appeal to be an adversarial proceeding. The institution

does not have the right to cross-examine individuals, such as the staff, members of the
evaluation team, or Commission members. Only the appeal board members have the

right to question individuals present at any hearing. Appeals are administrative, not

judicial hearings; and, therefore, the legal rules of evidence are not applicable. Hearings

on appeals are closed to the public. The institution shall not present any new documentation
concerning the progress of the institution or the remedying of deficiencies since the date of
the Commission’s action which is being appealed. The institution has the right to be
represented by legal counsel at the appeal.

Legal counsel will be present to advise the appeal board.

A court reporter will produce a transcript of the proceedings.

All of the oral and written documentation shall be considered by the board in relation to the
specific grounds of appeal.

matters. Decisions of an Appeal Board will be based upon a majority vote of the board’s members.

H.

Limitations

The Appeal Board shall act within the following limitations:

1.

The Appeal Board shall not include current members of the Commission that took the initial
adverse action against the institution.

The appeal board affirms, amends, remands, or reverses the adverse actions. of the original
decision making body.
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l. Responsibility

The appeal board has the responsibility to prepare a written report for the chief administrative officer of the
institution and for the Commission. The report will give the decision of the board and the reasons for the
decision. The report must be sent to the Executive Director within 30 days following the last day of the board
proceedings. The Executive Director will send one copy to the institution and place the report on the agenda
of the next Commission meeting. The Commission will receive the report of the appeal board, will implement
the appeal board’s decision, and will act in a manner consistent with the appeal board’s decision regarding the
institution’s or program’s accreditation status.

Adopted by the Commission of the Council on Occupational Education on September 15, 1998
Revised on September 19, 2000, February 6, 2001, and September 15, 2009.
Reference: Handbook of Accreditation: 2010 Edition, page 15
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Full-Time Equivalent

The Commission definition of Full-Time Equivalent (FTE) is a unit of measurement used to determine the
amount of instruction that equates to one full-time student during one full year. The Commission has chosen
to define one FTE as 900 scheduled student contact clock hours, 45 quarter credit hours, or 30 semester credit
hours of instruction.

In establishing a rationale for specification of FTE, the Commission recognizes that numerous methods may
be used by states and institutions for calculating FTE. While many institutions are open twelve months each
year, some operate for only nine or ten months. Within some institutions, there are both full-time and part-
time students engaged in twelve-month programs, nine-month programs, evening short courses, off-campus
instruction, part-time skill upgrade instruction, and possibly other types of instructional activity. Among these
institutions, some programs are measured in semester or quarter hours, particularly if they are degree pro-
grams, while other programs are measured in scheduled student contact clock hours. The Commission desires
to conform to general practice in the technical education community to the extent feasible and, therefore, has
adopted this definition of an FTE for its reporting purposes.

The FTE reported on the Annual Report each year determines the amount of dues that each institution will
owe the following fiscal year. The FTE for all types of program measurement at each branch, extension, ex-
tended classroom, instructional service center, and postsecondary auxiliary instructional site must be added to
the FTE for the main campus to obtain the total FTE for the institution.

With Commission approval, military institutions and Job Corps Centers may apply routinely used alternative
methods of computing enrollment that yield a sufficiently accurate approximation of the FTE.

Adopted by the Commission of the Council on Occupational Education on February 2,1999
Revised on February 6, 2001 and September 23, 2003

Reference: Handbook of Accreditation: 2010 Edition, page 21
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Cost of Team Visits

Institutions must reimburse the Council for actual expenses of team members, staff members, and/or Commis-
sion representatives. Reimbursable expenses include travel, lodging, and meals of the team, staff members,
and/or Commission representatives. (There is no charge for salaries of team members, staff members, or
Commission representatives.)

In addition to the expenses mentioned above, the Council will assess a fee of $1,000 for initial accreditation
and renewal of accreditation. This fee is non-refundable.

Institutions shall not reimburse team members, staff members, or Commission representatives directly. All
reimbursements are made in accordance with the policies and guidelines of the Council. Local institutional
travel policies do not apply to team visits since the individuals conducting the visits act as agents of the Com-
mission. The Council will contract with institutions or school systems that cannot otherwise reimburse the
Council for team visit expenses.

The Executive Director will determine the amount of the deposit for each team visit that must be received at
least 30 days in advance of the date on which the team visit begins. The institution shall be provided a state-
ment of expenses incurred. Unused funds from the deposit shall be returned provided that the institution has
no other outstanding debt with the Council; otherwise, unused funds will be applied toward any outstanding
debt the institution owes the Council. Any costs in excess of the deposit must be paid by the institution.

Adopted by the Commission of the Council on Occupational Education on September 15, 1998
Revised on September 24, 2002, September 23, 2003, and September 19, 2006

Reference: Handbook of Accreditation: 2010 Edition, page 21
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Debarment Appeal Procedures

A. Notice of Appeal

A person debarred by the Commission may appeal the debarment decision by submitting a written notice of
intent to appeal to the office of the Council on Occupational Education within 20 days of the date of the letter
notifying the person of the debarment decision. The person (appellant) must state in the letter the grounds for
the appeal and whether the appeal review will be conducted with a hearing or without a hearing.

B. Appointment of a Debarment Appeal Board

The appeal proceeding will be conducted by a three-member Debarment Appeal Board appointed by the
Commission Chair from among the 45 members of the Council Appeal Panel. The Commission Chair shall
designate one member of the Debarment Appeal Board as Board Chair. In any instance where two or more
debarments are imposed by the Commission based on the same set of facts and/or conditions, the Debarment
Appeal Board may consider any or all appeals in one proceeding. The Debarment Appeal Board Chair will
establish deadlines for the submission of documentation to be considered by the Board and the subsequent
schedule for the conduct of the proceeding.

C. Review without Hearing

If the appellant does not request a hearing, the Debarment Appeal Board shall meet to determine its decision
regarding the appeal based on the appellant’s notice of intent to appeal and any supporting documentation and
written arguments submitted by the appellant in accordance with the time schedule established by the Board
Chair. The Debarment Appeal Board may consult with legal counsel of the Commission in reviewing the case
and making its decision on the appeal. The decision of the Debarment Appeal Board shall be transmitted to
the Commission for final action at its next meeting. The appellant shall be notified of the Commission’s final
action within 30 days of its decision.

D. Review with Hearing

The appellant may have a hearing before the Debarment Appeal Board if requested in the letter notifying the
Commission of the intent to appeal the debarment. The Chair of the Debarment Appeal Board shall notify the
appellant of the date, time, and place for the hearing and the deadline for receiving in advance of the hearing
any written submissions including documentation and arguments related to the debarment from the appel-
lant and legal counsel for the Commission. Such submissions must be received in the Council’s office by the
established deadline. The following procedures will be applicable to the hearing:

1. The appellant shall have the burden of demonstrating that the debarment should be set aside
or modified.
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The Debarment Appeal Board Chair shall establish the amount of time that will be allotted
for the hearing, taking into account the number of persons whose appeals are being heard
concurrently. The appellant may be represented by legal counsel. The time for the hearing
will be divided between the appellant and the Commission so as to give the Commission time
to present its case for debarment and the appellant time to present a rebuttal argument.

The Debarment Appeal Board’s decision on the appeal will be transmitted to the Commission
within 30 days of the conclusion of the hearing for final action at its next meeting. The appel-
lant will be notified of the Commission’s action within 30 days of the Commission’s decision.

