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	   APPLICATION 

Federal Institution Candidate for Accreditation 	
7840 Roswell Road, Bldg. 300, Suite 325, Atlanta, GA 30350 | Tel. (800) 917-2081 | www.council.org




	Name of Institution  
	Click

	
Street Address 
	 Click

	
Mailing Address
(If different from above)
	 Click

	
City      Click
	
              State  Click
	
          Zip Code  Click

	
Telephone  Click                                                            
	
 Extension of Chief Administrative Official  Click

	
Website URL:  Click
	


	
CHIEF ADMINISTRATIVE OFFICIAL – A senior military officer or civilian employee who serves as the administrative head of a federal or military institution and is the person with whom primary responsibility for institutional operations rests. The chief administrative official must be a full-time employee of the institution and must maintain his/her office on-site at the main campus.

Chief Administrative Official  Click                                                         Email: Click

	

ACCREDITATION LIAISON OFFICIAL - The accreditation liaison official must be a permanent staff member at the main campus of the institution. It may not be the chief administrative official. This is the person with whom the Council staff will discuss accreditation matters concerning the institution when the chief administrative official is not available.

	
Accreditation Liaison Official  
	
 Click

	
Telephone/Ext.  Click
	
Email:  Click




ACCREDITATION MANAGER (optional) - The accreditation manager is a full-time staff member at the main campus who manages the institution’s self-study processes and may provide support to the institution’s accreditation compliance activities.
	
Accreditation Manager Click
	
 

	
Telephone/Ext.  Click
	
Email:  Click




OFFICIAL COMMUNICATIONS - All official communications from candidate or accredited institutions must be in written form from the chief administrative official of the institution or, if applicable, from the institution’s accreditation liaison official and/or accreditation manager.

The application is Read-only. Paper applications will not be accepted.
All applications for Candidate for Accreditation must be submitted via EDvera. 
(May 2025)
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Application Certification and Disclosure Statement


A full-time employee of the institution must attend the COE Candidate Academy before an application may be submitted by the institution. The application must be submitted within 12 months of attending the Candidate Academy.

	Date of Candidate Academy attendance:
	Click

	
	

	Dates not available for a Candidate Visit:   
	Click




I, the undersigned, certify that the administration of the institution applying for candidacy:					            
1.	Is willing to invest the time, effort, and funds required to carry out a successful self-study, and is dedicated to make any improvements which the study shows to be needed for strengthening the institution's existence and services;
2.	Demonstrates its commitment to the highest standards of ethical conduct reflected in the standards, conditions, and procedures of the Commission of the Council on Occupational Education, either current or as they may be revised in the future by action of the Commission or the Council, and to a continued lawful and ethical performance;
3.	Agrees to supply to the Commission any and all such information as the Commission may require pertaining to standards, conditions, and procedures of the Council;
4.	Agrees that the Commission may make known to state or federal agencies, other accrediting bodies, the general public, other institutions, organizations, or agencies all information regarding the institution's status as specified in the Handbook of Accreditation for Federal Institutions in sections V.A.5.  Confidentiality of Materials and V.A.7. Publication of Status with the Commission; 
5. Certifies that the information submitted in this application and supporting documents is accurate and complete; and,
6. Agrees to comply with all requirements of the Council.
	

	
Click
	
Click

	Signature of Chief Administrative Official
	Date




	

	
	Click

	Type Name and Title of Chief Administrative Official
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GENERAL CHARACTERISTICS

	1.
	Provide a brief history of the institution including when and by what agency it was established. 

	
	Click




	2.
	What date were the first students attending classes?
	Click
	
	
	
	



	3.
	Does the institution offer any programs beyond the associate degree level?

	
	Yes ☐
	No ☐
	If yes, what are these programs?

	
	Click




	4.
	Does the institution offer any academic (non-occupational) programs?

	
	Yes ☐
	No ☐
	If yes, what are these programs?

	
	Click




	5.
		Does the institution offer any program (either whole or in part) through distance education delivery methods? (i.e., internet, etc.)

	
	Yes ☐
	No ☐
	


	
NOTE: To be eligible for accreditation by COE, at least 25% of the institution’s total FTE must be derived from enrollment in traditional (non-distance education) programs, and there must be at least one traditional program or hybrid program that includes at least 50% traditional instruction at each campus. (See Page 9 of this application for a definition of FTE.)

	6.
	Has the institution been denied candidacy or accreditation by an agency recognized by the U.S. Secretary of Education?

	
	Yes ☐
	No ☐
	If yes, provide a detailed explanation of the circumstances at the time of denial.

	
	Click




	7.
	Has the institution voluntarily withdrawn its candidacy or accreditation while not in good standing from an accrediting agency recognized by the U.S. Secretary of Education?

	
	Yes ☐
	No ☐
	If yes, provide a detailed explanation of the circumstances at the time of withdrawal.

	
	Click




	8.
	Has the institution had its candidacy or accredited status withdrawn or been placed on public probation by an accrediting agency recognized by the U.S. Secretary of Education?

