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Where the Annual Report fits into the Accreditation Cycle 
 
Continued candidate status or accreditation is determined annually by Commission  
approval of annual reports. Candidate institutions must show progress toward meeting  
Standards and Criteria, and accredited institutions must show that they are complying with 
Standards, Criteria, and Conditions for continued accreditation (Handbook of Accreditation, pg. 
17). 
 
The institution must answer all questions and provide all the applicable information requested in 
the annual report. 
 
Failure to submit an annual report or additional information regarding the annual report  
by the due date established by the Commission shall be grounds for an institution to lose  
its candidate or accredited status (Handbook of Accreditation, pg. 17). 

Who Completes the Report? 
 
IMPORTANT! ALL COE member institutions are required to submit an annual report each year. 
However, candidate institutions granted candidacy during the month of a commission meeting 
which coincides with the due date of the annual report are exempt from reporting until the next 
reporting cycle. These institutions will be required to submit an annual report in the following year. 
For example, if the institution was granted candidacy in December 2025, it would not be required to 
submit its annual report in December 2025, but would be required to submit it in December 2026. 

How Can the Report Benefit My Institution? 
 
Accredited Institutions and those seeking accreditation (candidate institutions) must comply with 
a comprehensive set of individual criteria (depending on the type of institution). These criteria 
focus on the improvement of institutions and programs. 
 
For accredited institutions, the annual report is a helpful tool to ensure your institution  
continually maintains compliance with each one of these criteria. As institutional staff  
and responsibilities change over time, the annual report familiarizes staff on a yearly  
basis with the many individual criteria that must be maintained and documented. 
 
For candidates for accreditation, the annual report provides a detailed listing of the  
criteria for which institutions must demonstrate compliance before accreditation can be  
achieved. 
 
Institutions preparing to host accreditation teams will find that the annual report is a  
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critical checklist of all the documentation that must be provided to the team in the form of  
exhibits to demonstrate compliance with each criterion. 
 
The work of collecting data for the report is a useful exercise for all staff involved in the  
self-study process. If your institution is preparing to write a self-study and host an  
accreditation visiting team next year, staff serving on the self-study committee can assist  
greatly in the collection of data. Going through the conditions and standards contained in  
the report encourages familiarity with the many criteria and documentation required as exhibits 
that support the self-study document. 
 
The Annual Report can also be used as an orientation resource for new faculty and staff members. 

General Guidelines for Reporting 
 
The annual report is accessible through the Council’s accreditation management system,  
EDvera. All candidates and accredited institutions have an account in EDvera. Annual Report 
software access is restricted to those who are invited to participate in EDvera. 
 
Chief administrators (CA) of each main campus are the highest-level users of the EDvera 
account and can invite and permit institutional faculty and staff to access the Annual Report and 
use other features of the system. CAs invite others through the ‘Users’ page. Invitees must activate 
their accounts before the CA can grant them permission to access the Annual Report software. 
(Assignments are made by the CA on the ‘Users’ page of EDvera. Click on any user on the list to 
specify permissions.) 
 
Navigation information for EDvera is available on the dashboard of each user’s account. 
 

1. Information for the report must be provided in English. 
 

2. The reporting period for Public, Non-Public, Job Corps, and Registered Apprenticeships is 
July 1 through June 30. 

 
The reporting period for Federal institutions is October 1 through September 30. 
 
All institutions (except Federal institutions) are required to provide student 
achievement data (completion, placement, and licensure – CPL – data). The reporting 
period for this data may be different than the 12-month periods noted above. 

 
For reference, refer to page 41 of this manual -CPL - Choosing a Reporting Period and page 
69 of the Handbook of Accreditation. 
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3. The completed electronic report must be submitted no later than: 
 

DECEMBER 15 (ANNUALLY) 
 

(Once the report is submitted, the file is locked and can no longer be changed.) 
 

4. A copy of this report must be retained for the institution’s files and for future reference by 
COE visiting teams. EDvera provides a digital archive of accreditation documents, like the 
annual report that is filed each year. 

The Annual Report Software 
 
The COE Annual Report software is designed as multiple-user software. If more than one user is 
completing the report, assigning specific form sections to specific users helps prevent overwriting 
the work of other users. 
 
Users may log into and out of the software as many times as needed before the submission  
deadline. The report sections may be completed in any order. 
 
