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This manual contains information about the specifi c format to be used by 
institutions conducting a self-study for accreditation by the Commission of 
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IMPORTANT

The following condiƟ ons must be saƟ sfi ed before an insƟ tuƟ on can host an accreditaƟ on visiƟ ng team:

1. InsƟ tuƟ ons hosƟ ng teams for iniƟ al accreditaƟ on or reaffi  rmaƟ on of accreditaƟ on must have 
the on-site administrator or other full-Ɵ me employee at the aƩ end Commission Self-Study 
Workshop within 6 to 18 months prior to hosƟ ng the accreditaƟ on visiƟ ng team. AddiƟ onally, 
insƟ tuƟ ons hosƟ ng teams for iniƟ al accreditaƟ on must also aƩ end Annual Report Workshops 
within 6 to 18 months prior to hosƟ ng the accreditaƟ on visiƟ ng team. Candidate Academies 
off ered by the Council include both the Self-Study and the Annual Report workshops that 
saƟ sfy this requirement.

2. For insƟ tuƟ ons that are seeking iniƟ al accreditaƟ on or reaffi  rmaƟ on of accreditaƟ on, in order 
 to provide the public an opportunity to comment on the insƟ tuƟ on’s qualifi caƟ ons for 
 accreditaƟ on, the insƟ tuƟ on being considered must give noƟ ce in the appropriate 
 newspaper(s) and/or media services. This noƟ ce for comments must be made prior to hosƟ ng
 a visiƟ ng team accreditaƟ on (iniƟ al or reaffi  rmaƟ on). The noƟ ce must state that the 
 insƟ tuƟ on is applying for iniƟ al accreditaƟ on or reaffi  rmaƟ on of accreditaƟ on with the 
 Commission of the Council on OccupaƟ onal EducaƟ on and that persons wishing to make 
 comments should write to: ExecuƟ ve Director, Commission of the Council on OccupaƟ onal 
 EducaƟ on, 7840 Roswell Road, Bldg. 300, Suite 325, Atlanta, GA 30350, or submit their 
 comments via the Council web site (www.council.org).  NoƟ ce must given no more than sixty 
 (60) days prior to hosƟ ng the accreditaƟ on team visit.  

 Persons making comments must provide their names and mailing addresses.
 
3. For iniƟ al accreditaƟ on: Non-public insƟ tuƟ ons must submit audited fi nancial statements for 

the two most recent fi scal years at least 60 days prior to hosƟ ng an iniƟ al accreditaƟ on 
 visiƟ ng team.

4. For iniƟ al accreditaƟ on: Public and non-public insƟ tuƟ ons and Job Corps Centers that have 
not fi led an insƟ tuƟ on annual report before hosƟ ng their iniƟ al accredƟ taƟ on team visits 
must submit compleƟ on, placement, and licensure data on forms available on the Council’s 
web site (www.council.org/Resources/ApplicaƟ ons and Forms). This data must be submiƩ ed 
to the Council offi  ce at least 60 days prior to hosƟ ng an iniƟ al accreditaƟ on team visit. 

 (InsƟ tuƟ ons seeking iniƟ al accreditaƟ on must demonstrate that the majority of programs 
 off ered meet all minimum required benchmarks for compleƟ on, placement, and licensure 

exam pass rates.

5. InsƟ tuƟ ons preparing to host accreditaƟ on visits must engage one of their occupaƟ onal 
advisory commiƩ ees to complete a survey of Council standards. The survey can be found at: 
hƩ p://www.council.org/comment-on-standards.

6. Pending applicaƟ ons for planned substanƟ ve changes requiring a site visit will not be 
 approved within 6 months scheduled dates of accreditaƟ on team visits, nor will new substan-

Ɵ ve change applicaƟ ons be accepted between the dates of an insƟ tuƟ on’s 
 accreditaƟ on team visit and the date the Commission grants or reaffi  rms accreditaƟ on. 
___________________________________________________________________________

Changes made to this Manual from the previous year are highlighted in yellow.
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A WORD FROM THE COMMISSION

Although the primary purpose of this manual is to provide the format to be used by insƟ tuƟ ons for an exami-
naƟ on of qualifi caƟ ons for accreditaƟ on, the self-study process also serves as an evaluaƟ on and 
planning vehicle for the improvement of all insƟ tuƟ onal services. The self-study process involves the total 
staff  in evaluaƟ ng the educaƟ onal programs off ered and the related funcƟ ons of the insƟ tuƟ on in light of the 
insƟ tuƟ on’s mission and the condiƟ ons and ten standards of the Commission. Findings of the insƟ tuƟ on’s 
staff  and advisory groups while conducƟ ng the self-study are recorded in a document referred to as the Self-
Study Report. This report will indicate to what extent the insƟ tuƟ on is in compliance with the condiƟ ons and 
standards of the Commission. 

While conducƟ ng the self-study, if it is found that the insƟ tuƟ on is in violaƟ on of a condiƟ on or standard, the 
defi ciency should not be ignored as if it does not exist. The defi ciency should be discussed in the self-study 
report, and plans to correct the defi ciency should be described. All wriƩ en plans required by the criteria 
must have evidence that they are in eff ect.

One major benefi t from the accreditaƟ on process is that a visiƟ ng team of professional colleagues during an 
extended visit will validate the descripƟ on of the insƟ tuƟ on’s staff  fi ndings found in the self-study report by 
reviewing the insƟ tuƟ on’s operaƟ on, the educaƟ onal programs, and the documents on fi le during an 
extended visit to the insƟ tuƟ on.

Another benefi t is the public recogniƟ on which comes with accreditaƟ on. Successful compleƟ on of the 
accrediƟ ng process signifi es not only that the insƟ tuƟ on’s services are sound, but that it is meeƟ ng its 
broader responsibility to the public.

Regardless of where the decision to undertake a self-study originates, it is a step of major importance and 
should be conducted with the full cooperaƟ on and assistance of the enƟ re staff .

Three basic commitments are essenƟ al to a successful self-evaluaƟ on:

 1. A willingness to invest the necessary Ɵ me, eff ort and expense.
 2. The support of all insƟ tuƟ onal personnel.
 3. A conscious dedicaƟ on to undertake all improvements which the study shows to be needed.

To achieve these objecƟ ves requires conƟ nuing, posiƟ ve, and creaƟ ve leadership. Within the framework of 
the condiƟ ons and standards, each insƟ tuƟ on is evaluated according to its own stated mission and 
objecƟ ves. Defi ciencies in a basically sound program do not prohibit accreditaƟ on, provided the insƟ tuƟ on is 
willing to remedy the defi ciencies in a reasonable period of Ɵ me.
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FORMAT FOR THE SELF-STUDY REPORT

1.  Cover

  The cover must include the name of the insƟ tuƟ on, the insƟ tuƟ on’s address, the Ɵ tle of the 
  document (“Self-Study Report”), and the year of the team visit.

2.  Preface

  The self-study must begin with a preface wriƩ en by the chief administrator.  It may contain, but is 
not limited to, an appraisal of methods employed by the insƟ tuƟ on in conducƟ ng the self-study.  It 
should also include a descripƟ on of the major benefi ts that the insƟ tuƟ on received as it prepared 
the self-study.  The preface should be 500 words or less.

3.  List of Self-Study CommiƩ ee Members

  The list of self-study commiƩ ee members should designate those individuals responsible for each 
condiƟ on, standard or program area.

4.  Table of Contents

5.  InsƟ tuƟ onal and Community CharacterisƟ cs

  This secƟ on includes the narraƟ ve descripƟ ons of insƟ tuƟ onal and community characterisƟ cs as 
delineated in the secƟ on of this manual Ɵ tled “CharacterisƟ cs.”

6.  CondiƟ ons Check Sheet and Findings

  The CondiƟ ons Check Sheet must be completed by the insƟ tuƟ on and included in the self-study 
document. For every “No” response on the check sheet, the insƟ tuƟ on must also idenƟ fy the course 
of acƟ on it took in order to come into compliance with the criteria.

