Criteria for Publications
Worksheet 

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

Institutions must demonstrate they satisfy each requirement for publications. A ‘NO’ response on this worksheet must be carried over to the Conditions check sheet (Condition #20) and a Items of Concern must be written which specifies the requirement the institution fails to meet.

	
	YES
	NO
	N/A

	Publications (e.g., the institution’s website and other printed materials)—A website and other official informational documents which are made available through various media (hard copy or online) to provide the information specified below that must be readily available to students, prospective students, and other constituents: 

The publication(s) must contain and accurately depict the following information:

		1.	The institutional mission
	
	
	

	Items of Concern:


	
	
	

		2.	Admission requirements and procedures
	
	
	

	Items of Concern:


	
	
	

		3.	The institution’s policy on the transfer of students between programs within the institution
	
	
	

	Items of Concern:


	
	
	

		4.	The institution’s policy on the transfer of students from other institutions
	
	
	

	Items of Concern:


	
	
	

		5.	The institution’s policy on the transfer of credits that includes a statement of the criteria established by the institution regarding the transfer of credit earned at another institution
	
	
	

	Items of Concern:


	
	
	

		6.	Basic information on programs and courses, with any required sequences and frequency of course offerings explicitly stated
	
	
	

	Items of Concern:


	
	
	

		7.	Program completion requirements, including length of time required to obtain certification of completion
	
	
	

	Items of Concern:


	
	
	

		8.	Faculty (full-time and part-time listed separately) with degrees held and the conferring institution
	
	
	

	Items of Concern:


	
	
	




		9.	A description of institutional facilities readily available for educational use
	
	
	

	Items of Concern:


	
	
	

		10.	Rules and regulations for conduct
	
	
	

	Items of Concern:


	
	
	

		11.	Tuition, fees, and other program costs
	
	
	

	Items of Concern:


	
	
	

	12.	Opportunities and requirements for financial aid
	
	
	

	Items of Concern:


	
	
	

	13.	Avocational programs/courses that are neither accredited by the Council, nor qualify students to receive Title IV financial aid (such as ESL programs)
	
	
	

	Items of Concern:


	
	
	

	14.	Policies, procedures, and time frame for refunding fees and charges to students who withdraw from enrollment
	
	
	

	Items of Concern:


	
	
	

	15.	National and/or state legal requirements for eligibility for licensure or entry into an occupation or profession for which education and training are offered
	
	
	

	Items of Concern:


	
	
	

	16.	Any unique requirements for career paths or for employment and advancement opportunities in the profession or occupation described
	
	
	

	Items of Concern:


	
	
	

	17.	The institution’s grading system
	
	
	

	Items of Concern:


	
	
	

	18.	The institution’s academic/school calendar
	
	
	

	Items of Concern:


	
	
	

	19.	The institution’s attendance requirements
	
	
	

	Items of Concern:


	
	
	

	20.	The street address and telephone number of each campus of the institution (main campus and each additional permanent site)
	
	
	

	Items of Concern:


	
	
	

	21.	The institution’s student grievance procedure which includes the Commission’s mailing address, telephone number, and website address
	
	
	




	Items of Concern:


	
	
	

		22.	Other publications that make any reference to the institution’s status (candidacy or accredited) with the Commission must be accurate and must include the name, address, telephone number, and website address of the Commission. (In lieu of reference to the Commission, the institution may use the following statement: “For information about national and program accreditation, contact the institution.”)
	
	
	

	Items of Concern:



	
	
	

	23.		The website is readily and publicly available to students, prospective students, and 
		other constituents to provide current information as specified below:

	
	
	

	1. The name of the institution exactly as approved by the Commission and the 
institution’s authorizing agency
	
	
	

	Items of Concern:


	
	
	

	2. The name, email address, and telephone number of the institution’s Chief 
Administrator
	
	
	

	Items of Concern:


	
	
	

	3. A list of programs that is consistent with those approved by the Commission and 
state/federal agencies
	
	
	

	Items of Concern:


	
	
	

	4. Photos (if used) that accurately depict the institution’s physical facilities and 
programs
	
	
	

	Items of Concern:


	
	
	