Once the report is submitted electronically, the user’s file is locked and can no longer be edited. 

Opening the Annual Report in EDvera 
 
Once logged into EDvera, perform the following steps: 

1. Sign into the COE homepage.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://council.org/
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2. When you get to the dashboard with all of your institution’s information, click on 
[Documents] on the top menu 

 

 

3. Click on [+Start Document] 
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4. There will be a dropdown menu. Click on [Annual Report] 

 

5. Read the instructions on the next page and click [Continue] 

 
 
Reminders:  
 

• The first tab (Section 1A) of the Annual Report software is a Confirmation-General 
Affirmation page showing the institution’s campuses and programs. If this 
information is not correct, please contact COE. The signature of the Chief 
Administrator is required to continue the report. (Does not apply to Federal 
institutions). 

• The next section (Section 1B) is the Arbitration Consent Statement. Candidates for 
accreditation and accredited institutions shall agree to submit any dispute involving 
the final denial, withdrawal, or termination of accreditation to initial arbitration prior 
to any other legal action on the candidate application and in the Annual Report 
submission. The Arbitration policy is detailed in the Policy and Rules of the 
Commission publication.  

• The Final Affirmation section of the Annual Report software requires the signature of 
the Chief Administrator of the institution to submit the report. 
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Section by Section Information 
 

The initial page of the Annual Report in EDvera includes a submission page that includes 19 
areas where the institution must provide information. It is important for institutions to read 
the statement below the submission area, review the programs for the respective 
institutions and then click the attestation to the accuracy of the information. Then save the 
information, continue to work on the report, or save and exit the system.  
 
Section 1: Provisional Affirmation and Arbitration Consent Statement 
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Section 2: Institutional Information and Institutional Characteristics 
 
Fill in all the information in the blank sections. The first four areas should automatically 
populate. If it does not, please contact the Assistant Vice President of Institutional Data, 
Reporting & Compliance. For the remaining blanks, include contact information – 
telephone number, fax and email address for the institution’s Chief Administrator. Click 
“Save to Exit” if you would like to stop and return later. Click “Save” to save the work that 
has been done. Click “Save and Proceed to Next Section” to save the work and move to the 
next section. 
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Section 3. Supporting Documentation  

Read each statement, follow the directions and upload the corresponding documents.  
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Section 4. Combined FTE  
 
Fill in the numbers for this section. For help go to the Worksheets section in this manual.  
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Combined FTE 
 
The Commission's 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 uses the FTE (Full-Time Equivalent) figure to assign membership dues and gauge the 
size of the institution in terms of full-time student population. 
 
These units are defined as follows: 
 

One FTE equals:  
900 student contact (clock) hours scheduled 
45 quarter credit hours scheduled 
30 semester credit hours scheduled 

 
Registered Apprenticeships only - 1800 (On-the-Job Learning Hours) 
 
The clock or credit hours used to calculate an institution’s FTE must reflect coursework in which a 
student has enrolled and matriculated. The FTE does not include hours or credits transferred from 
other institutions or awarded as CLEP courses. (In some cases, a federal institution may use an 
“Average-on-Board (AOB)” measure in place of FTEs for computing dues.) 
 
 
For Federal Institutions only: Please upload FTE/AOBUI calculation worksheets in supporting 
documentation (Section 3). 
 
This section contains fields for reporting the total number of instructional hours scheduled for 
all students (in all programs and at all campuses) during the reporting period. Once this grand total 
number is supplied in the appropriate field(s), the software performs all calculations. Do not divide 
the totals prior to entering the data in the software. 
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The first field of this section provides users with the final FTE that was reported in the last reporting 
period…IF the institution filed an annual report last year. This information helps institutions 
monitor enrollment growth reported to the Council. 

 
See also:  Handbook of Accreditation, Full-Time Equivalent (FTE)  

Reference Full-Time Equivalent (FTE) Rationale 
  

https://council.org/handbooks/
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Section 5: General Report Questions 
 
Read the directions and fill in each section.  
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Sections 6-17: Conditions, Standards and Criteria for Publications 
 
This section asks general questions regarding subjects such as accreditation held by other 
agencies, student financial aid, numbers of faculty and staff employed by the institution as of the 
end of the reporting period, and the address of the institution’s online catalog (if applicable).  
 