7. Standards

 DO NOT include the standards’ check sheet in the self-study document. This secƟ on is used to 
describe how the insƟ tuƟ on applies the criteria and the results of that process.  The format for each 
standard must be presented in narraƟ ve form and must include the following four parts:  

 Introducǝ on, Analysis, Challenges and Soluǝ ons, and Summary. 

 a. Introducǝ on: The introducƟ on is one or two paragraphs and must begin each chapter. A brief 
history must also be provided for each educaƟ onal program, which briefl y describes the history, 
mission and breadth of each  program. The introducƟ on must describe the applicability of the 
criteria to the insƟ tuƟ on (See criteria of the standards in the Handbook of AccreditaƟ on). This 
secƟ on must also include a descripƟ on of any unique circumstances or situaƟ ons that might 
need to be explained.
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 b. Analysis: The analysis must begin with a re-statement of the criteria that is being addressed (See 
Check sheets). This secƟ on must provide the results of the insƟ tuƟ on’s evaluaƟ on of its compli-
ance with specifi c criteria. The results must refl ect the consensus of the standards’ commiƩ ees 
and the self-study steering commiƩ ee.

 c. Challenges and Soluǝ ons: Challenges should address any areas of non-compliance with specifi c 
criteria.  SoluƟ ons describe the course(s) of acƟ on the insƟ tuƟ on has taken to be in compliance 
with the criteria. 

 d. Summary: The summary must provide an overview of fi ndings that is a synthesis of the Intro-
ducǝ on, Analysis, Challenges and Soluǝ ons, and the Summary.  

Addressing Mulǝ -Part (Compound) Criteria

Several criteria throughout the standards are compound statements that have been separated into their 
related parts. These criteria begin with a ‘qualifi er’. That is, if the response to the qualifi er statement is 
negaƟ ve (a ‘NO’), the related parts of the criterion are disqualifi ed.

These mulƟ -part criteria are clearly idenƟ fi ed in the Check Sheets for AccreditaƟ on VisiƟ ng Teams and are 
found in the following standards:

  Standard One - InsƟ tuƟ onal Mission
  Standard Two - EducaƟ onal Programs / Programs and InstrucƟ on
  Standard Three - Program and InsƟ tuƟ onal Outcomes
  Standard Four - Strategic Planning
  Standard Five - Learning Resources / Media Services
  Standard Six - Physical Resources and Technical Infrastructure
  Standard Seven - Financial Resources
  Standard Ten - Student Services and AcƟ viƟ es
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Standard Two contains mulƟ -part criteria that address occupaƟ onal advisory commiƩ ees. See the example 
below.  When addressing these criteria, insƟ tuƟ ons must fi rst confi rm that each program has an appointed 
advisory commiƩ ee. IF each program has an appointed commiƩ ee, the next items to address are related 
criteria that determine commiƩ ee compliance with each related item. 

Using the format described on the previous pages of this manual (Items 7 b. and c.), the Analysis, 
Challenges and Soluǝ ons should be wriƩ en as demonstrated by this example:

   b. ANALYSIS: The Analysis should re-state all of the criteria in the red box (See Check sheets). This 
secƟ on should provide the results of the insƟ tuƟ on’s evaluaƟ on of its compliance with specifi c 
criteria. The results should refl ect the consensus of the standards’ commiƩ ees and the self-study 
steering commiƩ ee.

   c. CHALLENGES AND SOLUTIONS: Challenges should address any areas of non-compliance with 
specifi c criteria (blue box).  SoluƟ ons describe the course(s) of acƟ on the insƟ tuƟ on has taken to 
be in compliance with the criteria.

 
  

Standard 2 Composite Criteria YES NO N/A
Instruction (continued) 
8. The institution has appointed an occupational advisory committee for each 

program taught by the institution. 
  For Visiting Teams: If NO is checked, resume with criterion 17. Write 

one finding of non-compliance that specifies BOTH the appointment 
of a committee for each program AND each required criterion 9-16. 
(See instructions page.)

M
U

LT
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R
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ER
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 9. Occupational advisory committees are appointed for each program to 
ensure that desirable, relevant, and current practices of each occupation 
are being taught.  

Each occupational advisory committee: 
 10. Consists of a minimum of three members external to the institution;
 11. Has at least three external members who represent the geographical 

service area covered by the programs taught by the institution; 
   12. Has at least three external members who have expertise in the 

occupational program; 
   13. Meets at least twice annually;
   14. Has at least three external members who meet these criteria present 

at each meeting (with at least two members physically present and 
one virtually present); and, 

   15. Keeps minutes to document their activities, recommendations, and 
meeting attendance. 

(NOTE: External members may serve on more than one occupational advisory 
committee as long as they meet each of the above criteria for membership for 
each committee on which they serve.) 
16. Occupational advisory committees review, at least annually, the 

appropriateness of the type of instruction (such as lecture, laboratory, 
work-based instruction, and/or mode of delivery) offered within each 
program to assure that students gain competency with specific skills 
required for successful completion of the program. 

17. Job-related health, safety, and fire-prevention are an integral part of 
instruction.
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CHARACTERISTICS

CharacterisƟ cs of the insƟ tuƟ on and the community it serves must be described in narraƟ ve fashion by 
including the items listed below as a minimum. If the insƟ tuƟ on consists of more than one campus, 
characterisƟ cs must be addressed per locaƟ on (history, staffi  ng, program off erings, community informaƟ on, 
etc.).

Insǝ tuǝ onal Characterisǝ cs

1. State the name of the insƟ tuƟ on.

2. State the address (city, state, zip code, telephone, web site).

3. List all campuses with addresses (branches, extensions, extended classrooms, instrucƟ onal service 
 centers).

4. Record, briefl y, the history of the insƟ tuƟ on.  Be sure to include such data as:

 a. Date of charter authorizaƟ on.
 b. Date fi rst students were in aƩ endance.
 c. Date the insƟ tuƟ on graduated its fi rst class.
 d. Type of control (state, county, city, federal, proprietary, industry, independent, etc. - see 

‘Form of Ownership’ pages later in this manual). Establish as an exhibit a copy of the insƟ tu-
Ɵ on’s charter or enabling legislaƟ on/regulaƟ on along with the insƟ tuƟ on’s bylaws, etc.

5. Give an overall summary of the following:

 a. The secondary and postsecondary technical educaƟ onal programs off ered.
 b. The level of off erings for secondary and postsecondary students and type of credenƟ als 

awarded (cerƟ fi cates, diplomas, associate degrees).
 c. Overall enrollment number that refl ects a typical calendar year.
 d. Total number of full- and part-Ɵ me administraƟ ve and instrucƟ onal staff  employed by the 
  insƟ tuƟ on.
 e. Summary of non-tradiƟ onal programs (conƟ nuing educaƟ on, job upgrade training, adult 

literacy, etc.).

6. Indicate which calendar system is used at the insƟ tuƟ on (quarter, semester, trimester, 12-month, 
other).

7. Explain what consƟ tutes a typical full-Ɵ me student load in class hours per week for secondary and 
 postsecondary students.

8. List the name and length of summer sessions which do not classify as regular terms.

9. Briefl y describe the delivery systems the insƟ tuƟ on uses (tradiƟ onal classes — lecture, lab, 
 work-based acƟ viƟ es; conƟ nuing educaƟ on; distance educaƟ on media; etc.).
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GUIDELINES FOR REPORTING SECONDARY PROGRAMS

The Commission off ers its evaluaƟ ve services to postsecondary insƟ tuƟ ons that enroll secondary students in 
career and technical educaƟ on programs. InsƟ tuƟ ons elecƟ ng to include secondary programs in the self-
study process of the Council must specify this in their applicaƟ on for candidate status with the Council and 
indicate which programs enroll secondary students. 

Once secondary program evaluaƟ on is indicated, the insƟ tuƟ on must:

 a. Include secondary programs in the self-study document;
 b. Include secondary students in the insƟ tuƟ on’s FTE calculaƟ on; and,
 c. Collect compleƟ on rate data on the secondary student populaƟ on

All programs enrolling adult students must be included in the evaluaƟ on process.

NEWS MEDIA

In order to provide the public an opportunity to comment on an insƟ tuƟ on’s qualifi caƟ ons for status with the 
Commission, an insƟ tuƟ on being considered for iniƟ al accreditaƟ on, or reaffi  rmaƟ on of accreditaƟ on must 
give noƟ ce in the appropriate newspaper(s) and/or media services no more than sixty (60) days prior to host-
ing the accreditaƟ on team visit. The names of the visiƟ ng team members should not be included. 

The adverƟ sement must read, as follows:

 (Name of school and address) is applying for (iniƟ al or reaffi  rmaƟ on) of accreditaƟ on with the Com-
mission of the Council on OccupaƟ onal EducaƟ on.  Persons wishing to make comments should write 
to the ExecuƟ ve Director of the Commission, Council on OccupaƟ onal EducaƟ on, 7840 Roswell Road, 
Bldg. 300, Suite 325, Atlanta, GA 30350. Persons making comments must provide their names and 
mailing addresses. 