E. Authority of the Debarment Appeal Board

The Debarment Appeal Board shall have the authority to recommend any of the following actions:

1. Affirmation of the Commission’s debarment decision.

2. Reversal of the debarment decision if it finds that the Commission’s decision was arbitrary,
capricious, or contrary to the substantive obligations for accreditation by the Commission.

3. Modification of the Commission’s debarment decision based upon newly discovered substan-
tive information, reversal of the grounds used for the debarment, or other material grounds
deemed applicable by the Debarment Appeal Board.

F. Expenses of the Debarment Appeal Board

The appellant shall bear all expenses of the debarment appeal, including but not limited to the cost of travel
and subsistence for the Debarment Appeal Board and two Council representatives, court reporter services,
Commission legal counsel, hearing room, and any other direct costs of the appeal. The Council will require
a deposit prior to the appeal review whether with or without a hearing based on estimated costs of the ap-
peal. Failure to pay the deposit by the due date shall be grounds for dismissal of the appeal without further

recourse.

Adopted by the Commission of the Council on Occupational Education on February 6, 2001

Reference: Handbook of Accreditation: 2010 Edition, page 22
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Procedures Required to Establish
a New Branch or Extension

An institution must submit an application when planning to establish a new branch or extension at least 30
days prior to becoming operational. Applications for new branches or extensions will not be accepted until
any substantive changes requiring a site visit have been granted final approval. Failure to provide advance
notification may call into question the entire institution’s accreditation.

Upon receipt of a completed application, the Executive Director shall review the application and may request
additional documentation, grant initial approval of the branch or extension, or refer the application to the
Commission for action at its next meeting. The Commission reserves the right to require a preliminary visit to
any potential branch or extension campus location prior to granting initial approval.

Failure to provide advance notification may call into question the entire institution’s
accreditation.

Within 180 days after the branch or extension is granted initial approval, an on-site visit will be conducted at
the new branch or extension and the main campus. New branch or extension campuses being considered for
final approval must be in full operation with students attending prior to hosting an on-site visit. If the branch
or extension campus being considered is not in full operation with students attending within 180 days from
the effective date of initial approval, initial approval of the site will be rescinded. The visiting team (which
may include a Commission representative) will consider the adequacy of the branch or extension and its
potential impact on the institution as a whole. The visiting team will submit a written report to the Executive
Director within 30 days after completing the site visit. A copy of the visiting team report will be mailed to
the institution. The institution must provide the Commission with a response for any recommendations in the
team report within 30 days of the date that the report is mailed to the institution. Identification of deficiencies
documented during the visit may result in the institution’s being placed on special status (warning, probation,
or show cause) or losing its accreditation. Cost of the on-site evaluation will be borne by the institution.

The institution’s response report, if required, must provide documentation that deficiencies or violations of the
standards, criteria, and/or conditions of accreditation have been corrected. The Commission will review the
application, the team report, and institutional response, if required, at its next meeting and will make a final
decision on extending accreditation to include the new branch or new extension.

Adopted by the Commission of the Council on Occupational Education on September 15, 1998
Revised on September 19, 2000, September 22, 2004, September 19, 2006, and September 15, 2009
Reference: Handbook of Accreditation: 2010 Edition, page 29
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Procedures Required to Establish
an Instructional Service Center

An institution must submit an application when planning to establish an instructional service center at least
30 days prior to becoming operational. Applications for new instructional service centers will not be ac-
cepted until any substantive changes requiring a site visit have been granted final approval. Failure to provide
advance notification may call into question the entire institution’s accreditation.

Upon receipt of a completed application, the Executive Director shall review the application and may request
additional documentation, grant initial approval of the instructional service center, or refer the application to
the Commission for action at its next meeting. The Commission reserves the right to require a preliminary
visit to any potential instructional service center location prior to granting initial approval.

Failure to provide advance notification may call into question the entire institution’s accreditation.

Within 180 days after the instructional service center is granted initial approval, an on-site visit will be con-
ducted at the new center and the main campus. Instructional service centers being considered for final approv-
al must be in full operation with students attending prior to hosting an on-site visit. If the instructional service
center being considered is not in full operation with students attending within 180 days from the effective date
of initial approval, initial approval of the site will be rescinded. The visiting team (which may include a Com-
mission representative) will consider the adequacy of the instructional service center and its potential impact
on the institution as a whole. The visiting team will submit a written report to the Executive Director within
30 days after completing the site visit. A copy of the visiting team report will be mailed to the institution. The
institution must provide the Commission with a response for any recommendations in the team report within
30 days of the date that the report is mailed to the institution. Identification of deficiencies documented during
the visit may result in the institution being placed on special status (warning, probation, or show cause) or
losing its accreditation. Cost of the on-site evaluation will be borne by the institution. The Executive Director
will determine the amount of the deposit for the team site visit that must be conducted.

The institution’s response report, if required, must provide documentation that deficiencies or violations of
standards, criteria, and/or conditions of accreditation have been corrected. The Commission shall review the
application, the team report, and institutional response, if required, at its next meeting and will make a final
decision on extending accreditation to include the new instructional service center.

Adopted by the Commission of the Council on Occupational Education on September 15, 1998
Revised on September 19, 2000, February 6, 2001, September 22, 2004, September 19, 2006, and September 15, 2009

Reference: Handbook of Accreditation: 2010 Edition, page 29
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Procedures Required to Establish
an Extended Classroom

An institution must submit an application when planning to establish an extended classroom at least 30 days
prior to becoming operational. Applications for new extended classrooms will not be accepted until any sub-
stantive changes requiring a site visit have been granted final approval. Failure to provide advance notification
may call into question the entire institution’s accreditation.

Upon receipt of a completed application, the Executive Director shall review the application and may request
additional documentation, grant initial approval of the extended classroom, or refer the application to the
Commission for action at its next meeting. The Commission reserves the right to require a preliminary visit to
any potential extended classroom location prior to granting initial approval.

Within 180 days after the extended classroom is granted initial approval, an on-site visit will be conducted at
the new site and the main campus. Extended classrooms being considered for final approval must be in full
operation with students attending prior to hosting an on-site visit. If the extended classroom being considered
is not in full operation with students attending within 180 days from the effective date of initial approval, ini-
tial approval of the site will be rescinded. The visiting team (which may include a Commission representative)
will consider the adequacy of the extended classroom and its potential impact on the institution as a whole.
The visiting team will submit a written report to the Executive Director within 30 days after completing the
site visit. A copy of the visiting team report will be mailed to the institution. The institution must provide the
Commission with a response for any recommendations in the team report within 30 days of the date the report
is mailed to the institution. ldentification of deficiencies documented during the visit may result in the institu-
tion being placed on special status (warning, probation, or show cause) or losing its accreditation. Cost of the
on-site evaluation will be borne by the institution. The Executive Director will determine the amount of the
deposit for the team site visit that must be conducted.

The institution’s response report, if required, must provide documentation that deficiencies or violations of
standards, criteria, and/or conditions of accreditation have been corrected. The Commission shall review the
application, the team report, and institutional response, if required, at its next meeting and will make a final
decision on extending accreditation to include the new extended classroom.