IMPORTANT INFORMATION ABOUT STATEMENTS IN THE ANNUAL REPORT  
 
Statements found under Conditions, Standards, and Criteria for Publications must be responded 
to with a YES, a NO, or N/A (not applicable).  
 
YES always indicates compliance with a statement.  
 
NO always indicates non-compliance. (An explanation is required for each ‘NO’ indicated.)  
 
Accredited institutions are required to be compliant with all these statements to maintain their 
accredited status. Whenever a ‘NO’ is indicated, the Council may follow up with the institution to 
clarify the non-compliance and aid the institution so that compliance can be achieved.  
 
Institutions that are currently in candidate status are NOT REQUIRED to meet all the conditions, 
standards, and criteria for publications. They are, however, required to comply with eligibility 
requirements for becoming a candidate for accreditation found in the Handbook of Accreditation.  
 
Candidate institutions should use the annual report as a guide in their efforts to ensure compliance 
with all the conditions, standards, and criteria. Whenever a ‘NO’ is indicated, the Council may 
follow up with the institution to clarify the non-compliance and aid the institution so that 
compliance can be achieved. 
 
 
The Council urges CAUTION when completing the annual report. COE conducts unannounced 
visits that, in part, ensure the accuracy of institutional annual reports. If an institution is found to be 
non-compliant with any criterion during one of these visits, and the last annual report filed 
indicates compliance, a full accreditation visiting team may be ordered. The Council depends on 
the honesty and integrity of its institutions when they submit an annual report, or any other 
document, and affirm their compliance with the conditions, standards, and policies of 
accreditation. 
 

Standards  
 
Under this section, subsections for every Standard can be found. Within every subsection, each 
section of each Standard is presented separately. The appropriate version of Standards for each 
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type of institution accredited by the Commission (Public, Non-Public, Federal, Job Corps, or 
Registered Apprenticeship) can be found within this section.  
 
The criteria within these subsections are exactly the criteria found in the latest edition of the 
Handbook of Accreditation and are also the criteria used by team members when evaluating 
institutions.  
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Section 18: Postsecondary Programs: Completion, Placement, and Licensure (Does 
not apply to Federal institutions)  
 
This section contains subsections for each campus, and then subsections for each approved 
program. Within each program subsection, completion, placement, and licensure (CPL) data must 
be provided. CPL program data must be reported at each campus. Data cannot be combined 
across campuses. Institutions providing data on completion, placement, and licensure for 
programs are asked to provide the reporting period applicable to that data.  
 
This section of the report generates the most questions of any section. Please read the instructions 
for the form very carefully and contact the COE office for assistance, if needed. 
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See also: Worksheets  Calculation Worksheet-Data Reporting
    Form (Excel Spreadsheet) 
 
  Reference CPL – Choosing a Reporting Period  
    CPL – Reporting Requirements for Programs 
    CPL – Student Achievement Requirements  

Vocational ESL Programs  
CPL – Negotiating Alternative Rates 
 

Public Institutions: Secondary Programs – Completion 
 
(Only if the Public institution has chosen to have their secondary programs accredited by 
COE). This section also contains subsections for each campus, then each secondary program for 
institutions that have chosen to have their secondary programs accredited by COE. Only 
completion rate data is required from those Public institutions that offer instruction to secondary 
students and choose to have these programs evaluated by the Council. 
 
See also: Worksheets  Secondary CPL Instructions & Sample Spreadsheet

https://council.org/wp-content/uploads/2019/10/CPL-Calculation-Worksheet-Data-Reporting-Form.xlsx
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Reference Secondary Programs and Students Explained 
 
 

IMPORTANT INFORMATION REGARDING CPL REPORTING for Public, 
Non-Public and Registered Apprenticeship institutions  

 
• A summary of all institutional Annual Report data will be reviewed by the 

Commission at its next scheduled meeting.  
 

• The established CPL benchmarks of 60% Completion, 70% Placement, and 70% 
Licensure Pass Rate will be applied to CPL data. The institution’s average rate 
across all programs must meet the required benchmarks for Completion, 
Placement, and Licensure. 
 

