
WORKSHEET
For Course Prep Review

This form is to be completed by Visiting Teams during accreditation visits.

During team visits, a minimum of 25% of all programs offered must be chosen to sample. Within each sampled program, 25% of the courses required for completion must be reviewed using the requirements below. (See the following information page regarding conversions for Federal financial aid.)

	
PROGRAM NAME:
	

	


COURSES SAMPLED:
	


	
	


	
	


	
	


	
	


	
	




REQUIREMENTS
	YES indicates the presence of documentation for compliance. NO indicates lack of documentation for compliance. If any one course fails to comply with the requirements below, indicate NO here and in the team report software.
	
YES
	
NO

	
1.	Course prep sampled is appropriate for the occupation.
	
	

	2.	Course prep activities are evaluated annually as part of the program’s overall evaluation.
	
	

	
3.	Course prep activities are graded.
	
	

	4.	Course prep activities are weighted appropriately in the making of a determination of the student’s final grade.
	
	



	Comments:
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Federal Credit Hour Conversion for Determining Federal Student Financial Aid

On October 29, 2010, the U.S. Department of Education published in the Federal Register regulations 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

Institutions may use credit hours to define an amount of work represented by verifiable student achievement of institutionally 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 time” only and do not indicate time students spend doing homework, research or other unsupervised learning activities. The federal regulations do not change these academic credit hour conversions, and an institution’s academic credit hours will not be affected by the regulations. 

Credit hours are also used to determine the eligibility of an educational program for participation in federal financial aid programs. The Department of Education uses a different formula for calculating program eligibility to qualify for federal student financial aid. The Department’s formula is used to determine what may be called “federal” or “financial aid” credit hours, as opposed to the academic credit hours described above. Federal credit hours do account for time students spend doing homework, research or other unsupervised learning activities (herein referred to as “course prep” time). The Department requires 37.5 clock hours of school time and course prep time for each semester credit hour and 25 clock hours of school time and course prep time 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 additional 7.5 clock hours for each semester credit, and 5 clock hours for each quarter credit are specifically intended to account for the addition of student course prep time. Only programs that are at least 900 clock hours in length, accounting for both school time and course prep time, may be eligible for the maximum allowable federal student financial aid. 

	2.	Documenting Course Prep Time for Federal Credit Hours

Since course prep time is included in the calculation of federal or financial aid credit hours, institutions must have written policies and procedures for determining the amount of student work to be done outside of class. Assignments for homework or course prep work must identify specific learning objectives for each course as well as an approximate time required for completion. Furthermore, the work must be evaluated, graded and weighted appropriately in the determination of the final grade for each course. Institutions will be required to maintain documentation that course prep work assignments are completed and considered in determining the final course grade. 
 
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 academic quarter credit hour, institutions must nonetheless document the nature, objectives, and time requirements for the homework, research or other unsupervised learning activities required for each course.

	3.	Clock Hour Programs

Certain programs are required to be measured in clock hours, often 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, institutions do not have the option to convert clock hours to credit hours. 

Institutions are responsible for securing information from the Department of Education and complying with regulations affecting eligibility for Federal Title IV, HEA student financial aid programs.  COE instructions and guidelines are subject to change as the Council considers further implementation advisories from the U.S. Department of Education.



	4.	Responsibilities of Candidate and Accredited Institutions

Institutions where programs are subject to the federal clock-to-credit hour conversion regulation must prepare and submit to the Council a Program Modification application for each affected program (available in the Documents/Applications section on the COE web site at www.council.org). Submitting a Program Modification application is not considered a substantive change when total lecture, lab or work-based learning clock or credit hours increase by less than 25%. The Program Modification application must indicate the nature and estimated time requirements of the homework, research, or other unsupervised learning objectives assigned for each course in an approved program of study. 

Institutions that choose to increase lecture, lab or work-based activities in an approved program of study by 25% or more must submit a Change in Existing Program application, which constitutes a substantive change. The application must include documentation of compelling market demand for the proposed increase.

All institutions with programs affected by the clock to federal credit hour conversion regulation must submit to the Council their institutional policies and procedures for determining federal credit hours.  Additionally, Program Modification applications or Change in Existing Program applications must be provided for each affected program.