Adopted by the Commission of the Council on Occupational Education on September 25, 2001
Revised on September 22, 2004, September 19, 2006, and September 15, 2009

Reference: Handbook of Accreditation: 2010 Edition, page 29
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Reinstatement of Accreditation
Following a Change of Ownership or Control

Accreditation does not transfer with a change of ownership or control of an institution. Reaffirmation of ac-
creditation cannot be granted until a change of ownership or control has received final approval by the Com-
mission. Also, an application for a change of ownership or control will not be accepted until any substantive
changes requiring a site visit have been granted final approval. The Handbook of Accreditation, change of
ownership is defined as follows:

(@)

(b)

For-Profit Corporation: A change of ownership is defined as the transfer of at least 50% of the
assets to another person. A change of ownership or constructive ownership of stock occurs at

the time a person obtains or accumulates at least 50% of the total combined voting power of all
classes of stock entitled to vote or at least 50% of the total value of shares of all classes of stock.
Person includes an individual, trust, estate, partnership, association, company, or corporation. If
the owner of an institution dies or retires, and the owner’s interest is sold or transferred to either
a family member or another current owner of the corporation who has been active in the manage-
ment of the institution for the past two years prior to the aforementioned action, it will not be
treated as a change of ownership. A change from for-profit to not-for-profit constitutes a change of
ownership. A change from a sole proprietorship to a corporation constitutes a change of owner-
ship.

Not-For-Profit Corporation and Organizations Other Than Corporations: A change of control
occurs when 50% or more of the members of the governing board change or 50% or more of the
controlling parties change. The membership of record with the Council for the board or control-
ling parties is the membership at the time candidacy is granted or reinstatement of accreditation
is granted following a change of control. A change from not-for-profit to for-profit constitutes a
change of control.

The procedures defined by the Commission for reinstating accreditation following a change of ownership or
control of an institution are described below.

Change of Legal Ownership or Control of Total Institution

Accreditation does not transfer with a change of ownership or control of an institution. The in-
stitution must notify the Commission in a letter sent by certified mail or other signature-required
delivery service at least seven days prior to a change of ownership or control. Upon legal change
of ownership or control and if the institution desires to be accredited, a completed Application for
Reinstatement of Accreditation Following a Change of Ownership or Control and cashier’s check
for the application fee must be received in the Council office by the Executive Director within 14
days. The application must include the institution’s audited financial statements prepared by an
independent certified public accountant for the two most recent fiscal years. It must also include
the purchaser’s audited financial statements prepared by an independent certified public accoun-
tant for the two most recent fiscal years. In addition, the purchaser must submit an audited bal-
ance sheet prepared by an independent certified public accountant for the institution as of the
date of purchase to be received in the Council office within 30 days after the closing date. Finan-
cial statements shall adhere to Generally Accepted Accounting Principles (GAAP) and shall be
prepared in accordance with Generally Accepted Government Auditing Standards (GAGAS).
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At the time of the receipt of the Application for Reinstatement of Accreditation Following a
Change of Ownership or Control, the Commission considers the change in ownership or control
final. In the event that, for any reason, the ownership or control reverts back to the previous
owner(s) or non-profit board/controlling parties, a new application for candidate for accreditation
must be filed.

Upon receipt of the Application for Reinstatement of Accreditation Following a Change of Own-
ership or Control, the Executive Director shall review the application and may request additional
documentation, grant initial approval of the reinstatement of accreditation, or refer the application
to the Commission for action at its next meeting. The Commission reserves the right to require a
preliminary visit to any institution prior to granting initial approval of reinstatement of accredita-
tion.

An on-site visit will be conducted within 180 days after initial approval of the reinstatement of
accreditation. A team (which may include a Commission representative) will visit the institution
to ensure that the institution continues to comply with the standards, criteria, conditions, policies,
and procedures of the Commission. The visiting team will submit a written report to the Execu-
tive Director within 30 days after completing the site visit. A copy of the visiting team report will
be transmitted to the institution. The institution must submit a response to all recommendations
to be received in the Council office by the Executive Director within 30 days of the date that the
report is transmitted to the institution. The institution’s response report, if required, must provide
documentation that deficiencies or violations of standards, criteria, and/or conditions of accredita-
tion have been corrected.

Cost of the on-site visit will be borne by the institution. The Executive Director will determine the
amount of the deposit for the team site visit that must be conducted.

The Commission will review the application, financial statements, team report, and the institu-
tion’s response report, if required, and will make a final decision on the reinstatement of ac-
creditation at the next Commission meeting. Should the institution be denied reinstatement of its
accreditation, the institution may appeal the decision in accordance with procedures specified by
the Commission. If the final decision of the Commission is for accreditation to be reinstated, the
Commission may require the new owner(s) and/or chief administrative officer to attend the next
accreditation workshop held by the Council.

B. Change of Ownership or Control of a Branch or Extension

If an institution sells or otherwise disposes of a branch or extension, the accreditation of the
branch or extension will be discontinued simultaneously with the sale or disposal action that
results in a change of ownership or control. If an accredited institution acquires a branch or ex-
tension and wishes to continue to operate it as a branch or extension, the procedures required to
establish a new branch or extension shall be followed. Should the new owner or non-profit board
wish to make the branch or extension an accredited main campus, it must make application for
candidate for accreditation.
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Change of Ownership or Control of Candidate for Accreditation

If an institution that is a candidate for accreditation changes ownership or control and the new
owner or non-profit board wishes to have its candidate status reinstated, a completed Application
for Reinstatement of Candidacy Following a Change of Ownership or Control and a cashier’s
check for the application fee must be received in the Council office within 14 days. The applica-
tion must include the institution’s audited financial statements prepared by an independent certi-
fied public accountant for the two most recent fiscal years. It must also include the purchaser’s au-
dited financial statements prepared by an independent certified public accountant for the two most
recent fiscal years. In addition, the purchaser must submit an audited balance sheet for the institu-
tion as of the date of purchase to be received in the Council office within 30 days after the closing
date. Financial statements shall adhere to Generally Accepted Accounting Principles (GAAP) and
shall be prepared in accordance with Generally Accepted Government Auditing Standards (GA-
GAS).

Upon receipt of the Application for Reinstatement of Accreditation Following a Change of Own-
ership or Control, the Executive Director shall review the application and may request additional
documentation, grant initial approval of the reinstatement of candidacy for accreditation, or refer
the application to the Commission for action at its next meeting. The Commission reserves the
right to require a preliminary visit to the institution prior to granting initial approval of reinstate-
ment of candidacy for accreditation.

An on-site visit will be conducted within 180 days after initial approval of the reinstatement of
candidacy for accreditation. A team (which may include a Commission representative) will visit
the institution to ensure that the institution continues to meet the eligibility requirements for
candidacy. The visiting team will submit a written report to the Executive Director within 30 days
after completing the site visit. A copy of the visiting team report will be mailed to the institution.
The institution must submit a response to all recommendations to the Executive Director within
30 days of the date that the report is mailed to the institution. The institution’s response report,

if required, must provide documentation that deficiencies or violations of the eligibility require-
ments for candidacy have been corrected.

Cost of the on-site visit will be borne by the institution. The Executive Director will determine the
amount of the deposit for the team site visit that must be conducted.