• For institutions with average rates not meeting the CPL benchmarks in the Annual 
Report, the following status progression will apply: 
 

• Year One – Notice of Apparent Deficiency 
• Year Two – Warning 
• Year Three – Probation 

 
Additional actions may be requested by the Commission which may include, but 
are not limited to, the following activities: (1) attendance of the chief administrator 
and the COE Liaison placement officer at a Council Commission-sponsored 
workshop for reporting completion, placement, and licensure exam pass rate data, 
(2) attendance at a Council Commission-sponsored workshop on program and 
institutional outcomes or improvement of completion, placement, and licensure 
exam pass rates, (3) consultation in person or by telephone with a Council 
Commission staff member, and (4) the scheduling of a focused review visit to the 
institution. 
 

• The Commission will take any needed action on the institution’s average rate for the 
minimum student achievement benchmarks in the event the average rate falls 
below the required benchmarks. However, these benchmarks also apply to each 
program at each location approved by the Commission, regardless of program 
length, enrollment, or credential offered. 
 

• Institutions with one or more programs that fail to meet the established 
benchmarks should include strategies for the continuous improvement of 
programmatic student outcomes data with emphasis on programs below the CPL 
benchmarks in its written strategic plan (see Standard Four Criteria). 
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Section 19: Final Affirmation  
 
The Final Affirmation section of the Annual Report software requires the signature of the Chief 
Administrator of the institution to submit the report affirming that the information in the Annual 
Report is true and correct.  

 

 
 

Fees and Penalties 
 
Failure to submit the annual report by the due date will result in a $2,000 penalty. 
 
Failure to submit all required attachments to the report by the due date will result in a $250 fee. 
 
Various fees apply for approval of substantive changes (i.e., changing location, adding  
campuses, closing campuses, etc.). These changes must not be submitted through the annual 
report. Separate applications for approval of these changes are required along with fees, in some 
cases. See the latest edition of the Handbook of Accreditation for a list of the most common 
substantive changes and applications and fees that their approval requires. The Council website 
lists these requirements and fees associated with each type of change. (See www.council.org, 
Resources, Applications and Forms.) Substantive Change applications can be found in EDvera.  
 
Failure to report substantive changes in a timely manner can result in a $1,500 penalty. 
 
 

http://www.council.org/
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Worksheets 
 
The following worksheets help with the collection of data before it is entered into the software. 
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FTE Calculation Worksheet                                                                                 
(Public, Non-Public, Job Corps, Federal) 

 
ONLY IF THE INSTITUTION HAS NO OTHER METHOD of determining the total number of 
scheduled hours for students during the reporting period, the following calculations MAY be used.  
 
IT IS NOT REQUIRED TO BE COMPLETED AND IS NOT REQUIRED TO BE SUBMITTED TO COE.  
 
STEP 1:  
Check ONLY ONE statement and follow the instructions given. 
 

 
 
STEP 2:  
To calculate an accurate FTE, the institution must use the total number of hours scheduled for all 
students at all campuses during the reporting period. The reporting period for public, non-public, 
and registered apprenticeship institutions and Job Corps Centers is the most recently completed 
period covering July 1 through June 30. The reporting period for federal and military training 
facilities is October 1 through September 30. (Don’t forget to include secondary students if the 
institution has chosen to have its secondary programs evaluated by the Council.)  
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If you wish to manually calculate the institution’s FTE, proceed to Step 3. If not, enter the 
total(s) above in the appropriate fields in the Combined FTE folder of the Annual Report 
software. 
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STEP 3: 

 

 
 
IMPORTANT:  When using the COE Annual Report Software, only enter the total number of 

hours listed on Line 1 above. The software performs all calculations. 

 
IMPORTANT NOTICE: Special Requirements for Monitoring Institutional Growth 
 
COE monitors significant shifts in total Full-Time Equivalent (FTE) of candidate and accredited 
institutions by requiring reports from institutions when triggered increases/decreases occur. An 
institution must submit formal notice to the Commission if the institution has an overall 
increase/decrease in FTE of 25 percent or more of an established baseline. The baseline for each 
twelve-month period is the FTE calculation reported in the most recent annual report. When an 
increase/decrease of 25 percent or more is achieved, a formal notice must be submitted to the 
Commission within 30 days.  
 
For reference, refer to page 49 of the Handbook of Accreditation.  
 
The form to submit formal notification to the Council is on the council web site (www.council.org) 
under Resources/Applications and Forms. 
  

http://www.council.org/
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FTE Calculation Worksheet                                                                                              
for RAP/ERISA Institutions Only 

 
ONLY IF THE INSTITUTION HAS NO ELECTRONIC METHODS (Labor Management System, etc.) 
of determining the total number of scheduled hours for students during the reporting period, the 
following calculations MAY be used. 
 