	
	Yes ☐
	No ☐
	

	
	If yes, provide a copy of the accrediting agency's letter of notification.



	9.
	Has the institution been the subject of an interim action by an accrediting agency recognized by the U.S. Secretary of Education potentially leading to the suspension, 

	
	revocation, or withdrawal of candidacy or accreditation?

	
	Yes ☐
	No ☐
	

	
	If yes, provide a copy of the accrediting agency's letter of notification.



	10.
	Has the institution been notified of the loss of an agency’s accreditation even if the due process procedures have not been completed?

	
	Yes ☐
	No ☐
	

	
	If yes, provide a copy of the accrediting agency's letter of notification.




	11.
	Does the institution now hold candidacy or accredited status with another accrediting agency recognized by the U.S. Secretary of Education?  

	
	Yes ☐
	No ☐
	If yes, provide the information requested below.

	
	Name of other accrediting agency:
	Click

	
	Date of Initial Accreditation:
	Click
	Date Scheduled for 
Next Team Visit:
	Click

	
	NOTE:  Institutions which hold accreditation by more than one agency must describe themselves in identical terms to both agencies (that is, which campus is designated as the main campus, and those that are designated as branches or extensions).

	Institutions presently accredited must submit the following:

	
	(a)
	Statement of reason(s) for desiring dual accreditation or accreditation by COE alone.

	
	(b)
	Letter of good standing issued by the institution’s current accrediting agency.

	
	(c)
	Copy of the letter submitted to the accrediting agency that presently accredits the institution stating the institution’s intention to seek dual accreditation, if applicable.

	
	(d)
	Copy of the letter to the U.S. Secretary of Education stating the institution’s intent to (1) seek dual accreditation and designating which agency's accreditation shall be utilized in determining the institution's eligibility for program participation under the Higher Education Act, or (2) seek COE accreditation.




	12.
	Has the institution employed a consultant for the purpose of providing assistance to the institution as it proceeds through the accreditation process?

	
	Yes ☐
	No ☐
	

	
		If YES, read the Commission’s policy on the use of consultants in the Handbook of Accreditation and provide a copy of the consultant’s resume with this application.

	
	Name of Consultant/Agency:
	Click



	13.
	Provide the name of the federal agency under which the institution is licensed or approved and copies of documents, typically a license or federal order, 

	
	required to operate as an occupational education institution within the state in which the institution is located. (Provide copies of these documents for each location of the institution.)





OTHER CAMPUSES

All branch and extension campuses must operate under the same federal authority as the main campus. All branch and extension campuses must also bear the same name as the main campus, and the names must be expanded to identify different locations or program offerings.

BRANCHES
	List all branch campuses (make additional copies of this page if necessary). See the Handbook of Accreditation for Federal Institutions, (V.B.1.g) for “Branch” definition.
	
	Name of Branch “A”

	
Street Address

	
City
	
State
	
Zip

	
Telephone (      )
	
Administrator Email:

	
Name of On-Site Administrator



	
Name of Branch “B”

	
Street Address

	
City
	
State
	
Zip

	
Telephone (       )
	
Administrator Email:

	
Name of On-Site Administrator



	
Name of Branch “C”

	
Street Address

	
City
	
State
	
Zip

	
Telephone (       )
	
Administrator Email:

	
Name of On-Site Administrator







EXTENSIONS
	List all extension facilities (make additional copies of this page if necessary). See the Handbook of Accreditation for Federal Institutions, (V.B.1.g) for “Extension” definition. Extension campuses must be within 50 miles of the main campus.
	
	Name of Extension “A”

	
Street Address

	
City
	
State
	
Zip

	
Telephone (       )
	
Administrator Email:

	
Name of On-Site Administrator


	

	[bookmark: _Hlk23404978]Name of Extension “B”

	
Street Address

	
City
	
State
	
Zip

	
Telephone (       )
	
Administrator Email:

	
Name of On-Site Administrator



	

MILITARY LEARNING SITES (Department of the Navy only)

	Attach a list of the Military Learning Sites, including the designated name, address and contact person with his/her email address for each site.















FTE Calculation Worksheet Instructions


	The Council defines Full-Time Equivalent (FTE) as a unit of measurement used by the Commission to identify the amount of scheduled instruction that equates to one full-time student during one academic year. The Commission defines an FTE as 900 contact (clock) hours, 45 quarter credit hours, or 30 semester credit hours of scheduled instruction. 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. For the Council, an institution’s FTE is calculated on a yearly basis, from July 1 through June 30, although federal institutions may use September 1 through August 31, or October 1 through September 30 as their FTE calculation year.

	To qualify for candidacy, an institution must have an FTE of at least 10 in the most recently completed JUL 1- through-JUN 30 (or SEP 1-through-AUG 31) period prior to applying for candidacy or in the current year (during which the institution applies for candidacy with the Commission). An institution may determine the FTE for either period using an automated enrollment management program. Using such a program, a query is done to determine the number of clock (or credit) hours taken by all students in adult occupational programs during the previous or current July 1 through June 30 period. This number is divided by 900 (for clock hours), 45 (for quarter credit hours), or 30 (for semester credit hours), and the quotient is the institution’s FTE for the year. The year selected for the FTE calculation should be indicated at the top of the worksheet.

