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At the conclusion of the visit, the team must determine its response to the following conditions after reviewing institutional documentation, conducting interviews with administration, staff, and faculty, and completing all applicable parts of this site visit report:

	
	CONDITION OF ACCREDITATION
	YES
	NO

	2.
	The institution conducts its affairs with acceptable standards of honesty and integrity.
	
	





~ PART A~
Annual Report Audit

The following conditions and criteria appear in the order they are published in the latest Handbook of Accreditation and retain the numbering system of that publication.

A ‘YES’ response indicates compliance. A ‘NO’ response indicates non-compliance and must be followed by detailed ‘ITEMS OF CONCERN’.

	
	CONDITIONS OF ACCREDITATION
	YES
	NO

	
	3. The institution meets all lawful obligations imposed by state and federal agencies.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	6. The institution maintains a permanent accreditation file which contains items set forth in the Commission conditions. (See Handbook of Accreditation)
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	18.  Student recruitment activities used by the institution are truthful and avoid any false or misleading impressions of the institution, its programs and services, or employment, and are in compliance with all other Commission conditions governing recruitment. (See Handbook of Accreditation)
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	20. A website and other official informational documents which are made available through various media (hard copy or online) provide information specified in the Handbook of Accreditation must be readily available to students, prospective students, and other constituents.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	Other
	The institution’s list of COE Approved Programs (EDVera) is identically described (program name and hours) in all institutional publications (catalogs, brochures, web site) and the list of programs approved by all applicable agencies of oversight: State/Federal (if required) or District/Board.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	







	
	Standard 1 – Institutional Mission
	YES
	NO

	
	The institution’s mission is:
2. Clearly and concisely stated in written form;
	
	

	
	3. Published in hard copy and/or online;
	
	

	
	4. Publicly available; and
	
	

	
	5. Includes a process for evaluating the mission statement annually
	
	

	If NO is checked on any item 2-5, provide detailed ITEMS OF CONCERN:

	


	
	6.  The institution has an organized and functional institutional advisory committee… 
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	that meets the following requirements:
7.	Is composed of no less than three persons, all of whom are external to the institution (Committees larger than three members must maintain a majority of external members)
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	8.   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);
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	9.	Meets at least once annually
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	10.	Keeps typed minutes to document its activities, recommendations, meeting attendance
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	11.	Is used to seek input and provide community involvement in maintaining a relevant mission for the institution.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	






		
	Standard 2 – Educational Programs
	YES
	NO

	A.  Educational Program Administration 

	
	9.   The institution considers the length and the tuition of each program in relation to the document entry level earnings of completers.

	
	

	If NO is checked for any item 1-5, provide detailed ITEMS OF CONCERN:
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	Standard 2 – Educational Programs (continued)
	YES
	NO

	C.       Occupational Advisory Committee Activities

	
	1.  Occupational advisory committees are appointed for each program or program discipline  to ensure that desirable, relevant, and current practices of each occupation are being taught Discipline is defined as a distinct area of occupational training and study characterized by a shared body of knowledge, skills, and employment outcomes, typically associated with a common CIP (Classification of Instructional Programs) code or closely related group of CIP codes that prepare students for a specific career or profession.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	Each occupational advisory committee:
2.	Consists of a minimum of three members external to the institution.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	3.	Represents expertise in the occupational field(s) for which the program prepares students.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


		
	Standard 2 – Educational Programs (continued)
	YES
	NO

	
	4. Represents each service area covered by the program at each meeting (all locations) 
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	5. Has at least three external members who meet these criteria present at each meeting
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	6.  Conducts at least one face-to-face meeting annually with at least two of the three required external members physically present (one or more external members may be virtually present)
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:
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	7. Follows an agenda and maintains typed minutes to document its activities, recommendations, meeting attendance, and contact information for each member. 
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	



	
	8.  Reviews each educational program no less than once annually and provide the institution with state-of-the-industry updates/information and projections of changes that may occur within the industry that committee members represent
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	9. Assesses program graduation requirements as an indicator of the level of completer preparedness.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


		
	Standard 2 – Educational Programs (continued)
	YES
	NO

	D.	    Program Curriculum and Instruction

	1.
	A curriculum or instructional plan for each program has been developed, is in use, and includes the following components: [See Section VII. Definitions – Plan]
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	2.
	Instruction in the occupational skills and academic competencies essential to success in the occupation, including job knowledge, work habits, and attitudes.  
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	3.
	Sufficient practice with equipment and materials similar to those currently used in the occupation,
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	[bookmark: _Hlk211408259]4.
	Job-related health and safety are an integral part of instruction and are incorporated into curricula as is appropriate to the occupation, and
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	5.
	An orientation to technology is provided and technical support is available to students.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	6.
	Bureau of Labor Statistics (BLS) wage data and state/regional wage data is used to
evaluate that tuition is relevant to wage earnings.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	NOTE 1: The criteria above represent the minimum requirements for occupational advisory committees. Institutions have the option to have separate committees for each campus – main and affiliate.