The Commission will review the application, financial statements, team report, and the institu-
tion’s response report, if required, and will make a final decision on the reinstatement of can-
didacy for accreditation at the next Commission meeting. Should the institution be denied the
reinstatement of its candidacy, the institution may appeal the decision in accordance with proce-
dures specified by the Commission. If the final decision of the Commission is for candidacy to be
reinstated, the institution under the new ownership or control must complete a self-study and host
a visiting team within three years of having been initially granted candidacy.
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D. Partial Change of Ownership or Control

If a partial change of ownership or control (i.e., less than 50%) occurs for a candidate or accredited
institution, the Commission must be informed within the time periods prescribed below:

(i)  If less than 50% of the assets of a for-profit corporation are transferred to another person,
notification of the transfer must be received in the Commission office at least 30 calendar
days before the date that the transfer occurs.

(i)  If fewer than 50% of the members of the governing board or 50% of the controlling parties
of a not-for-profit organization or organization other than a corporation change, notification
of the change must be received in the Commission office within 14 calendar days after the
date that the change occurs.

Adopted by the Commission of the Council on Occupational Education on September 15, 1998
Revised on September 21, 1999, September 19, 2000, February 6, 2001, November 12, 2002,
November 23, 2003, and September 19, 2006
Reference: Handbook of Accreditation: 2010 Edition, page 31
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Change of Location

A change of location is defined as a physical relocation of an existing main, branch, or extension campus
within the institution’s service area.

An institution desiring to relocate a main, branch, or extension campus must submit an application to the
Commission for initial approval at least 90 days prior to the change of location unless the move is an un-
planned relocation, thereby constituting an unplanned substantive change. An application for a change of loca-
tion will not be accepted until any substantive changes requiring a site visit have been granted final approval.
The application shall include the following:

1. Rationale for change of location.

2. Documentation of planning that took place including minutes, long-range plan, annual report,
needs assessment, and other relevant documentation.

3. Distance of new location from the old location, and whether the new location is within the

same service area. (Service area is defined as the contiguous geographical area surrounding
the institution from which the institution expects to attract students and serve employers.)

4. Budget to include major categories such as administration, instructional programs, personnel
salaries, plant maintenance, lease or rent of building, insurance, custodial services, and secu-
rity service. (Provide projected revenue, expenditures, and cash flow.)

5. Plan for accommodating students (to include teachout agreements made with other institu-
tions or agencies as well as refunds to students not wishing to relocate).
6. Information concerning programs to be offered at new location. (A New Program Application

for each new program and/or Change in Existing Program Application for any program to be
changed in length or content must be submitted.)

7. Single line drawing with dimensions of facilities to be used with each area identified.
8. Copy of application to state licensing or approval agency.

9. Copy of license, if required.

10. Copy of lease agreement, if applicable.

11. Copy of applicable insurance.

12. Check for $500 Change of Location fee.

Upon receipt of all of the above documents, the Executive Director shall review the application and may
request additional information, grant initial approval for the change of location, or refer the application to the
Commission for action at its next meeting. The Commission reserves the right to require a preliminary visit to
the institution prior to granting initial approval of the change of location.

Failure to provide advance notification may call into question the entire institution’s accreditation.

Within 180 days after the new location is granted initial approval, an on-site visit will be conducted to the new
location. The visiting team (which may include a Commission representative) will consider the adequacy

of the new location. The visiting team will submit a written report to the Executive Director within 30 days
after completing the site visit. A copy of the team report will be mailed to the institution. The institution must
submit a response to all recommendations to the Executive Director within 30 days of the date that the report
is mailed to the institution. The institution’s response report, if required, must provide documentation that
deficiencies or violations of standards, criteria, and/or conditions of accreditation have been corrected.
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Cost of the on-site evaluation will be borne by the institution. The Executive Director will determine the
amount of the deposit for the team site visit that must be conducted.

The Commission shall review the application, the team report, and institutional response, if required, and will
make a final decision on the change of location at its next meeting.

Adopted by the Commission of the Council on Occupational Education on September 15, 1998
Revised on September 19, 2000, September 24, 2002, September 20, 2005, and September 19, 2006
Reference: Handbook of Accreditation: 2010 Edition, page 31
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Special Monitoring Requirements
for Public and Non-Public Institutional Growth

A.  Full-Time Equivalent for Public and Non-Public Institutions

COE monitors increases in total Full-Time Equivalent (FTE) of candidate and accredited institutions by re-
quiring reports from institutions when triggered increases occur. An institution must submit a formal notice to
the Commission if the institution has an overall increase in FTE of 25 percent or more of an established base-
line. The baseline for each 12-month period is the FTE calculation reported in the most recent annual report.
When an increase of 25 percent or more is achieved, a formal notice must be submitted to the Commission
within 30 days. The Commission may require a more detailed report and rationale. An institution that fails to
notify the Commission on a timely basis when required due to a triggered FTE increase is subject to fees and
penalties per the Handbook of Accreditation.

B. Gross Revenue for Non-Public Institutions

Additionally, COE considers increases in gross revenue an indicator of institutional growth. Non-

public institutions that experience increases in gross revenue of 100% or more from the previous year must
submit a detailed explanation of the increase to the Commission along with their annual audited financial
statements. An institution that fails to submit this information is subject to fees and penalties per the Hand-
book of Accreditation.

Adopted by the Commission of the Council on Occupational Education on February 12, 2006
Reference: Handbook of Accreditation: 2010 Edition, page 33
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Contractual Arrangements

A. General

An accredited institution may be asked to submit to the Executive Director for review and/or approval copies
of all contracts existing between the institution and any agency, corporation, institution, or individual when
such contracts involve instruction, recruiting, or consulting services.

An educational program to be taught under a contract must have state approval even though it is not intended
to be taught at the main or other campuses.

B. Contracts for Instruction

Students of an accredited institution shall not receive more than 50 percent of their instruction under contract
from an external agency, corporation, institution, or individual. Contracts for instruction must be with a COE-
accredited institution or with an institution accredited by an agency recognized by the U.S. Secretary of Edu-
cation. Any off-campus instruction must have documentation that such activities are in compliance with the
Commission’s requirements. Each contract must include a conditional statement stipulating that the contract is
not binding in the event that the situation within the facility prevents the member institution from complying
with all requirements of the Commission.

Third-party contracts are prohibited by the Commission.

Adopted by the Commission of the Council on Occupational Education on September 15, 1998
Revised on September 19, 2000 and September 20, 2005
Reference: Handbook of Accreditation: 2010 Edition, page 34
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Complaint Procedures of the Commission

The procedures to be followed by the Commission on complaints concerning alleged injustices or unethical
practices by applicants, candidates, and accredited institutions will depend upon the nature of the charges and
the documentation submitted.

A complaint may be defined as any formal notification provided to the Commission alleging violations of the
standards, criteria, conditions, policies, and/or procedures of the Commission. A complaint may be brought
against an institution by one or more parties, including students, instructors, administrators, state or federal
agencies, employers, vendors, another institution, or others. A complaint may also take the form of a lien,
lawsuit, disciplinary action, negative action by another accrediting body or a regulatory agency or board, or
a decision of a criminal or civil court. Complaints that do not relate to the Commission’s standards, criteria,
conditions, policies, and/or procedures are referred to the appropriate federal or state agency.

When a complainant is associated with an institution in some capacity and contacts the Commission in person
or by telephone, the complainant is asked whether institutional grievance procedures have been utilized. If
not, it is recommended to the complainant that he or she do so prior to making a formal complaint to the
Commission. The complainant is also told to submit the complaint in writing, to address the complaint spe-
cifically to the Commission, and to include any supporting documentation. The complaint must be signed and
must provide the name and mailing address of the complainant.