The visiƟ ng team should receive liƩ le or no publicity. If the insƟ tuƟ on would like to publish an arƟ cle about 
its upcoming  accreditaƟ on visit, the visit should be described in general terms that explain the accreditaƟ on 
process.  



cindy.sheldon
Highlight
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Clearly-lableled digital exhibit fi les can be placed within each subfolder that correspond to the criteria on the 
condiƟ ons and standards check sheets.

           Self-Study Exhibits

       CondiƟ ons Of AccreditaƟ on 

       CondiƟ on 7 - Current License from State Approval Agency

       CondiƟ on 9 - COE Workshop AƩ endance CerƟ fi cates

       CondiƟ on 10 - Newspaper NoƟ ce Announcing AccreditaƟ on Team Visit

Confi denǝ al Materials

The locaƟ on and name of the person in charge of confi denƟ al exhibit materials, such as personnel 
evaluaƟ ons, audited fi nancial statements, budgets, etc., should be placed in an electronic folder 
appropriately idenƟ fi ed by standard number.

sheldonc
Stamp

sheldonc
Stamp

sheldonc
Stamp

sheldonc
Stamp

sheldonc
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SELF-STUDY
Charts and Forms
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INSTRUCTIONS FOR COMPLETING THE 

SECONDARY EDUCATIONAL PROGRAMS CHART 
 
The Commission offers the opportunity for public institutions that enroll secondary students to include the 
secondary students and programs in the institutional self-study (program supplements, exhibits, etc.), 
FTE calculation, and completion rate data collection in the Annual Report. Including this data is optional. 
 
 Please indicate which of the following situations applies to your institution: 
 
 

OPTION A: 

☐ 
1. Adult students are enrolled or may be enrolled in one or more of the secondary 

technical programs offered at any campus of the institution; 
 
AND 

  
2. 

 
The secondary technical programs offered are under the administrative oversight 
of the institution seeking COE accreditation. 
 

If BOTH of the items above under (A) apply to your institution, secondary programs and 
secondary students may be included in the institutional self-study (program supplements,  
exhibits, etc.), FTE calculation, and completion rate data. 

 
NEXT STEPS: 
* Even though these programs include secondary students, these programs will be listed on 

the Postsecondary Educational Programs chart. 
 
* Secondary students’ contact hours may be included in the FTE calculation in the Full-Time 

Equivalent (FTE) section of this application. 
 
 
OPTION B: 

☐ 1. Secondary technical program(s) are offered at a high school site; 

 2. 
 
 
 

Only secondary students are enrolled or will ever be enrolled in those programs; 
 
AND 
 

 3. The site is under separate administration from this institution. 
 
If ALL of the statements above under (B) apply to your institution, secondary programs and 
students should be excluded from the institutional self-study, FTE calculation, and completion 
rate data collection. (In rare cases, the institution may include this information in the COE self-
study for purposes of full disclosure to the institution’s constituents.) 
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INSTRUCTIONS FOR COMPLETING 
CANDIDATE APPLICATION: CLOCK HOUR/CREDIT HOUR CHART 

(To be completed only for programs measured in credit hours) 
 
 
1. Use one chart per program. 

2. List all courses within each program. 

3. Indicate total hours for each row on the chart and each column where requested. 

4. Program names and lengths must be consistent with the names printed in institutional publications AND 
state approval documentation. 

5. IMPORTANT: The following requirements must be met with regard to the measurement of programs in 
credit hours.  

 
 The Council defines the ratio of clock hours to credit hours as follows: 
 

For every credit hour awarded, no less than the following number of clock hours of instruction must 
be required: 

 
 Semester Credit Hours:  15 Hours of Classroom/Lecture 
     30 Hours of Laboratory Instruction 
     45 Hours of Work-Based Activities 
 
 Quarter Credit Hours:  10 Hours of Classroom/Lecture 
     20 Hours of Laboratory Instruction 
     30 Hours of Work-Based Activities 
 
 If discrepancies are discovered between the Council’s definition of the clock hour/credit hour ratios and 

the institution’s catalog or state approval documents, they must be resolved before the institution 
submits its application.  

  
6. Depending on the nature of the courses within each program, the appropriate number of instructional 

hours must be provided in the form of Classroom/Lecture, Laboratory Instruction and/or Work-Based 
Activities. The Council defines these methods of instruction as follows: 

 
Lecture (Classroom) – Instruction by a qualified faculty member or other resource which imparts to 
students the concepts, principles, and theories of an academic or technical subject. 

 
Laboratory Instruction – An instructional setting in which students apply theories and principles 
learned during lectures in order to acquire proficiency and dexterity that is required in the occupation 
for which the student is being prepared. 

 
Work-Based Activities – Structured learning activities conducted in supervised work settings external 
to the institution or in a setting that involves the public (for example: clients who are served by the 
institution in cosmetology clinical or automotive technology settings) that are components of 
educational programs (e.g., externships, internships, clinical experiences, industrial cooperative 
education, and similar activities). 
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Commission of the Council on Occupational Education 

EMPLOYER PROGRAM VERIFICATION FORM  
for Postsecondary Programs  

 
INSTRUCTIONS: 
- Complete three of these forms for each program at each campus. 
- This form must be signed by a bonafide potential employer who is in a position to make hiring decisions. 

Name of Institution 
 
Address 
 

City/State/Zip 
 

Name of Program 
 
Mode(s) of Delivery of Program (check ALL that apply): 
 
 100% Traditional   Hybrid   Distance Education 
 

 

The length of this program is (indicate the number of hours in all boxes that apply): 
  
 Clock Hours Semester Credit Hours Quarter Credit Hours  
 
The amount of tuition and fees charged for the total program is: $  
 

EMPLOYER’S VERIFICATION STATEMENT 
I have reviewed the (name of program):  
program and recommended requirements for admissions, program content, program length, program 
objectives, competency tests, learning activities, instructional materials, equipment, method of 
evaluation, the skills and/or proficiency required for completion, and appropriateness of the instructional 
delivery method(s) for the program. 

  
EMPLOYER  

Name: 
 

Title: 

Company Name: 
 

Phone Number/Extension: 

Address:  City/State/Zip: 

 
Verifiable range of remuneration based on yearly, full-time employment for those who enter this field upon 
completion of the program is from $                          to $                          annually. 

 
Signature:        Date: 

 
(June 2017) 
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Completion, Placement, and Licensure Form 

for Postsecondary Programs 
-- Public and Non-Public Institutions -- 

  Program Names 
    

 
Campus:________________________________________________________________________________                      
 
Reporting  
Period:   ________________________________________________________________________________ 

    

En
ro

llm
en

t 

 
5 

Beginning Enrollment  
(The number shown in row 8 from the last reporting period.)  

       

 
6 

New Enrollees (Those new students added to the roll anytime during this reporting period. 
Certain subtractions may apply here – see instructions.) 

       

 
7 

 
Cumulative Enrollment (Sum of Rows 5 and 6) 

       

 
8 

Students Still Enrolled (Students who were still enrolled in their program at the end of this 
reporting period.) 

       

C
om

pl
et

io
n 

 
9 

Non-Graduate Completers (Students who left the program without a credential to work in 
the field/related field of training.) 

       

 
10 

Graduate Completers (Students who are no longer enrolled in the program 
but have earned a credential for completion of all or part of that program.) 

       

 
11 

 
Total Completers (Sum of Rows 9 and 10) 

       

Pl
ac

em
en

t 

 
12 

Non-Graduate Completers Employed in Positions Related to Field of Instruction (This 
number must be identical to that in row 9.) 

       

 
13 

Graduate Completers Employed in Positions Related to Field of Instruction 
(Employed in Field/Continuing Education/Enlisting in Military) 

       

 
14 

Total Completers Employed in Positions Related to Field of Instruction  
(Sum of Rows 12 and 13) 

       

 
15 

Graduate Completers Employed in Positions  
Unrelated to Field of Instruction 

       

Li
ce

ns
ur

e 

 
16 

Graduate Completers Waiting to Take Licensure Exam  
(Including those graduates waiting for examination results.) 

       

 
17 

Graduate Completers Who Took Licensure Exam  
(Students who have received latest exam results.) 

       

 
18 

 
Graduate Completers Who Passed Licensure Exam 

       

  
19 

Graduate Completers Unavailable for Employment  
(Due to health issues, incarceration, death, etc.) 