	NOTE 2: External members may serve on more than one occupational advisory committee if they meet each of the above criteria for membership for each committee on which they serve.





		
	Standard 3 – Programs Outcomes
	YES
	NO

	A.       Completion
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	The institution submits accurate institutional completion data each year to the Commission for comparison with required benchmarks.  
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	2.
	The institution submits verifiable institutional completion data each year to the Commission for comparison with required benchmarks. 
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	B.       Placement

	1.
	The institution submits accurate institutional placement data each year to the Commission for comparison with required benchmarks.  
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	2.
	The institution submits verifiable institutional placement data each year to the Commission for comparison with required benchmarks. 
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	




		
	Standard 4 – Strategic Planning
	YES
	NO

	1.
	The institution has a written strategic plan. 
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	8.
	The faculty, administration, and institutional advisory committee annually review the strategic plan and the institution’s progress toward meeting its stated objectives (and revise as necessary).
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	9.
	Strategies for continuous improvement of the programmatic student outcomes data with emphasis on programs below CPL benchmarks.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	






		
	Standard 5 – Educational Resources
	YES
	NO

	            Media Services

	1.
	The institution has a written plan for its media services, which is appropriate for and inclusive of all methods of program delivery. 
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:
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	1.
	Relevant and up-to-date equipment is available to support the instructional programs offered by the institution.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	




		
	Standard 6 – Institutional Infrastructure
	
YES
	
NO

	A.       Physical Resources

	
	1. A plan for the ongoing operation and maintenance of physical facilities has been developed.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	B.       Health and Safety

	
	1.   A written plan for assuring the health and safety of the institution’s employees, students, and guests to maintain readiness is in use and includes procedures for reporting and investigating incidents affecting the health and safety of the institution’s constituents.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	A.       Technical Infrastructure 

	
	1.   A plan for the institution’s technical infrastructure has been developed and is in use.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	




		
	Standard 7 – Financial Resources
	YES
	NO

	

	1.
	A qualified financial officer or department oversees the financial and business operations of the institution.

	If NO is checked, provide detailed ITEMS OF CONCERN:
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	2. Financial records are maintained so that the institution’s fiscal position may be analyzed in a timely manner. 
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	
	

	
	

	
	11. The institution maintains compliance with the Higher Education Reauthorization Act Title IV eligibility and certification requirements, including compliance with default management and audit benchmarks.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:



	17.
	The institution demonstrates financial stability through submission of the most recent audited financial statement that reflects: 
17. A minimum, unrounded composite score of 1.5 for the two most recent fiscal years as disclosed on a composite score worksheet included in the audit report; and,
	
	

	18.
	18. No condition or event which could potentially affect the institution’s ability to continue operation, including but not limited to, contingent liabilities, on-going litigation, or the financial stability of a parent corporation. 
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:



	19.
	Refund Policy 
	19.	The institution has a fair and equitable refund policy for the refund of tuition, fees, and other institutional charges in the event the institution cancels a class or if a student does not enter or does not complete the period of enrollment for which they have been charged
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:



	20.
	The following elements are present and indicative of a fair and equitable refund policy:
20.	The institution’s refund policy is included in official publications and uniformly administered.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:



	21.
	21. Refunds, when due, are made without requiring a request from the student.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:



	22.
	22. Refunds, when due, are made within 45 days (1) of the last day of attendance if written notification has been provided to the institution by the student, or (2) from the date the institution terminates the student or determines withdrawal by the student.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:



	23.
	23. Retention of tuition and fees collected in advance for a student who does not commence class does not exceed $100.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:





	
	
	Standard 8 – Human Resources 
	YES
	NO

	[bookmark: _Hlk211422841]A.        General 

	2. 
	The institution has published and implemented procedures for handling complaints/grievances for faculty and staff, consistent with the policies of the institution’s governing board including complaint/grievances filed against the institution’s chief administrator, if any.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	3.
	Procedures and Policies are in place for the continuous evaluation of the performance and effectiveness of full- and part-time employees, with at least an annual written review and evaluation.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	4.
	Orientation procedures for all employees are maintained and followed equitably.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	B. Faculty  

	1.
	This criterion applies to ALL campuses: The institution has a sufficient number of faculty members to fulfill its mission and operate its programs.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	Each faculty member possesses
2.	At least a high school diploma (or equivalent),
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	3. Expertise in the area of responsibility that is actively maintained,
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	4. Additional requirements established for faculty members by the institution’s 
governing board and/or state regulatory agencies.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