NOTE: If the institution also offer On-the-Job Learning Hours, they must be reported separately 
from Traditional/Hybrid Delivery and Distance Education Delivery. 
 
STEP 1:  
Check ONLY ONE statement and follow the instructions given. 

 
 
THIS FORM IS A WORKSHEET TO BE USED ONLY IF THE SCHOOL DOES NOT HAVE A LABOR 
MANAGEMENT SYSTEM OR ELECTRONIC METHOD.  
 
IT IS NOT REQUIRED TO BE COMPLETED AND IS NOT REQUIRED TO BE SUBMITTED TO COE.  
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STEP 2:  
To calculate an accurate FTE, the institution must use the total number of hours scheduled for all 
students at all campuses during the reporting period. The reporting period for apprenticeship 
institutions is the most recently complete period covering July 1 through June 30.
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STEP 3:  

 
STEP 4:  

 

 
 
IMPORTANT:  When using the COE Annual Report Software, enter only the total number of 

hours listed on Line 1 of Step 4 in the appropriate fields. Do not divide the 
numbers prior to entering the hours. The software performs all calculations.  

Completion, Placement, and Licensure Form for Postsecondary Programs  
-- Public and Non-Public Institutions -- 
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July 1 - June 30 
July 1 - June 30 
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INSTRUCTIONS Annual Completion, Placement, and Licensure Form                     

for POSTSECONDARY Programs                                                                                                               
-- Public, Non-Public Institutions, and Registered Apprenticeship Institutions -- 

 

 
  

At the top of the excel worksheet, list the reporting year (end date - month & year) for which you provide 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 the rows on this form. The reporting period selected can be any consecutive 12-month 
period starting no earlier than April 1 and ending no later than June 30. Data must be reported for all programs shown on the 
latest COE Approved Programs List. 



31 

 

 
  



32 

 

 
  



33 

 

KEEP THIS DOCUMENT IN THE INSTITUTION’S ACCREDITATION FILE 
ALONG WITH A COPY OF THE INSTITUTION’S ANNUAL REPORT 

 
REPORT OF ALLOWABLE SUBTRACTIONS 

Completion, Placement, and Licensure for Postsecondary Programs 
-- Public, Non-Public Institutions, and Registered Apprenticeship Institutions --  

 
Complete this form for each active program reporting graduates and completion, placement, 
and/or licensure data in the annual report. 
 
Enter the number of students in each category below who have been subtracted from completion 
rate calculations. (The subtraction is made before entering the result in the annual report 
software.) These students can be subtracted from Beginning Enrollment (Row 1) or New Enrollees 
(Row 2). 
 
IMPORTANT: Documentation that supports each subtraction must be maintained in individual 
student records (copies may be kept with annual report files as well). Team members will review 
student records to confirm appropriate documentation is maintained that supports these 
subtractions from each program during accreditation reviews (announced or unannounc
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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 and ending no later than June 30.  

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:  
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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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Reference 
 
The following pages provide additional reference information for the annual report. 
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The Accreditation Process Flow Chart  
Red arrows indicate where the Annual Report falls in the accreditation process  

  

1. Letter of Intent 2. Candidate 
Academy

3. Candidate 
Application

4. Candidate for 
Accreditation Site 

Visit

5. Review and Action 
by the Committee

6. Mandatory 
Workshops 7. Annual Report 8. Self-Study Report 9. Visiting Team 

Appointed
10. Preliminary Visit 

Entrance Meeting

11. Preliminary Visit 12. Preliminary Visit 
Exit Meeting

13. Accreditation 
Kick-Off Conference 

Meeting

14. Accreditation 
Visit Entrance 

Meeting

15. Accreditation 
Visit

16. Accreditation 
Visit Exit Meeting 17. Team Report 18. Upgrading and 

Meeting of Standards
19. Response to 

Team Report
20. Review by 
Commission

21. Action by 
Commission

22. Appeal of 
Commission Action 

by Institution 
(optional)

23. Annual Report
24. Review of Annual 

Report and Annual 
Accreditation

25. Reaffirmation 
each two to six years 

(repeat 6-24)
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Full-Time Equivalent (FTE) Rationale 
 