       

  
20 

Graduate Completers Who Refused Employment (Graduates who refused interviews, 
employment, or took program for personal reasons.) 

       

  
21 

 
Graduate Completers Seeking Employment/Status Unknown 

       

  
22 

Withdrawals (Students who left the program without earning a credential AND without 
gaining employment in the field/related field of training.) 

       

  
23 

Sum of Rows 16, 19, and 20  
(These students do not affect placement percentages.) 

       

  
24 

 
Difference of Row 10 minus Row 23 

       

  
25 

 
Difference of Row 11 minus Row 23 

       

  
26 

 
Graduation Rate (%) 

       

 
27 

 
Total Completion Rate (%) 

       

  
28 

 
Graduate Placement Rate (%) 

       

 
29 

 
Total Placement Rate (%) 

       

  
30 

 
Licensure Exam Pass Rate (%) 
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USE THE CPL FORM SUBMITTED WITH THE MOST 
RECENTLY-FILED COE ANNUAL REPORT.  IF AN ANNUAL 
REPORT HAS NOT BEEN FILED, USE THE EXCEL 
SPREADSHEET AVAILABLE ON THE COUNCIL WEB SITE 
(www.council.org/Resources/Applications and Forms). 



 
 

 
INSTRUCTIONS 

Annual Completion, Placement, and Licensure Form 
For POSTSECONDARY Programs 

 -- Public and Non-Public Institutions –  
 
At the top of the form, list the reporting year (end date - month & year) for which you are providing information. The 
reporting year listed must cover 12 months. Institutions may choose the most recent 12-month period that provides 
accurate and complete data for all of the rows on this form. The reporting period selected can be any consecutive 
12-month period starting no earlier than April 1, 2015 and ending no later than June 30, 2017. Data must be 
reported for all programs shown on the latest COE Approved Programs List. 
 
 
Row 5 
 

 
Beginning Enrollment: the total number of students enrolled in the program on the first day of the 
reporting period (12 consecutive months).  
 
Students continuing enrollment in their programs from the prior Annual Report reporting period. 
(This number should be the same number from the prior reporting period shown in Row 8 – 
Students Still Enrolled.). 
 
(The number of students enrolled in a program on the first day of the reporting year means the 
number of students enrolled in each program on the last day of the previous reporting year AND 
remained in school on the first day of the current reporting year.) 
 

 
Row 6 
 

 
New Enrollees:  The number of new, unduplicated enrollments for the program during the reporting 
period, minus allowable subtractions.  

 
 
 
 
 
 
Allowable 
Subtractions 
 

 

 
Subtract students from Row 6: New Enrollees who belong in any of the following categories:  
 
____ A. Students who transferred to another program within the institution;  
____ B. Students who received a 100% refund of tuition after withdrawal from the program or 

those who stopped attending class after the first day; 
____ C. Students documented to be unavailable to earn a credential in their programs due to 

situations such as pregnancy, other serious health-related issues 
(physical/mental/behavioral), caring for ill family members, incarceration, death, etc.; 

____ D. Students who left their program of study before completion to serve with a foreign aid 
service of the Federal government, such as the Peace Corps, or to serve on an official 
church mission; and, 

____ E. Secondary students (Some institutions may be required to report completion rate data for 
secondary students on a separate form.) 

 
_____   Total the number of enrollees for A, B, C, D, and E above. Subtract this total from  
 Row 6: New Enrollees. 

 
Row 7 

 
Cumulative Enrollment:  The sum of rows 5 and 6. 

 
Row 8 
  

 
Students Still Enrolled:  The number of students enrolled in each program on the last day of this 
reporting period, and continuing in their program in the following reporting period. 
 
TIP: This will be the number for ‘Beginning Enrollment’ for the next Annual Report reporting period. 
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Row 9 
 

 
Non-Graduate Completers:  The total number of students who left a program before graduation 
but have acquired sufficient competencies for employment in the field of instruction or related field 
as evidenced by such employment.  (Do not include non-graduate completers placed in field 
from a period other than the reporting period.) 
 

 
Row 10 
 

 
Graduate Completers:  The number of students who have demonstrated the competencies 
required for a program and have been awarded the appropriate certificates, diplomas, and/or 
degrees upon completion. 
 
TIP: The sum of rows 13, 15, 16, 19, 20, and 21 must equal the number in this row. 
 

 
Row 11 
 

 
Total Completers: Total of rows 9 and 10. 
 
TIP: The sum of rows 14, 15, 16, 19, 20, and 21 must equal the number in this row. 
 

 
Row 12 
 
 

 
Non-Graduate Completers Employed in Positions Related to Field of Instruction: As defined, 
a non-graduate completer must be employed in the field of instruction; therefore, the number in this 
row must be the same as the number reported in row 9. (Do not include non-graduate 
completers placed in field from a period other than the reporting period.) 
 

 
Row 13 
 

 
Graduate Completers Employed in Positions Related to Field of Instruction: Graduates who 
(1) are employed in the field of instruction pursued, (2) have entered the military, or (3) are 
continuing their education. 
 

 
Row 14  

 
Total Completers Employed in Positions Related to Field of Instruction: Total of rows 12 and 
13. 
 

 
Row 15 
 

 
Graduate Completers Employed in Positions Unrelated to Field of Instruction: Graduates 
who are now employed in fields unrelated to the field of instruction for which they enrolled. 

 
Row 16 
 

 
Graduate Completers Waiting To Take Licensure Exam PLUS Graduate Completers who are 
Awaiting Results:  The number of graduates who have completed their programs of instruction 
and are waiting to take a state- or federally-administered licensure exam PLUS those graduates 
who took an exam and are still waiting for pass/fail results at the end of reporting period*.  
 
(A licensure examination program is a program of instruction where the graduate must pass a 
licensure examination in order to become employed in the field of instruction pursued. The term 
‘certification’ is used by the Council to describe an optional credential a student may obtain to 
demonstrate competency in a specialized field of work.)  
 
TIP: *If any completer waiting to take a licensure exam or awaiting results is already employed in a 
position related to the field of instruction, DO NOT include them in this row. 
 

 
Row 17 
 

 
Graduate Completers Who Took Licensure Exam: Those graduates who have completed taking 
state- or federally-required licensure exams and have received pass/fail results. 

 
Row 18 
 

 
Graduate Completers Who Passed Licensure Exam (self explanatory) 
 
TIP: The number reported in this row cannot exceed the number in row 17. Do not report data from 
graduates of prior reporting periods. 
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Row 19 
 
 

 
 

 
Graduate Completers Unavailable for Employment:  The number of graduate completers 
documented to be unavailable for employment because of situations such as pregnancy, other 
serious health-related issues (physical/mental/behavioral), caring for ill family members, 
incarceration, death, etc. ALSO, graduate completers who, instead of securing traditional 
employment, are volunteering with a foreign aid service of the Federal government, such as the 
Peace Corps, or who are participating on an official church mission. 

 
Row 20 
 

 
Graduate Completers Who Refused Employment:  The number of graduate completers for 
whom the institution has documented evidence that the completers failed to keep interview 
appointments, enrolled in the program of instruction strictly for personal use, or simply refused an 
employment offer in the field of instruction. 

 
Row 21 
 

 
Graduate Completers Seeking Employment/Status Unknown:  The number of graduate 
completers who are currently seeking employment in the field for which they were instructed, AND 
those graduate completers who cannot be traced for follow-up purposes. 

 
Row 22 
 

 
Withdrawals:  The number of students who withdrew from their respective programs of instruction 
without earning a credential or securing employment in their field of training.  
 
TIP: These are students who cannot be subtracted from Row 6 (see Allowable Subtractions). 

 
Row 23 
 

 
Sum of Rows 16, 19, and 20:  Total the numbers in rows 16, 19, and 20 and enter here.  
 
TIP: The number reported in this row cannot exceed the number reported in row 10. 

 
Row 24 
  

 
Difference - Row 10 minus Row 23: Subtract the number in row 23 from the number in row 10 
and enter the result here. 
 

 
Row 25 
 

 
Difference - Row 11 minus Row 23: Subtract the number in row 23 from the number in row 11 
and enter the result in this row. 

 
Row 26 
 

 
Graduation Rate:  
A. For each program, take the cumulative enrollment number listed in row 7, subtract the number 

of students still enrolled listed in row 8.  
B. Divide the number of graduate completers listed in row 10 by the total obtained in 'A' above 

and multiply by 100. This is the graduate completion rate for the program. 
 