		
	Standard 9 – Organizational Structure
	YES
	NO

	
	4. The institution has designated a chief administrative officer responsible for accreditation, is a full-time staff member of the institution, has his/her office on the main campus, and is the Commission’s point of contact for all locations of the institution.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	5. An organizational chart is available that shows the functional relationships among the personnel of the institution that promotes the effective operation of educational programs and institutional services for students.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	




	
	Standard 10 – Student Services and Activities
	YES
	NO

	A.       Admissions and Retention

	3.
	There is a student orientation program to acquaint new students with policies, functions, and personnel of the institution.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	5.
	The institution has a written plan for addressing retention of students. [See Section VII. 
      Definitions – Plan.]
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:
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	The institution’s student retention plan
6. Includes input from faculty and students,
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	7. Is evaluated on an annual basis (and revised as necessary), and
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	8. Addresses how results are shared with faculty and staff.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	10.
	Admission requirements offer reasonable expectations for successful completion of the occupational programs offered by the institution regardless of the method of delivery.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	   12.
	For students admitted to a Vocational English-As-A-Second Language Program, the institution utilizes written admission procedures that comply with policies established by the Commission. 
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	B.       Records

	3.
	Student records including enrollment, financial, academic, and current educational progress, as well as program completion, program placement and if applicable licensure exam pass rate status, are available at the institution.
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	Per the Policies and Rules of the Commission: [The institution can] demonstrate that students enrolled in [Vocational] ESL programs possess job skills, as evidenced by documentation such as credentials, test scores, job experience, or verification of skill competencies by a third party. (Verify compliance by examination of 5 files of students currently enrolled in the ESL program.)
(Indicate ‘N/A’ in one of the columns to the right if not applicable)
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	Per the Policies and Rules of the Commission: The institution submits student achievement data to verify completion rates, placement rates and, if applicable, licensure exam pass rates for all students enrolled in Vocational ESL programs. (Indicate ‘N/A’ in one of the columns to the right if not applicable)
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	Per Policies and Rules of the Commission: Institutions offering any avocational English-As-A-Second-Language programs must specify that the programs are not accredited by the Council and do not quality for Title IV financial aid assistance in appropriate publications and brochures. 
(Indicate ‘N/A’ in one of the columns to the right if not applicable)
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	



	D. Placement Services

	2.
	2. The institution demonstrates that it is following a written plan for placement services that includes the following elements:
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	3. Identification of responsibilities for coordination of placement services,
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	4. A communications network that exists between the person responsible for placement coordination, the staff, the faculty, and various businesses and industries of the service area, 
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	5. A list of employers and employment opportunities,
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	6. Counseling of students
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	7. Maintenance of placement records for completers as a means of measuring the success of the institution in achieving its mission,
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	8. Evaluation on an annual basis (and revised as necessary),
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	
	9. A description of how evaluation results are shared with faculty and staff and used for continuous improvement [See Section VII. Definitions – Plan.]. 
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	5.    Effectiveness of Student Services

	1.
	The institution has a written plan for determining the effectiveness of student services, and ensures that the plan
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	[bookmark: _Hlk211409322]2.
	Identifies responsibilities for coordination of student services,
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	3.
	Provides for the counseling of students,
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	4.
	Is evaluated on an annual basis, and
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	5.
	Addresses how evaluation results are shared with faculty and staff and used for continuous improvement. [See Section VII. Definitions – Plan.]
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	


	6. 
	The institution complies with all FERPA and Personal Identifiable Information protection as outlined in the definitions of the policy and rules. 
	
	

	If NO is checked, provide detailed ITEMS OF CONCERN:

	








~ PART B: HIGH RISK ~
Additional Conditions/Criteria for Review

	
	CONDITIONS OF ACCREDITATION
	YES
	NO

	
	
	
	

	
	
	
	

	
	
	
	



	
	STANDARD ___ - _______________
	YES
	NO

	
	
	
	

	
	
	
	

	
	
	
	



	
	STANDARD ___ - _______________
	YES
	NO

	
	
	
	

	
	
	
	

	
	
	
	



	
	STANDARD ___ - _______________
	YES
	NO

	
	
	
	

	
	
	
	

	
	
	
	



Additional Risk Criteria

Additional criteria may be selected for high risk areas including, but not limited to, substantive change(s), high cohort default rate, heightened monitoring, an institution’s operation becoming a matter of constituent concern, or other conditions.  

Indicators for action

1.	Complaints
2.	Financial probation
3.	Questionable CPL rates
4. 	Findings of a federal or state agency
5. 	Excessive financial growth
6. 	Excessive student growth
7.	Excessive Substantive Changes






~ PART C: HIGH RISK ~
Additional Concerns to be Addressed by the Visiting Team

	
	ADDITIONAL CONCERNS
	YES
	NO
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