The Commission’s 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. 
These units are defined as follows:  

One FTE for every:  900 student contact clock hours scheduled 
45 quarter credit hours scheduled: or 
30 semester credit hours scheduled 
 

Registered Apprenticeships only - 1800 (On-the-Job Learning Clock Hours)  

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 
other types of instructional activity. Among these institutions, some programs are measured in 
semester or quarter hours, particularly if they are degree programs, 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 in the Annual Report each year determines the dues amount that each institution 
will owe the following fiscal year. The FTE for all types of program measurement at each branch, 
extension, extended 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, Federal institutions and Job Corps Centers may apply routinely used 
alternative methods of computing enrollment that yield a sufficiently accurate approximation of 
the FTE.  

Student Achievement Data Reporting Requirements for Programs                               
(Does not apply to Federal) 

 
The COE list of approved programs is the basis for the list of programs that require reporting of 
student achievement (completion, placement, and licensure) data. The Council’s database of 
approved programs is included in the annual report software.  

This list should reflect all programs that are considered career and technical programs (that is, they 
prepare students for job entry or advancement), and that are offered on an on-going, 
open enrollment basis.  
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Other programs that may be overlooked in this area of the report are:  

1. Vocational ESL Programs  

2. Secondary Technical Programs (only if the institution has requested COE accreditation for 
secondary programs.)  

If the institution offers these programs, but they do not appear on the official list of approved 
programs, the official list must be updated to include them.  

CPL - Choosing a Reporting Period 
 
The Council gives member institutions an opportunity to choose the 12-month reporting period for 
this data because it is the institution that 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 reported 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 for 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 does it take 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 
accurate collection of data, a request to change the reporting period must be submitted to the 
Council before a new reporting period is used. Please submit a letter of request on institutional 
letterhead (via email) and explain the circumstances that merit a change of reporting period.  
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Student Achievement Requirements                                                                                              
for                                                                                                                                                       

Completion, Placement, and Licensure 
 

The institution’s average rate across all programs must meet the required benchmarks for 
Completion, Placement, and Licensure for public, non-public, and registered apprenticeship 
institutions are as follows: 
 

MINIMUM REQUIRED PERCENTAGES ACROSS ALL PROGRAMS 
Completion Rate 60% 
Placement Rate 70% 
Licensure Exam Pass Rate 70% 

 

After submission of the Annual Report, the Commission will send an official notice to the institution 
regarding the next steps required to demonstrate compliance with the minimum requirements. The 
Commission acts on Annual Reports at its March meeting each year.  

For institutions with average rates not meeting the CPL benchmarks in the Annual Report, the 
following status progression will apply: 

 
• Year One – Notice of Apparent Deficiency 
• Year Two – Warning 
• Year Three – Probation 

Note: Additional actions may be requested by the Commission. 
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CPL Averages that Fail to Meet Established Benchmarks 
 
Upon completion of the Annual Report each year, the CPL chart in the Annual Report provides 
completion, placement, and licensure performance rates for the institution’s rate (average 
outcome) across all programs in that category.  

Once the Annual Report is submitted to the Commission office, a summary of all institutional 
Annual Report data will be reviewed by the Commission at its March meeting.  

Once the Annual Report is submitted to the Council office, a summary of all institutional annual 
report data will be reviewed by the Commission at its next scheduled meeting. Institutions that fail 
to meet one or more of the established benchmarks regardless of program length will typically be 
use the following status progression: 

Year One – Notice of Apparent Deficiency 
Year Two – Warning 
Year Three – Probation 
 

Additional actions may be requested by the Commission which may include, but are not limited to, 
the following:  

(1) Attendance of the chief administrator and the COE Liaison at a Council-sponsored 
workshop for reporting completion, placement, and licensure exam pass rate data 

(2) Attendance at a Council-sponsored workshop on program and institutional 
outcomes or improvement of completion, placement, and licensure exam 
pass rates 

(3) Consultation in person or by telephone with a Council staff member 
(4) The scheduling of a focused review visit to the institution 

Programs that Fail to Meet Student Achievement Benchmarks  

While student achievement will be evaluated based on completion, placement, and licensure 
performance rates as determined by the institution’s rate (average outcome) across all programs,  
the institution is still obligated to examine individual programs that do not meet the established 
benchmarks. The institution is expected to address strategies for the continuous improvement of 
programmatic student outcomes data, with emphasis on programs below CPL benchmarks for all 
programs not meeting student achievement benchmarks as part of the institution’s strategic plan. 
The institution is expected to have a procedure in place that is used to gather and utilize objective 
data for strategic planning and to facilitate the institution’s process of continuous improvement 
(Reference COE Handbook of Accreditation, Standard 4, Strategic Planning). 
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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.  

e. The institution must submit student achievement data to verify completion rates, placement 
rates, and if applicable, licensure exam pass rates, for all students enrolled in Vocational ESL 
programs.  