The Commission may review any oral or written complaint that alleges a safety or health problem at a candi-
date or accredited institution.

A. Written Complaints

The Commission considers and processes all written and signed complaints regarding applicant, candidate,
and accredited institutions. All complaints received by the Commission are acknowledged by written reply to
the complainant upon receipt. Complainants are requested to furnish additional information that will substan-
tiate the allegations set forth within 14 days of the date of the letter of acknowledgment from the Commission.
The acknowledgment letter also informs the complainant (when associated with the institution) that it is as-
sumed he or she has exhausted the grievance procedures of the institution prior to submitting the complaint.

B. Grievance Certification
A Complaint Certification form is sent along with the acknowledgment letter to the complainant. This form is
completed and attests either that all grievance procedures have been exhausted, or that grievance procedures

have not been followed due to reasons stated on the form. The form is signed, dated, and returned. (See Com-
plaint Certification and sample letters.) Uncertified complaints will not be processed.
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C. Institution Notification

After receiving any additional information as requested from the complainant that substantiates the allegations
of the complainant, the complaint is sent to the institution requesting that a written reply be furnished to the
Commission within 21 calendar days from the date of the letter. The standard form letter informs the institu-
tion that the complaint, if true, may be a serious violation of the Commission’s standards, criteria, conditions,
policies, and/or procedures and requires a reply with documentation that: (a) the complaint has been resolved;
(b) the complaint has no merit and documentation is offered in support of this position; or (c) the complaint
has merit and documentation is offered to support changes that will eliminate such complaints in the future.
The institution is informed that the complaint, together with the institution’s response, will be taken to the
Commission for review and appropriate action.

D. Commission Review

The Commission, or the Commission Executive Committee acting on behalf of the Commission, then deter-
mines whether the complaint has merit or not, and considers whether the institutional response is adequate.
The Commission or the Commission Executive Committee will then take appropriate action within 21 days
which may include one or more of the following:

1. Resolution of the Complaint: A letter informs both the complainant and the institution that the
Commission believes the matter to be resolved. The letter to the institution may contain a stern
warning that a similar complaint in the future will cause the institution’s accreditation to be in
jeopardy. The resolution of the complaint may be a result of acting upon the merits of the com-
plaint and the institutional response, or upon additional information obtained by staff and/or a
special evaluation team.

2. Deferral of Action for Additional Information: The Commission or the Commission Executive
Committee may request additional information concerning the matter either from the institution,
the complainant, or other sources including state, federal, or accreditation agencies.

3. Deferral of Action for Site Visit: The Commission or the Commission Executive Committee may
request a focused review team to obtain additional facts from the complainant, the institution,
and/or other agencies.

4. Placement of Institution on Conditional Status: When it appears that serious violations of stan-
dards, criteria, conditions, policies, and/or procedures have occurred, the Commission or the
Commission Executive Committee may immediately issue a Notification of Apparent Deficiency,
place the institution on Probation status, or issue a Show Cause Order, which gives the institution
30 calendar days to respond in writing. The notification sets forth: (1) the particular standard,
criterion, condition, policy, and/or procedure apparently violated; (2) the nature of the violation as
it relates to the standard, criterion, condition, policy, and/or procedure; and (3) the evidence of the
violation. The Commission or the Commission Executive Committee may also place the institu-
tion on Warning status for up to one year. Notices of Probation, Warning, and Show Cause status
are sent to all appropriate state, federal, and accrediting agencies with a request for any additional
information from them concerning the institution. (This process also informs the agencies of pos-
sible violations of federal or state law.)
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5. Removal of Conditional Status: When the Commission or the Commission Executive Committee
receives documentation that the institution has complied with the requirements imposed upon it
as a result of the complaint, then the conditional status is removed and letters are issued to appro-
priate state, federal, and accrediting agencies announcing this action. Depending on the nature of
the situation and compliance requirements, the complainant may or may not be informed of this
action.

6. Severance of Its Relationship with the Institution: For serious unethical conduct, the Commis-
sion or Executive Committee may act to sever the Council’s relationship with the institution by
issuing a letter dropping the institution from accredited or candidate status. A copy of this letter
is also sent to appropriate state, federal, and accrediting agencies. If the institution is an applicant
for candidacy (having no actual candidate or accredited status with the Commission) and has
been found in serious violation of standards, criteria, or conditions, the Commission may sever
its relationship by issuing a letter Denying the Application with Cause and copying this letter to
the appropriate state, federal, and accrediting agencies. Institutions which have been dropped or
denied may reapply to the Commission after one year.

E. Due Process and Privacy Rights

In all instances, the Commission recognizes the rights of Due Process, the rights of Privacy and Confidential-
ity, and the rights of Appeal. Complainants and/or institutions may request or be requested to appear before
the Commission. Such appearances, however, are for purposes of obtaining information and are not adver-
sarial; and, therefore, they do not bear the weight of law. Whenever there are indications to the contrary, the
Council’s general counsel advises the Commission as to next steps in dealing with the matter.

F. Third Parties

Although complainants may contact other agencies who in turn also submit copies of the complaint to the
Commission, it is the position of the Commission to deal only with the complainant and the institution in
resolving the matter. For this reason, third parties are not necessarily informed regarding the action of the
Commission unless specifically requested to do so. However, any conditional status imposed upon an institu-
tion will result in certain agencies being notified as appropriate.

The Commission will not intervene on behalf of individuals in cases of disciplinary action or dismissal, or act
as a court of appeals in such matters as admission, graduation, fees, and similar points of issue unless the con-
tent suggests unethical or unprofessional action which seriously impairs or disrupts the educational services of
a candidate or accredited institution.

G. Legal Representation

When a complainant or member institution is represented by legal counsel, the attorney must allow the client
to submit material on his/her own behalf in writing or the lawyer will deal directly with the Council’s general
counsel. The Commission staff does not communicate in oral or written form with attorneys on either side of
an adversarial proceeding involving parties other than the Commission.
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H. Commission Staff Perspective

The Commission’s staff does not evaluate the merits of a complaint. What appears to be a frivolous or arbi-
trary complaint may be so due to the inability of the complainant to convey in words the serious nature of the
allegations. Even when the complaint appears to be a hoax or is vindictive in nature, it is sent immediately to
the institution for response so that the institution can take whatever action is indicated. Whenever the Com-
mission receives a written communication alleging improprieties of any kind on the part of a candidate or
member institution, the Commission believes the school should know about it.

l. Issues of Serious Public Concern

The Commission and staff have a keen responsibility to recognize and act upon emergency complaints. When
it appears that a complaint is of such magnitude or is of such a serious nature as to require immediate action,
the complaint may be taken directly to the Commission Executive Committee or the Commission via tele-
phone conference call for review and appropriate action. When neither the Commission nor the Commission
Executive Committee is in session, the Executive Director may act on behalf of the Commission in response
to such an emergency situation. Such matters as front-page news stories involving alleged improprieties, for
example, may require an immediate inquiry on the part of the Commission.

J. Complaints Against the Commission

All allegations against the Commission must be in writing, be signed, and provide the name and mailing ad-
dress of the complainant. The Commission shall respond to the allegations within 30 days.

K. Timeliness of Complaint Process

The Commission processes all written and signed complaints (that also provide the complainant’s name and
address) alleging safety or health matters immediately upon receipt. Members of the Commission Executive

Committee provide timely review and response and make recommendations for resolving the compliant or
continuing the review. The Commission attempts to resolve all complaints within 60 days.