Row 27 
 

 
Total Completion Rate:  
A. For each program, take the cumulative enrollment number listed in row 7, subtract the number 

of students still enrolled listed in row 8.  
B. Divide the number of completers listed in row 11 by the total obtained in 'A' above and multiply 

by 100. This is the overall completion rate for the program. 
 
Row 28 
 

 
Graduate Placement Rate: Divide the number in row 13 by the number in row 24 for each 
program and multiply by 100. 

 
Row 29 
 

 
Total Placement Rate:  Divide the number in row 14 by the number in row 25 for each program 
and multiply by 100. 

 
Row 30 
 

 
Licensure Exam Pass Rate:  Divide the number who passed licensure exams (row 18) by the 
number who took the exams (row 17) and multiply by 100. 

 
TIP (Finishing the Form):  To balance the figures on the form, add the figures in rows 8, 11, and 22.  
     The result should equal the number in row 7. 
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2017 ANNUAL COMPLETION RATE FORM 
for 

Secondary Programs 
 

Campus:__________________________________        Reporting Year Ending (month & year):________________ 
 
                 (1)  (2) (3) (4) (5)  

 
 
 
 
 
 

SECONDARY 
Technical Education 

Programs  
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Submit a separate form for each campus. 
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2017 ANNUAL COMPLETION, PLACEMENT, & LICENSURE FORM 

FOR SECONDARY PROGRAMS 
—  Public Institutions Only — 
Column by Column Instructions 

 
At the top of the form, list the school reporting year (end date - month and year) for which you are 
providing information. The reporting year listed must cover 12 months. Institutions may choose the most 
recent 12-month period that provides accurate and complete data for all of the columns on this form. The 
reporting period selected can be any consecutive 12-month period beginning no earlier than April 1, 2015 
and ending no later than June 30, 2017.  
 
Data must be reported for all programs shown on the latest COE Approved Programs List. 
 
Column 1: Enrollment: the total number of students enrolled in the program during the reporting 

period. 
 
Column 2: Students Still Enrolled: the number of students who are enrolled in each program at the 

end of this reporting year, and have continued in their program. 
 
Column 3: Completers:  the total number of students who  
 

(a) have demonstrated the competencies required for a program, or exit point within a 
program, and earned a credential (certificate, diploma, and degree); 

 
OR 

 
(b) have been awarded credit toward graduation; 

 
OR 

 
(c) have acquired sufficient competencies for employment in the field of instruction or  
 related field as evidenced by such employment. 

 
Column 4: Withdrawals (Students Dropped Prior to Completion):  the number of students who 

withdrew from their respective programs of study without acquiring marketable skills. 
 
Column 5: Completion Rate 
  A. For each program, take the enrollment number listed in column 1, subtract the 

number of students still enrolled listed in column 2. 
  B. Divide the number of completers listed in column 3 by the total obtained in ‘A’ above 

and multiply by 100. This is the completion rate for the program. 
 
Finishing the Form: 
 
TIP: To balance the figures on the form, add the figures in columns 2, 3, and 4. The result should 

equal the number in column 1. 
 
TIP: To calculate the institutional percentages, total all columns for each campus, add campus totals 

together for each column, and perform the calculations for column 5 using those totals. 
Compare the institutional percentages with the current COE requirements for secondary 
completion rate. 
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2017 COMPLETION, PLACEMENT, AND LICENSURE FORM 
FOR JOB CORPS CENTERS 

 
LOCATION:  

  1. 2. 3. 4. 5. 6. 7. 8. 9. 10. 
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Submit a separate form for each campus. 
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2017 ANNUAL COMPLETION, PLACEMENT, AND LICENSURE FORM 
for Job Corps Centers 

Column by Column Instructions 
 
 
All Vocational Skills officially offered by the institution will be listed down the column at the 
left of the page. 
 
The reporting year listed must cover 12 months.  Institutions may choose the most recent 12-month 
period that provides accurate and complete data for all of the columns on this form. The reporting 
period selected can be any consecutive 12-month period starting not earlier than April 1, 2015 and 
ending no later than June 30, 2017.  
 
Data must be reported for all programs shown on the latest COE Approved Programs List. 
 
 1. The Number of Completers is the official number recorded annually in the Job Corps 

Student Pay Allotments Management Information System (SPAMIS). 
 
 2. The Number Placed is the verified number as defined by the Job Corps Policy and 

Requirement Handbook. 
 
 3. The  Number in JTM is the actual number of placements that are classified by D.O.T. 

codes as Job Training Matches. 
 
 4. The Percent in JTM is the literal number translated to percentage. 
 
 5. The Average Wage is the JTM Average Wage. 
 
 6. The Number of Certification Tests Taken refers to the actual number of completers in a 

specific skill who took a state certification examination as a requirement for employment 
(such as Nursing Assistant). 

 
 7. The Number Passed Certification Test refers to the literal number of those who passed 

certification. 
 
 8. The Percent of Completers is the literal number translated to percentage on vocational 

completers. 
 
 9. The Percent Placed is the literal number translated to percentage on graduate placement. 
 
 10. The Percent Passing Certification Test is the literal number translated to percentage. 
 
NOTE:  The information requested on the Job Corps Center Annual Completion/Placement 
Form is data generally required by the Department of Labor, Job Corps National Office. The 
Council on Occupational Education (COE) standards can normally be met by retrieving and 
reporting completion and placement information accrued annually through internal Center 
reports or electronically stored and printed from the VTRC-10 Report. 

 

      Self-Study Manual - 37 
 



 
 

R
O

ST
ER

 O
F 

IN
ST

R
U

C
TI

O
N

A
L 

ST
A

FF
 

 Lo
ca

tio
n:

 
C

lic
k 

 
C

om
pl

et
e 

th
is

 ro
st

er
 fo

r a
ll 

in
st

ru
ct

io
na

l s
ta

ff 
(fu

ll-
tim

e 
an

d 
pa

rt-
tim

e)
 c

ur
re

nt
ly

 e
m

pl
oy

ed
. 

In
di

ca
te

 w
hi

ch
 in

st
ru

ct
or

s 
te

ac
h 

co
ur

se
s 

in
 a

ss
oc

ia
te

 d
eg

re
e 

pr
og

ra
m

s 
w

ith
 a

n 
as

te
ris

k 
(*

). 
C

om
pl

et
e 

on
e 

ch
ar

t p
er

 c
am

pu
s.

 
 

 
N

A
M

E
 

 

Y
E

A
R

 O
F 

E
M

P
LO

Y
M

E
N

T 

M
O

ST
 

A
D

V
A

N
C

E
D

 
D

E
G

R
E

E
 

E
XP

E
R

IE
N

C
E

  
IN

 F
IE

LD
/IN

 C
LA

S
S

R
O

O
M

 
C

O
U

R
S

E
S

 T
AU

G
H

T 
C

U
R

R
E

N
T 

IN
S

TR
U

C
TI

O
N

A
L 

LO
A

D
 IN

 H
O

U
R

S
/W

K
 

P
ar

t-T
im

e 
Fu

ll-
Ti

m
e 

S
am

p
le

: 
Jo

h
n

 D
o

e*
 

20
0

2
 

B
S

/B
u

si
n

es
s

 
8 

yr
s/

1
2 

yr
s

 
A

ll 
B

U
S

, p
lu

s 
M

A
T

 1
11

 
C

lic
k 

25
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 

f-38 - Council on Occupational Education  



 
 

R
O

ST
ER

 O
F 

A
D

M
IN

IS
TR

A
TI

VE
 A

N
D

 S
U

PE
R

VI
SO

R
Y 

ST
A

FF
 

  
Lo

ca
tio

n:
 

C
lic

k 
 

C
om

pl
et

e 
th

is
 ro

st
er

 fo
r a

ll 
ad

m
in

is
tra

tiv
e 

an
d 

su
pe

rv
is

or
y 

st
af

f (
fu

ll-
tim

e 
an

d 
pa

rt-
tim

e)
 c

ur
re

nt
ly

 e
m

pl
oy

ed
. 

C
om

pl
et

e 
on

e 
ch

ar
t p

er
 c

am
pu

s.
 