Vocational English-As-A-Second-Language Programs must be included on the list of programs.  

Conversely, ‘Avocational’ English-As-A-Second-Language programs (or ‘stand-alone’ ESL 
programs) are those English language programs that enroll members of the community who are 
interested in learning the language for purposes other than seeking employment. Avocational 
English-As-A-Second-Language Programs are not included in the Council’s scope of accreditation 
and are not included on the list of programs. Institutions offering any avocational programs must 
specify that the programs are not accredited by the Council and do not qualify for Title IV financial 
aid assistance in appropriate publications and brochures. 

  



46 

 

Negotiating Alternative Rates                                                                                                       
For                                                                                                                                              

Completion, Placement, and/or Licensure 
 
General Information  
 
The Council allows certain institutions with special populations of students or special program 
offerings to negotiate rates for completion, placement, and licensure benchmarks that are 
reasonable for the circumstances of the population or program in question.  

A special population is one of two groups: 1) students who are incarcerated in a state or federal 
prison system during their period of instruction; and 2) students who possess physical or mental 
limitations that inhibit their ability to complete programs or be placed in the field of 
instruction/related field. Institutions that offer training to these populations may negotiate 
alternate completion, placement, and/or licensure rates based on the limitations.  

A special program is defined solely as programs in the court reporting occupational area that 
traditionally have very low completion rates. These programs are usually longer than the average 
occupational program and have very strenuous completion criteria. Court reporting programs 
traditionally have completion rates that are much lower than programs in other occupational 
areas, and often are unable to meet the Council’s 60% minimum required completion rate. Special 
programs are expected to meet the Council’s standard placement rate (70%) and licensure exam 
pass rate (70%).  

Requesting a Negotiated Rate  

The Council applies the standard completion, placement, and licensure benchmarks to each 
occupational program. Any institution that serves a special population or offers a special program 
as defined above may request a lower, more reasonable benchmark(s) by submitting a letter to the 
Council.  

This letter must make a formal request for each program that it believes is qualified for an 
alternative negotiated rate. The letter must include specific information about the circumstances 
that prevent the program from meeting the Council’s standard benchmarks for student 
achievement and must specify the rate(s) it wishes to be granted. Letters must be addressed to the 
President of the Council.  

In addition to the letter, the institution should be prepared to provide evidence of special 
circumstances such as demographic data, national statistical data, state or federal law, and any 
other information that supports the request.  

Requests for negotiated rates are approved by the Commission only. All requests will be placed on 
the agenda for the next scheduled Commission meeting and the institution will receive a written 
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response which details the Commission’s decision regarding the matter within 30 days after the 
meeting.  

Questions regarding negotiated rates may be submitted to the Assistant Vice President of 
Institutional Data, Reporting, and Compliance, Shakedra Robinson, at 
shakedra.robinson@council.org. 

 

  

mailto:shakedra.robinson@council.org
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Secondary Programs and Students Explained 
 
The Commission offers its evaluative services to postsecondary Public institutions that enroll 
secondary students in career and technical education programs. Institutions electing to include 
secondary programs in the self-study process of the Council must specify this in their application 
for candidate status with the Council and indicate which programs enroll secondary students.  

Once the secondary program evaluation is indicated, the institution must:  

a. Include secondary programs in the self-study document.  

b. Include secondary students in the institution’s FTE calculation; and,  

c. Collect completion rate data on the secondary student population  

Secondary programs included on the list of approved programs are those that are occupational in 
nature and enroll high school students (grades 11 and 12).  

In some states, institutions may enroll adult students in secondary occupational programs. When 
this is the case, those programs that currently have adults enrolled or MAY enroll adults in the 
future must be on the list of approved programs, especially if those adults are eligible for Title IV 
Student Financial Aid. 

 