Adopted by the Commission of the Council on Occupational Education on September 15, 1998
Revised on September 21, 1999, September 24, 2002, September 19, 2006, and September 15, 2008
Reference: Handbook of Accreditation: 2010 Edition, page 34
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COMPLAINT CERTIFICATION

(Please Print or Type)

Name: Date:
Address:
Telephone (Home) ( ) (Work) ( )

Complaint Against (Name of Institution):

Address of Institution:

Have you contacted the institution and exhausted all grievance/complaint procedures, including
speaking with the director or chief executive officer prior to submitting your complaint to outside
agencies such as the Council on Occupational Education?

YES NO

If “NO”, please provide the reasons why you have not made every effort to resolve this problem with
institutional officials prior to requesting outside assistance. (Use the back of this page if necessary.)

Attach any additional supporting documents/evidence to substantiate your claim.

I certify that the information presented above and attached hereto is true, accurate, and complete
to the best of my knowledge.

Signature of Complainant

Mail this completed form and all supporting documentation for receipt within 14 days of the date
of the enclosed letter of transmittal to the Council on Occupational Education, 7840 Roswell Road,
Building 300, Suite 325, Atlanta, GA 30350.
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LETTER SENT TO COMPLAINANT
ACKNOWLEDGING RECEIPT OF COMPLAINT

(Date)

(Name of Complainant)
(Address)

Dear

This is to acknowledge that the Commission has received your complaint letter dated

concerning __(name of institution) . Your complaint will be reviewed and appropriate action will
be taken in accordance with the Commission’s standards and policies.

The Commission requests verification that you have completed all steps of the complaint procedure
specified by the institution. If you have additional information or documentation pertaining to this
complaint, please forward it to me for receipt within 14 days of the date of this letter along with the
completed Complaint Certification form that is enclosed.

Thank you for bringing this matter to our attention. You will be informed of the action taken by the
Commission regarding your complaint.

Sincerely,

Gary Puckett
Executive Director
Commission of the
Council on Occupational Education

Enclosure
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LETTER SENT TO INSTITUTION
WITH COPY OF COMPLAINT

(Date)

Via: Certified Mail

(Name of Chief Administrative Officer)
(Title)

(Institution Name)
(Address)

RE: Official Notification of Complaint Against __(name of institution, city, state)

Dear

Enclosed is a complaint in which certain allegations have been made regarding your institution.
These allegations are a serious matter and, if true, would be in violation of this Commission’s stan-
dards, criteria, condition, policies, and/or rules.

The Commission must receive your written response to this complaint with any documentation sup-
porting your response within 21 calendar days of the date of this letter. Your response, together with
the complaint, will be taken before the Commission for appropriate action.

Sincerely,

Gary Puckett

Executive Director

Commission of the

Council on Occupational Education

Enclosure
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Guidelines for Action
on Institutions with Cohort Default Rates that Meet
Trigger Levels Specified by the U.S. Department of Education

Factors Considered To Establish Priorities

Number of years triggered (one, two, three or more)

Number of students in repayment who have defaulted

Completion, placement, and licensure exam pass rates

Record of actions taken by the Commission regarding the institution, including student

complaints and placement on special status

Range of Actions Directed by the Commission

Submission of a written report to the Commission that includes the following:
- copy of the institution’s cohort default management plan
- description of actions taken to reduce cohort default rate
- status of any action taken by the U.S. Department of Education
- explanation of student population served and any mitigating circumstances
- evidence of educational program evaluation

Attendance at a Commission workshop on student financial aid management

Focused review visit to evaluate compliance with the standards, criteria, and conditions of
the Council

Placement on warning or show-cause

Termination of accreditation

Adopted by the Commission of the Council on Occupational Education on October 1, 1997
Revised on September 21, 1999
Reference: Handbook of Accreditation: 2010 Edition, page 36
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Vocational English-as-a-Second-Language Programs

A Vocational English-as-a-Second-Language (ESL) Program is a stand-alone program that is limited to
persons already possessing occupational competencies who would be employable if they could demonstrate
adequate English language skills. The program consists solely of English as a second language and must meet
the following requirements:

a. The program must meet the objectives and criteria required of all COE-approved
educational programs.

b. The institution must admit only students who need instruction in English to be able to
use the knowledge and skills that they already possess in order to obtain employment.

C. The institution must demonstrate that students enrolled in the ESL program possess

job skills, as evidenced by documentation such as credentials, test scores, job
experience, or verification of skill competencies by a third party.

d. The institution accepts the responsibility for placement assistance upon graduation in
compliance with COE placement requirements.

Adopted by the Commission of the Council on Occupational Education on September 25, 2001
Revised on September 24, 2002 and September 15, 2008
Reference: Handbook of Accreditation: 2010 Edition, page 42
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Distance Education

The Handbook of Accreditation states in Criterion B.9 of Standard Two — Educational Programs that “All
programs, regardless of location or time or mode of delivery, are qualitatively consistent with those offered
on the main campus.” Even though educational programs must meet all applicable conditions, standards, and
criteria, Standard Eleven - Distance Education was developed to focus on specific issues related to the deliv-
ery of instruction at a distance.

Institutions engaged in or investigating the possibility of offering instruction via distance education or corre-
spondence education must maintain compliance with the Council’s eligibility requirements for candidacy and
accreditation. (See the latest edition of the Handbook of Accreditation.)

Contracts for instruction are common in programs offered via distance education and correspondence educa-
tion. However, accredited institutions must maintain compliance with the Commission’s condition that stu-
dents of an accredited institution shall not receive more than 50 percent of their instruction from an external
agency, corporation, institution, or individual. Further information on contractual arrangements may be found
in the latest edition of the Handbook of Accreditation.

A. Institutional Distance Education Approval

Applying for approval to begin distance education or correspondence education instruction involves complet-
ing an Institutional Distance Education application. This application addresses the institutional criteria of
Standard Eleven. Institutional Distance Education approval is required only once. A fee of $500 is due with
submission of this application.

Approval of Institutional Distance Education applications will require a virtual visit and may involve a physi-
cal site visit as well. Site visits will be conducted within 180 days after initial approval is granted. The appli-
cation is reviewed by the Commission for final approval.

Once an institution receives Institutional Distance Education approval, applications for programs with a dis-
tance education delivery method will be considered.

Distance education or correspondence education program applications may be submitted in conjunction with
the Institutional Distance Education application.

B. Hybrid Programs

Applying for approval to begin distance education or correspondence education instruction involves com-
pleting an Institutional Distance Education Approval application. This application addresses the institutional
criteria of Standard Eleven. Institutional approval is required only once. Institutions granted this approval may
offer hybrid programs (where less than 50% of required hours are available via distance education or corre-
spondence education), but must seek separate approval for each distance education or correspondence educa-
tion program to be offered (where 50% or more of required hours are available via distance education
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or correspondence education). A fee of $500 is due with submission of Institutional Distance Education Ap-
proval application.

If an institution’s initial program offering that includes a distance education or correspondence education
delivery method is a hybrid program (where less than 50% of required hours are available via distance educa-
tion) the institution is required to submit the appropriate program application for approval. A virtual visit will
be made and a physical site visit may be made as well. The Executive Director may grant initial approval or
refer the application to the Commission for action at its next meeting.