 
 

N
A

M
E

 
 

JO
B

 T
IT

LE
 

Y
E

A
R

  
E

M
P

LO
Y

E
D

 
H

IG
H

E
S

T 
E

D
U

C
A

TI
O

N
 

E
XP

E
R

IE
N

C
E

 
N

O
.O

F 
H

O
U

R
S

 
P

E
R

 W
E

E
K 

S
am

p
le

: 
Ja

n
e 

D
o

e 
D

ea
n 

of
 

In
st

ru
ct

io
n 

20
08

 
M

S
/E

d
 L

ea
d

er
sh

ip
 

In
st

ru
ct

o
r/

10
 y

rs
; 

A
ss

t 
D

ea
n

/4
 

yr
s;

 D
ea

n
 o

f 
In

st
ru

ct
io

n
/6

 y
rs

 
40

 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

C
lic

k 
 

C
lic

k 
C

lic
k 

C
lic

k 
C

lic
k 

 

Self-Study Manual -39 



 
STANDARD 9 

Form of Ownership 
 
Check the appropriate box, complete the section of the form that applies to your institution, and provide any 
requested documentation. Include this form in the self-study. 
 
Check the appropriate box; complete that section of the form; and provide any requested documentation. 
(Only one box should be checked.) 
 

☐ PUBLIC 

 

Governing Board (Public Institution) Click 

Name Click 

Chairman and/or Executive Director Click 

Address Click 

City Click State Click  Zip Click 

Telephone Click FAX Click 

Provide a copy of the institution’s legislative authorization. 
 
 

☐ NON-PROFIT CORPORATION 

Has the corporation been officially recognized by the Internal Revenue Service as an exempt organization 
under Section 501(c)3 or Section 501(c)6 of the IRS Code? 

 If yes, attach a copy of the determination letter from the IRS. 
 If no, attach an explanation. 
 
Provide a copy of the corporate charter. 
 

Corporate Name Click 

Address Click 

City Click State Click  Zip Click 

Telephone Click FAX Click 

Email Address Click Registered Agent Click 
 
List names and titles of all officers: 

NAME TITLE 
HOURS PER WEEK

SPENT AT THE 
INSTITUTION 

Click Click Click 

Click Click Click 

Click Click Click 
 
Provide a roster of all members of the board of directors listed by name, title, professional/business 
affiliation, and address. 
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 Yes ☐ No ☐ 

 



☐ PRIVATELY HELD BUSINESS CORPORATION 

If the institution is a unit or subsidiary of a corporation or corporate division whose stock is privately held, list 
the appropriate corporate officer or operating division head. 
 
Provide a copy of the corporate charter. 
 

Corporate Officer/Operating Division Head Click 

Corporate Name Click 

Address Click 

City Click State Click  Zip Click 

Telephone Click FAX Click 

Email Address Click  
 
List names and titles of all owners and officers (including minority stock holders): 

NAME TITLE 
PERCENT OF 
STOCK HELD 

HOURS PER WEEK
SPENT AT THE 
INSTITUTION 

Click Click Click Click 

Click Click Click Click 

Click Click Click Click 

Click Click Click Click 
 
 
 

☐ LIMITED LIABILITY CORPORATION 

If the institution is a unit or subsidiary of a corporation or corporate division whose stock is privately held, list 
the appropriate corporate officer or operating division head. 
 
Provide a copy of the corporate charter. 
 

Corporate Officer/Operating Division Head Click 

Corporate Name Click 

Address Click 

City Click State Click  Zip Click 

Telephone Click FAX Click 

Email Address Click   
 
List names and titles of all owners and officers (including minority stock holders): 

NAME TITLE 
PERCENT OF 
STOCK HELD 

HOURS PER WEEK
SPENT AT THE 
INSTITUTION 

Click Click Click Click 

Click Click Click Click 

Click Click Click Click 

Click Click Click Click 
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☐ PUBLICLY HELD BUSINESS CORPORATION 

If the institution is a unit or subsidiary of a corporation or corporate division whose stock is publicly held, 
list the appropriate corporate officer or operating division head. 
 
Provide a copy of the corporate charter. 
 

Corporate Officer/Operating Division Head Click 

Name of Parent Corporation Click 

Name of Operating Division Click 

Address Click 

City Click State Click  Zip Click 

Telephone Click FAX Click 

Email Address Click   
 
Is the stock traded: NYSE ☐ AMEX ☐ NASDAQ ☐ OTC Reg. Exchange ☐
 
Name of the corporate official to whom the chief on-site administrator of the school reports: 

Name  Click Title Click 

Address Click 

City Click State Click  Zip Click 
 
 

☐ PARTNERSHIP 

Name of Partnership Click 

Address Click 

City Click State Click  Zip Click 

Telephone Click FAX Click 

Email Address Click   
 
List names and titles of all owners and officers: 

NAME TITLE 
PERCENT OF 
OWNERSHIP 

HOURS PER WEEK
SPENT AT THE 
INSTITUTION 

Click Click Click Click 

Click Click Click Click 

Click Click Click Click 

Click Click Click Click 
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☐ LIMITED LIABILITY PARTNERSHIP 

Name of Partnership Click 

Address Click 

City Click State Click  Zip Click 

Telephone Click FAX Click 

Email Address Click   
 
List names and titles of all owners and officers: 

NAME TITLE 
PERCENT OF 
OWNERSHIP 

HOURS PER WEEK
SPENT AT THE 
INSTITUTION 

Click Click Click Click 

Click Click Click Click 

Click Click Click Click 

Click Click Click Click 
 
 

☐ SOLE PROPRIETORSHIP 

Name of Proprietor Click 

Address Click 

City Click State Click  Zip Click 

Telephone Click FAX Click 

Email Address Click   
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THE ACCREDITATION PROCESS

 1. LeƩ er of intent to seek candidacy and to request applicaƟ on forms.

 2. The on-site administrator or other full-Ɵ me employee at the main campus must aƩ end a Candidate 
Academy-Part 1 within 12 months prior to submiƫ  ng an applicaƟ on for candidate status.

 3. Submission of an applicaƟ on for candidacy.

 4. Candidacy team visit.

 5. Commission review of applicaƟ on and candidacy visit report. Approval of candidate status by 
  Commission. If disapproved, appeal may be made to the Commission.

 6. AŌ er acceptance as a candidate, an annual report is submiƩ ed each year for Commission review. The 
annual  report while in candidate status is an update on the insƟ tuƟ on’s status toward iniƟ al

  accreditaƟ on. Also, non-public insƟ tuƟ ons must submit an audited fi nancial statement each year 
aŌ er acceptance as a candidate and throughout their term of membership with the Council. Audits 
must be submiƩ ed within 6 months of the end of the fi scal year and must be accompanied by a 

  completed COE Financial Form. During candidate status, no substanƟ ve changes may be approved
  except for changes in exisƟ ng programs. The earliest date that an insƟ tuƟ on can host an 
  accreditaƟ on visiƟ ng team is six months aŌ er the date candidate status is approved and six months 

aŌ er a representaƟ ve aƩ ends the COE Self-Study and Annual Report workshops (see below). The 
maximum Ɵ me an insƟ tuƟ on may be in candidacy is three years. Candidate insƟ tuƟ ons must host an 
iniƟ al accreditaƟ on team visit within 24 months aŌ er being accepted as a candidate by the 

  Commission.

 Accreditaǝ on

 7. FOR INITIAL ACCREDITATION: The on-site administrator or other full-Ɵ me employee at the main cam-
pus must aƩ end the Candidate Academy-Part 2;

  OR,

  FOR REAFFIRMATION OF ACCREDITATION: The on-site administrator or other full-Ɵ me employee at 
the main campus must aƩ end Commission Self-Study and Annual Report Workshops within 6 to 18 
months prior to hosƟ ng a visiƟ ng team for iniƟ al accreditaƟ on or reaffi  rmaƟ on of accreditaƟ on.

 8. A self-study should be iniƟ ated by the end of the fi rst year as a candidate; or, for insƟ tuƟ ons seeking 
reaffi  rmaƟ on, at a Ɵ me appropriate to the target date for hosƟ ng an accreditaƟ on visiƟ ng team.

 9. For insƟ tuƟ ons seeking iniƟ al accreditaƟ on, an accreditaƟ on visit must be hosted no sooner 
than 6 months aŌ er aƩ endance of Candidate Academy-Part 2, and no later than 24 months aŌ er                
acceptance as a candidate. InsƟ tuƟ ons seeking reaffi  rmaƟ on must submit a request for specifi c dates 
they wish to host an accreditaƟ on team visit. (Council staff  iniƟ ates an inquiry to insƟ tuƟ ons sched-
uled to host visiƟ ng teams each year. InsƟ tuƟ ons work with Council staff  to select the most appropri-
ate dates for accreditaƟ on team visits.)
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 10. VisiƟ ng team appointed by Commission Staff .