A site visit will be conducted within 180 days after initial approval is granted. The application is reviewed by
the Commission for final approval.

C. Distance Education Programs

Institutions that seek approval to offer distance education programs (where 50% or more of required hours are
available via distance education) must first apply for and receive institutional approval from the Commission.
Once that approval is granted, approval for a distance education program offering (where 50% or more of re-
quired hours are available via distance education) requires submission of the appropriate program application.
Avirtual visit will be made and a physical site visit may be made as well. The Executive Director may grant
initial approval or refer the application to the Commission for action at its next meeting.

Assite visit will be conducted within 180 days after initial approval is granted. The application is reviewed by
the Commission for final approval.

D. Correspondence Education Programs

Correspondence Education is instruction delivered via email or traditional mail service and that employs
print-based media which may or may not be supplemented with video tape, CDRom, audio tape instruction/
demonstrations, as well as online learning resources. Correspondence education must meet the criteria applied
to all educational programs accredited by the Council as detailed in Standards One through Eleven. Corre-
spondence education requires minimal interaction between instructor and student.

E. Outcomes for Distance Education and Correspondence Education Instruction

Separate data for programs that are classified as traditional or hybrid (less than 50% of required hours avail-
able via distance education or correspondence education) is required(50% or more of required hours available
via distance education or correspondence education) beginning with the 2009 annual report. Until that time,
institutions that track traditional/hybrid and distance education or correspondence education students separate-
ly and can provide separated data will be asked to do so. Institutions that do not currently separate follow-up
data for traditional/hybrid and distance education students will have until the 2009 annual report to implement
a system for separating the data.
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The minimum required percentages established for completion, placement, and licensure rates are no differ-
ent for hybrid and distance education and correspondence education programs than they are for traditional
programs.

Adopted by the Commission of the Council on Occupational Education on September 25, 2001
Revised on September 14, 2007, September 15, 2008, and September 15, 2009
Reference: Handbook of Accreditation: 2010 Edition, pages 43 and 59
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Calculating and Reporting Program Length

The Council on Occupational Education defines a credit hour as equivalent to a minimum of each of the fol-
lowing: one semester credit hour for each 15 clock hours of lecture, 30 clock hours of laboratory, or 45 hours
of work-based activities; or one quarter credit for each 10 clock hours of lecture, 20 clock hours of laboratory,
or 30 clock hours of work-based activities.

The Commission is aware that some postsecondary institutional licensing agencies approve courses and/or
programs with the number of credit hours being calculated to as many as two decimal places. The Commis-
sion is also aware that the general practice in the postsecondary education community is to measure courses
and programs in whole numbers of credit hours.

The policy of the Commission is that the conversion of clock hours to credit hours for individual courses may
be calculated to include a fraction or decimal but must not be inflated by rounding up. The sum of the course
credit hours for a program must equal a whole number without rounding up.

Adopted by the Commission of the Council on Occupational Education on February 2, 1999.
Revised on September 19, 2000
Reference: Handbook of Accreditation: 2010 Edition, page 44
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Guidelines for Action on Institutions
with Completion, Placement, and/or Licensure Exam Pass Rates
One or More Standard Deviations Below Average

Completion, Placement, or
Licensure Exam Pass Rate

1 standard deviation below average

2 standard deviations below average

3 standard deviations below average

Action Directed at the Discretion of the Commission

*_

narrative report submitted with the institution’s annual report
offering explanation, including mitigating circumstances, and a
plan for improvement

submission of semi-annual status reports on plan for improve-
ment of completion, placement, and/or licensure exam pass
rates

narrative report submitted with the institution’s annual report
offering explanation, including mitigating circumstances, and a
plan for improvement

submission of semi-annual status reports on plan for improve-
ment of completion, placement, and/or licensure exam pass
rates

attendance at a Commission Workshop on Program and Institu-
tional Outcomes or improvement of completion/placement/li-
censure exam pass rates

consultation in person or by telephone

narrative report submitted with the institution’s annual report
offering explanation, including mitigating circumstances, and a
plan for improvement

submission of semi-annual status reports on plan for improve-
ment of completion, placement, and/or licensure exam pass
rates

attendance at a Commission Workshop on Program and Institu-
tional Outcomes or improvement of completion/placement/li-
censure exam pass rates

consultation in person or by telephone

issuance of a warning to the institution

conduct of a focused review visit to the institution

* Actions to be taken by institutions triggered on secondary program completion rates.
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Actions To Be Taken by the Commission on Status of Triggered Institutions

When an institution is initially triggered for completion, placement, and/or licensure exam pass rates that are
one or more standard deviations below the average for peer institutions, the Commission will place the institu-
tion on Continuing Review status. Institutions that are triggered for two consecutive years will be required

to send the chief administrative officer and the placement officer to a Commission-sponsored workshop for
reporting completion, placement, and licensure exam pass rate data within six months of being notified. After
attendance at a workshop, triggered institutions that fail to show improvement on completion, placement, and/

or licensure exam pass rates will be subject to adverse action by the Commission (warning, probation, show
cause, or other).

Institutions submitting annual reports that reflect triggered percentages in all required categories will be
placed on Probation status.

Adopted by the Commission of the Council on Occupational Education on October 1, 1997
Revised on September 21, 1999, September 19, 2000, September 22, 2004, September 20, 2005, September 14, 2007
Reference: Handbook of Accreditation: 2010 Edition, page 46

Policies and Rules of the Commission - 39



Refund Policy

The Handbook of Accreditation states under Standard Seven - Financial Resources, Criterion 13, the follow-

ing:

The institution shall have a fair and equitable refund policy for the refund of tuition, fees, and other
institutional charges in the event the institution cancels a class if a student does not enter or does not
complete the period of enrollment for which the student has been charged. All of the following are
elements of a fair and equitable plan:

a. Theinstitution’s refund policy must be published in the catalog and be uniformly
administered.

b. Refunds, when due, must be made without requiring a request from the student

c. Refunds, when due, shall be made within 45 days (1) of the last day of attendance if written
notification of withdrawal has been provided to the institution by the student, or (2) from the
date the institution terminates the student or determines withdrawal by the student.

d. Retention of tuition and fees collected in advance for a student who does not
commence class shall not exceed $100.

e. The institution must comply with the refund policies adopted by the Commission unless a
different policy is mandated by a non-public institution’s licensing agency or a public
institution’s governing board.

As referenced in item “f” above, the refund policy adopted by the Commission is as stated below.

1.

Refunds for Classes Canceled by the Institution

If tuition and fees are collected in advance of the start date of a program and the institution can-
cels the class, 100% of the tuition and fees collected must be refunded. The refund shall be made
within 45 days of the planned start date.

Refunds for Students Who Withdraw On or Before the First Day of Class

If tuition and fees are collected in advance of the start date of classes and the student does
not begin classes or withdraws on the first day of classes, no more than $100 of the tuition
and fees may be retained by the institution. Appropriate refunds for a student who does not

begin classes shall be made within 45 days of the class start date.

Refunds for Students Enrolled Prior to Visiting the Institution
Students who have not visited the school facility prior to enrollment will have the opportunity to
withdraw without penalty within three days following either attendance at a regularly scheduled

orientation or following a tour of the facilities and inspection of the equipment.

Refunds for Students Enrolled in Professional Development, Continuing Education, or Limited
Contract Instruction
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Institutions engaging in programs which are short-term must have a written policy or contract
statement regarding whether or not fees and instructional charges are refundable.