 11. A preliminary visit by the VisiƟ ng Team Leader is made approximately 30 days prior to team visit.

 12. The team visit includes a review of all programs and acƟ viƟ es of the school. An oral report is made to 
the school at the end of the visit.

 13. The wriƩ en team report is sent to the ExecuƟ ve Director by the team leader within 30 days of the 
visit.

 14. The Commission ExecuƟ ve Director sends team report to the insƟ tuƟ on.

 15. InsƟ tuƟ on makes changes necessary to meet standards.

 16. The chief administraƟ ve offi  cer writes a leƩ er requesƟ ng accreditaƟ on and submits one electronic 
copy of insƟ tuƟ onal response, if required, to the team report within 30 days of the date of the COE 
ExecuƟ ve Director’s transmission of the team report to the insƟ tuƟ on.

 17. The Commission reviews the team report, insƟ tuƟ onal response report, self-study, and report of 
readers.

 18. The Commission may defer acƟ on and request addiƟ onal documentaƟ on, grant accreditaƟ on, or 
deny accreditaƟ on. If accreditaƟ on is granted (based on the self-study, team report, and insƟ tuƟ onal 
response report) the Commission will specify the number of years in the next reaffi  rmaƟ on cycle 
(two [2] to six [6] years). The year of reaffi  rmaƟ on may be changed for just cause.

 19. An insƟ tuƟ on may appeal a negaƟ ve acƟ on to the Commission.

Annual Review

 20. All candidate and accredited insƟ tuƟ ons must submit an annual report to the Commission.

 21. ConƟ nued candidate status or accreditaƟ on is determined annually by Commission approval of 
  annual reports.

 22. During the year prior to the year that ends the reaffi  rmaƟ on period, a school must aƩ end a self-
study workshop, begin another self-study, and request another team visit. Teams for reaffi  rmaƟ on 
of accreditaƟ on are scheduled every 2 to 6 years. The Commission determines the reaffi  rmaƟ on 
schedule.

NOTE:  Failure to submit an annual report or addiƟ onal informaƟ on regarding the annual report, if 
requested, by the due date established by the Commission shall be grounds for an insƟ tuƟ on to 
lose its candidacy status or accreditaƟ on.
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FEDERAL CREDIT HOUR CONVERSION
for Determining Federal Student Financial Aid

On October 29, 2010, the U.S. Department of EducaƟ on published in the Federal Register regula-
Ɵ ons on program integrity pertaining to clock hour-to-credit hour conversion of academic credits to 
federal credit hours for determining Federal Student Financial Aid. 

 1. Academic and Federal Credit Hours

InsƟ tuƟ ons may use credit hours to defi ne an amount of work represented by verifi able student 
achievement of insƟ tuƟ onally established learning outcomes. Based on the Carnegie Unit, one 
academic semester credit hour is based on 15 clock hours of lecture, 30 clock hours of lab work, 
or 45 clock hours of work-based learning. One academic quarter credit hour is based on 10 clock 
hours of lecture, 20 clock hours of lab work, and 30 clock hours of work-based learning. Academic 
credit hours specify “school Ɵ me” only and do not indicate Ɵ me students spend doing homework, 
research or other unsupervised learning acƟ viƟ es. The federal regulaƟ ons do not change these 
academic credit hour conversions, and an insƟ tuƟ on’s academic credit hours will not be aff ected by 
the regulaƟ ons. 

Credit hours are also used to determine the eligibility of an educaƟ onal program for parƟ cipaƟ on in 
federal fi nancial aid programs. The Department of EducaƟ on uses a diff erent formula for calculaƟ ng 
program eligibility to qualify for federal student fi nancial aid. The Department’s formula is used to 
determine what may be called “federal” or “fi nancial aid” credit hours, as opposed to the academic 
credit hours described above. Federal credit hours do account for Ɵ me students spend doing home-
work, research or other unsupervised learning acƟ viƟ es (herein referred to as “course prep” Ɵ me). 
The Department requires 37.5 clock hours of school Ɵ me and course prep Ɵ me for each semester 
credit hour and 25 clock hours of school Ɵ me and course prep Ɵ me for each quarter credit hour. 
Previously these conversion rates were set at 30 clock hours per federal semester credit hour, and 
20 clock hours per federal quarter credit hour. The addiƟ onal 7.5 clock hours for each semester 
credit, and 5 clock hours for each quarter credit are specifi cally intended to account for the addiƟ on 
of student course prep Ɵ me. Only programs that are at least 900 clock hours in length, account-
ing for both school Ɵ me and course prep Ɵ me, may be eligible for the maximum allowable federal 
student fi nancial aid. 

 2. DocumenƟ ng Course Prep Time for Federal Credit Hours

Since course prep Ɵ me is included in the calculaƟ on of federal or fi nancial aid credit hours, insƟ tu-
Ɵ ons must have wriƩ en policies and procedures for determining the amount of student work to 
be done outside of class. Assignments for homework or course prep work must idenƟ fy specifi c 
learning objecƟ ves for each course as well as an approximate Ɵ me required for compleƟ on. Fur-
thermore, the work must be evaluated, graded and weighted appropriately in the determinaƟ on of 
the fi nal grade for each course. InsƟ tuƟ ons will be required to maintain documentaƟ on that course 
prep work assignments are completed and considered in determining the fi nal course grade. 
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If current academic credit hours already include at least 7.5 clock hours of course prep work for 
each academic semester credit hour, or at least 5 clock hours of course prep work for each aca-
demic quarter credit hour, insƟ tuƟ ons must nonetheless document the nature, objecƟ ves, and Ɵ me 
requirements for the homework, research or other unsupervised learning acƟ viƟ es required for 
each course.

 3. Clock Hour Programs

Certain programs are required to be measured in clock hours, oŌ en by a federal or state regulatory 
board or agency.  These programs may be required to measure student progress in clock hours in 
order to receive federal or state approval or professional licensure.  In these cases, insƟ tuƟ ons do 
not have the opƟ on to convert clock hours to credit hours. 

InsƟ tuƟ ons are responsible for securing informaƟ on from the Department of EducaƟ on and com-
plying with regulaƟ ons aff ecƟ ng eligibility for Federal Title IV, HEA student fi nancial aid programs.  
COE instrucƟ ons and guidelines are subject to change as the Council considers further implementa-
Ɵ on advisories from the U.S. Department of EducaƟ on.
 

 4. ResponsibiliƟ es of Candidate and Accredited InsƟ tuƟ ons

InsƟ tuƟ ons where programs are subject to the federal clock-to-credit hour conversion regulaƟ on 
must prepare and submit to the Council a Program Modifi caƟ on applicaƟ on for each aff ected pro-
gram (available in the Documents/ApplicaƟ ons secƟ on on the COE web site at www.council.org). 
Submiƫ  ng a Program Modifi caƟ on applicaƟ on is not considered a substanƟ ve change when total 
lecture, lab or work-based learning clock or credit hours increase by less than 25%. The Program 
Modifi caƟ on applicaƟ on must indicate the nature and esƟ mated Ɵ me requirements of the home-
work, research, or other unsupervised learning objecƟ ves assigned for each course in an approved 
program of study. 

InsƟ tuƟ ons that choose to increase lecture, lab or work-based acƟ viƟ es in an approved program of 
study by 25% or more must submit a Change in ExisƟ ng Program applicaƟ on, which consƟ tutes a 
substanƟ ve change. The applicaƟ on must include documentaƟ on of compelling market demand for 
the proposed increase.

All insƟ tuƟ ons with programs aff ected by the clock to federal credit hour conversion regulaƟ on 
must submit to the Council their insƟ tuƟ onal policies and procedures for determining federal credit 
hours.  AddiƟ onally, Program Modifi caƟ on applicaƟ ons or Change in ExisƟ ng Program applicaƟ ons 
must be provided for each aff ected program.



 
 

 

 
 

Suggestions for Improving Student Achievement  
 

Effective Plan Development and Implementation 
 
Positive program performance can be stated in terms of a program’s ability to: meet its stated objectives, 
maintain current occupation-specific content, and produce successful student achievement statistics 
(completion of programs, job placement of program completers, and licensure exam pass rates for those 
programs requiring licensure for employment).  
 
When a program’s performance is lacking in one of these areas, a plan of improvement must be written 
and followed. The most effective plans for improvement can be developed only in conjunction with a 
thorough evaluation of the program. 
 
Thorough program evaluations involve members of the advisory committee for the program, the 
administration of the institution, program faculty members, current students, and completers of programs. 
 