5. Refunds for Withdrawal After Class Commences
(@ Public Institutions

The refund policy for students attending public institutions shall be consistent with
the policy established by the institution’s governing board.

(b)  Non-Public Institutions
(1)  Refund Policy for Programs Obligating Students for Periods of 12 Months or Less

The refund policy for students attending non-public institutions who incur a financial
obligation for a period of 12 months or less shall be as follows:

(i)  During the first 10% of the period of financial obligation, the institution shall
refund at least 90% of the tuition;

(if)  After the first 10% of the period of financial obligation and until the end of the
first 25% of the period of obligation, the institution shall refund at least 50% of
the tuition;

(iif)  After the first 25% of the period of financial obligation and until the end of the
first 50% of the period of obligation, the institution shall refund at least 25% of
the tuition; and,

(iv) After the first 50% of the period of financial obligation, the institution may
retain all of the tuition.

(2)  Refund Policy for Programs Obligating Students for Periods Beyond Twelve Months

Institutions with programs longer than 12 months that financially obligate the student
for any period of time beyond 12 months shall release the student of the obligation
to pay beyond the 12 months if the student withdraws during the first 12 months. The
calculation of the refund for the unused portion of the first 12 months shall be based
on section (b)(1) Non-Public Institutions above.

If the student withdraws during any subsequent period following the first 12 months,
the student’s refund for the unused portion of the tuition applicable to the period of
withdrawal shall be based on section (b)(1) Non-Public Institutions above.

Deviations from the requirements of this policy as stated above are permitted if (1) mandated by a non-public
institution’s licensing agency or a public institution’s governing board and (2) accepted by the Commission.

Adopted by the Commission of the Council on Occupational Education on September 15, 1998
Revised on September 19, 2000 and September 20, 2005
Reference: Handbook of Accreditation: 2010 Edition, page 52
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Distribution of COE Publications

An institution requesting an application for candidate for accreditation will be supplied with one copy of the
current Handbook of Accreditation and other appropriate materials. The candidate visiting team leader will
provide the institution with one copy of the current Handbook of Accreditation, one copy of the current Poli-
cies and Rules of the Commission, one copy of the current Self-Study Manual, and one copy of the current
Guidelines for Accreditation Visiting Teams.

Institutions in candidate or accredited status should access the Council’s web site (www.council.org)
to obtain the latest versions of the Handbook of Accreditation and the Policies and Rules of the
Commission each time it is revised.

Institutions shall be furnished two copies of the Self-Study Manual upon notifying the Commission that they
are ready to begin their self-study.

Team leaders and members shall be provided one copy each of the Handbook of Accreditation, the Policies
and Rules of the Commission, and the Guidelines for Accreditation Visiting Teams. Team leaders will also
receive a copy of the Self-Study Manual.

Institutions are free to reproduce any of the above publications or additional copies may be purchased by plac-
ing an order with the office of the Commission of the Council on Occupational Education.

To the extent feasible, the publications and selected applications prepared by the Commission will be made
available through the Internet at the Council’s Web Site (www.council.org).

Adopted by the Commission of the Council on Occupational Education on September 15, 1998
Revised on September 23, 2003 and September 14, 2007
Reference: Bylaws of the Council on Occupational Education, Article I1V. The Commission, Section 4.2,
Commission Responsibilities
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Eligibility to Serve
as a Public Member of the Commission

An individual who represents the general public on the Commission of the Council on Occupational Educa-
tion must not be any of the following:

@ An employee, member of the governing board, owner, or shareholder of, or consultant
to, an institution that either is a candidate for accreditation or is accredited by the
Council or has applied for candidacy or accreditation by the Council.

2 A member of any trade association or membership organization related to, affiliated
with, or associated with the Council.

3 A spouse, parent, child, or sibling, of an individual identified in item (1) or item (2)
above.

Adopted by the Commission of the Council on Occupational Education on September 25, 2001
Reference: Bylaws of the Council on Occupational Education, Article 1\V. The Commission, Section 4.3 Election and

Terms of the Members of the Commission
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Commission Review Committee

The Commission Review Committee is established by the Commission as a standing committee. The commit-
tee will be composed of all current members of the Commission and 20 to 25 members who will be elected
annually by the Commission to serve one-year terms. Persons elected to the Commission Review Commit-
tee are eligible for election to successive one-year terms without limitation. The Chair and Vice Chair of the
Commission Executive Committee will serve as the Chair and Vice Chair, respectively, of the Commission
Review Committee. The Executive Director of the Commission shall serve as Secretary of the Commission
Review Committee.

The function of the Commission Review Committee will be to review institutional materials, educational
programs, and any other materials and/or documents that relate to the standards, criteria, conditions, policies,
and/or procedures of the Commission. These functions may be performed by the committee as a whole or by
subgroups of the committee as may be appropriate for the particular task.

Adopted by the Commission of the Council on Occupational Education on September 15, 1998
Revised on September 21, 1999 and September 22, 2004
Reference: Bylaws of the Council on Occupational Education,
Article IV. The Commission, Section 4.16, Commission Committees
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Procedures for Selection of the Chief Executive Officer
of the Council and Commission

When a vacancy occurs (or is about to occur) in the position of Chief Executive Officer of the Council and
Commission, the Commission shall establish a selection committee composed of the following:

@ The Executive Committee of the Commission.
(b) Three administrators of institutions accredited by the Commission. These three members are
to be elected by the Commission.

NOTE: The chair and vice-chair of the Commission shall serve as chair and vice-chair of the
selection committee.

The duties of the selection committee are the following:

@ Solicit applications from persons to be considered and screen these applicants as to
qualifications.

(b) Nominate at least three (3) acceptable candidates for the position to the Commission.
(The Commission may appoint one of these candidates. Should the Commission
choose not to appoint one of the candidates, the selection process shall continue.)

Adopted by the Commission of the Council on Occupational Education on September 21, 1999
Reference: Bylaws of the Council on Occupational Education, Article 1V. The Commission,
Section 4.17, Executive Committee
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Non-Discriminatory Policy of the Council

The Council does not discriminate on the basis of sex, race, color, national origin, age, or disability
in any of its programs or activities.

Any individual who believes that he or she has been discriminated against because of his/her sex, race, color,
national origin, age, or disability should immediately contact the Executive Director, Dr. Gary Puckett, who is
the Council’s coordinator for Title IX compliance. Dr. Puckett can be reached at 7840 Roswell Road, Building
300, Suite 325, Atlanta, Georgia 30350, (770) 396-3898, ext. 21.

Complaints alleging discrimination on any of the above bases may also be made to:

The Office for Civil Rights

U.S. Department of Education

Customer Service Team

Hotline # 1-800-421-3481 or (202) 205-5413
Fax # (202) 205-9862

TTY # (877) 521-2172

ocr@ed.gov

Adopted by the Commission of the Council on Occupational Education on September 22, 2004
Reference: Handbook of Accreditation: 2010 Edition, page 37
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Questions and/or comments regarding the Policies and Rules of the Commission should be addressed to:

Dr. Gary Puckett
Executive Director
Council on Occupational Education
7840 Roswell Road
Building 300, Suite 325
Atlanta, GA 30350

(800) 917-2081 or (770) 396-3898
FAX (770) 396-3790
Web Site: www.council.org
E-Mail Address: puckettg@council.org
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