Effective improvement plans list both the issues of concern identified during the evaluation, and the 
corresponding steps to be taken to address each issue. 
 
Identifying areas of concern may be accomplished during the evaluation process by asking specific 
questions in key areas regarding program expectations. 
 
The Accreditation Standards of the Commission may also be used during program evaluations and 
improvement plan development to determine if all elements that enhance positive program performance 
are being addressed. (See Standards 2, 3, 5, 6, 8 for program-specific criteria.) 
 
 
Overall Program Objectives and Content 
 
Evaluation of program objectives and content should include, but is not limited to, an in-depth review of 
the following: 
 
1. Objectives  
 
 If a program is failing to meet its stated objectives, the answers to the following questions may 

identify areas needing attention to correct deficiencies. A draft of specific steps for improvement is 
then written and may be included in the final draft of the program’s improvement plan. 
 
a. Are the objectives of the program clearly stated?  
b. Are the stated objectives relevant in relation to current expectations of the occupation for 

which students are being educated? 
c. Are program completers asked for their evaluation of the program after placement in the 

occupation is acquired? 
d. What do completer evaluations reveal about the program’s success/deficiencies in the 

preparation of students for employment in the occupation? 
e. Does a summary of completer evaluations indicate success in the program’s ability to meet its 

objectives as written, or does it reveal areas of concern? 
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2. Content 
 

If one or more areas of student achievement (completion, placement, and/or licensure pass rates) 
are below expectations or requirements, the content of the program must be evaluated to determine 
if changes need to be made to improve outcomes. The program advisory committee is critical in 
answering each of the following questions:  
 
a. Does program content provide students with adequate preparation for success in the occupation 

with respect to: theories and concepts, specific knowledge and skills, hands-on practice, 
laboratory exercises, and work-based activities? 

 b. Are the elements mentioned above current in terms of practices and expectations of the 
occupation? 

 c. After reviewing current student and program completer evaluations, are there areas of concerns 
identified that relate to program content? 

 
3. Instructional Materials/Equipment 

 
a. Are materials and equipment used in the instructional processes of the program relevant to each 

course within the program? 
b. Are materials and equipment current in their content, nature, and use in the industry? 
c. Are there adequate quantities of materials and equipment to support the number of students in 

the program? 
d. Is equipment maintained/repaired properly to support learning activities of students? 
e. After reviewing current student and program completer evaluations, are there areas of concerns 

identified that relate to instructional materials and/or equipment used by the program? 
 
 
Completion Rate Issues 
 
Evaluation of the following areas directly affects completion rate performance in programs. Involvement of 
administration and faculty is critical in effectively answering the following questions: 
 
1. Are the admission requirements stringent enough for the demands of the program? 
2. Do prospective employers of the program’s completers require a high school diploma or equivalency 

certificate as a condition for employment? If so, does the program require a high school diploma or 
equivalency certificate for enrollment in or completion of the program? 

3. Are the qualifications of the program’s instructional staff adequate? If not, what are the specific areas 
of concern?  

4. Is the performance of the programs instructional staff adequate? If not, what specific areas need 
improvement? 

5. Does the review of student evaluations of instructional personnel reveal areas of concern? 
 
 
Placement Rate Issues 
 
1. Are there adequate employment opportunities for completers of the program in your community? 
2. Are job placement staff and faculty effectively involved with businesses in the community that could 

assist with job placement opportunities for completers? 
3. Does the institution provide itself adequate time for placement of completers and the collection of 

follow up data for placement statistics? 
4. Does a review of program evaluations collected from the follow-up of completers, non-completers, 

and employers of completers identify any weaknesses in the program as they relate to employment 
opportunities or preparedness? 
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Licensure Exam Pass Rate Issues 
 
1. Does the review of overall program content identify any areas of concern relating to the preparation 

of students for licensure exams? 
2. Have state requirements for licensure exams changed recently? If so, does the curricula of programs 

reflect these changes? 
3. Does the program content include overall test preparation or specific subject matter practice tests to 

help prepare students for their exam? 
4. Does the institution allow enough time for program graduates to take licensure exams more than 

once before reporting final licensure exam pass rate data? 
5. Is remediation offered to graduates of programs who fail one or more parts of the licensure exam? 
 
 
Finalizing the Plan 
 
Once a thorough evaluation is completed, the final plan can be written.  
 
The final plan should include: 
 

1. Identified areas of concern  
2. Corresponding improvement activities for each area of concern identified 
3. Calendar of plan implementation (Programs that fail to meet required benchmarks for 

performance must follow the Commission’s stated timeline for compliance. The compliance 
timeline is dependent upon the length of the longest program offered at the institution. 
Therefore, the calendar should contain specific deadlines for the steps to be taken to improve 
program performance.) 

4. Persons involved in plan implementation (Those in charge of plan implementation should be 
clearly identified as well as any others who may be part of improvement activities identified in 
the plan.) 

5. Periodic meetings (Meetings to review actions taken and their results should also be 
scheduled so that adjustments to the plan can be made, if needed, in a timely manner.) 

 
Final plans for improvement, the calendar for implementation, and a list of persons in charge of identified 
activities should then be distributed to all appropriate administrators, faculty, and staff. 
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Choosing a Reporting Period 
for Completion, Placement, and Licensure Data 

 
The Council gives member institutions an opportunity to choose the 12-month reporting 
period for this data because it is the institution who knows best the proper amount of time a 
thorough follow up on students can be accomplished. 
 
While the Council asks that each institution report the most recent data possible, the most 
important issue to the Council as far as this data collection goes, is that the data used 
in the annual report is accurate. 
 
IMPORTANT! Only one reporting period must be used for ALL programs.  
 
The three most critical factors for an institution to consider when choosing a reporting period 
are: 
 
1. That the reporting period chosen follows the guidelines found at the beginning of 

the instructions for the CPL form (please refer to beginning of instructions for the 
CPL form). 

 
2. That enough time is allowed for the institution to gather accurate completion and 

placement data on current and former students before the annual report is 
completed. This determination is based on a variety of factors such as: 

 
 a. The size of the service area of the institution 
 
  If the service area is large and follow up on students and former students is 

difficult, more time may be needed. 
 
 b. The employment opportunities available within the service area 
 
  If employment opportunities are limited for non-graduate and graduate 

completers, more time may be needed in order for those students to secure 
employment. 

 
c. The number of students served by the institution 

 
  If the institution’s enrollment is large in relation to the number of institutional staff 

in charge of follow up efforts or the method used for follow up, more time may be 
needed to collect data. 

 
d. The types of students served by the institution 

 
  Some institutions served large numbers of transient or international students. 

Transient students include those who are either active military or members of a 
military family, and those who are employed or married to employees in 
occupations that require frequent relocation. If this is the case, more time may be 
needed for follow up. 
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3. That appropriate time for collecting data on licensure exam pass rates from state 
and federal agencies is allowed before the annual report is completed. 

 
This determination is based on a variety of factors such as: 

 
a. When exams are administered 

 
 Some students in licensure programs may have several opportunities throughout 

the year to sit for a licensure exam, while others are limited by test administration 
dates, geography, or other factors.  

 
b. How many attempts the students should have to pass the exams before the 

results are reported to the Council  
 

Many students will not pass licensure exams on their first attempt. If the 
institution has what it considers to be a large number of students who require 
more than one attempt to pass these exams, be sure the reporting period chosen 
allows students a second or even third attempt. Also, consider the time the 
institution needs to offer remediation for those students who experience difficulty 
in passing the exam, if these services are provided. 

 
c. How long it takes for the institution to collect exam results 
 
 Depending on the speed with which state or federal agencies move, it could take 

several weeks or more to receive exam results. If this process is considerable in 
length, the institution needs to factor this into the reporting period chosen for its 
programs so that the licensure pass rate data for the annual report will be 
available. 

 
 
Finally, if the institution feels that the reporting period used for previous reports is not sufficient 
for the accurate collection of data, a request to change the reporting period must be submitted 
to the Council before a new reporting period is used. Simply submit this request in writing (via 
hard copy or email) and explain the circumstances that merit a change of reporting period. 
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FOR MORE INFORMATION

Comments and suggesƟ ons for the improvement of this manual should be sent to:                   

Dr. Gary PuckeƩ 
 ExecuƟ ve Director
 Council on OccupaƟ onal EducaƟ on 

7840 Roswell Road
Building 300, Suite 325

Atlanta, GA  30350
gary.puckeƩ @council.org

www.council.org
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NOTES
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