	A manual calculation may also be made to determine an institution’s FTE using the worksheet. This worksheet shows the FTE for all full-time and part-time adult occupational students who enrolled in their programs between July 1 and June 30 of the “target year”—the 12-month period immediately preceding the date of the candidate application, or the 12-month period during which the institution applies for candidacy. Begin the calculation by listing all the school’s adult occupational programs that had enrollment during the target year. Indicate the number of clock or credit hours for each program. The clock/credit hours shown in the Part-Time section of the chart should be one-half of the hours shown in the Full-Time section. For example, if an Encryption Technology program requires 720 clock hours for completion, the program’s hours in the Part-Time section of the chart will be 360 clock hours. Enter the full-time and part time number of students who started instruction during the target year. Multiply the number of program hours by the number of students in the program to yield the total student enrollment hours for the year for each program. Add these program totals, and divide by 900 (or 45 or 30, depending on how the school offers its programs) to yield the total FTE for students who enrolled in their programs in the target year. 

	The bottom of the FTE Calculation Worksheet (Line C) shows the total FTE calculation for either the previous July 1-through-June 30 period or for the current July 1-through-June 30 period. Not only will this total be used to validate candidacy eligibility, it will also be used to determine the institution’s annual dues. The specific dues amount for the institution may be found in the “Annual Membership Dues” section under the Accreditation tab on the Council’s website (www.council.org). The amount of dues should be entered at the top of Page 17 of the Federal Institution Candidate for Accreditation Application. Federal institutions may use an “Average-on-Board Under Instruction (AOBUI)” measure in place of FTEs for computing candidate eligibility and annual dues.



	[bookmark: _Hlk115339224]FTE Calculation Worksheet

	This chart shows data for students who started their programs after July 1 and before June 30 of the target year.

	 

 
	Check the box at the left if an automated enrollment management system was used to calculate FTE

	                                                            Target Year:   July 1, _________ through June 30, __________ 

	FULL-TIME (FT) ENROLLMENT

	Program Name
	Clock or Credit Hours
	(Times)
	No. of Students
	(Equals)
	Total Student Enrollment Hours

	
	
	
	
	
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	PART-TIME (PT) ENROLLMENT

	This chart shows data for students who started their programs after July 1 and before June 30 of the target year.

	 

 
	Check the box at the left if an automated enrollment management system was used to calculate FTE

	                                                            Target Year:   July 1, _________ through June 30, __________ 

	Program Name
	Clock or Credit Hours
	(Times)
	No. of Students
	(Equals)
	Total Student Enrollment Hours

	
	
	
	
	
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	
	
	x
	
	=
	

	Prepared by:
	Date:

	(A)     Total Student Enrollment Hours for all programs above


	

	(B)     Divide Total Student Enrollment Hours by 1-Year-Equivalent Hours


	Divide by 900/30/45

	(C)     TOTAL ANNUAL FTE (from worksheet or from automated system calculation)
	

	Prepared by:
	Date:


STANDARD ONE – Institutional Mission and Objectives

	1.
	Provide below your institution's mission statement.

	
	Click




	2.
	Submit a hard copy of publications (school catalog and, if available, the student handbook) that present the mission statement and the educational courses and/or 

	
	programs offered to achieve its mission, or, if these publications are available online, please provide the URL to access these documents via the internet. (Do not include the catalog or student handbook in the PDF version of the application in the flash drive submitted with the application.)







STANDARD TWO – Educational Programs

	1.
	Submit a copy of your institutional admission requirements and any special admissions 
	requirements for individual courses or programs.

	
	



	2.
	Explain the process by which curricula/instructional plans are developed and controlled.

	
	Click










	3.
	List any instructional programs that are provided through or by:

	
		(a) Conferences, institutes, workshops and/or short classes; and,
	(b) Contracts with other entities (institutions and/or agencies)

	
	Click







STANDARD THREE – Program and Institutional Outcomes


	1.
	What student progress data are maintained for all students? Be sure to address any differences in data collection for distance education students.

	
	Click




	2.
	Who is responsible for course/program completion follow-up services?

	
	Click






STANDARD FOUR – Strategic Planning

	5.
		Does the institution have a written strategic plan?  

	
	Yes ☐
	No ☐
	If yes, submit a copy of the plan.


STANDARD FIVE – Education Resources

	1.
		Does the institution have media services that are appropriate for and inclusive of all methods of program delivery?

	
	Yes ☐
	No ☐
	



	2.
		Does the institution provide instructional media (both print and non-print) to support students and faculty in meeting course/program objectives?

	
	Yes ☐
	No ☐
	



	3.
		Is relevant and up-to-date equipment that meets all safety standards available to support the institution’s instructional programs?

	
	Yes ☐
	No ☐
	



	4.
	Describe the scope of learning resources available to distance education students, if applicable.

	
	Click






STANDARD SIX – Institutional Infrastructure

	1.
	Give a general description of the institution’s physical resources and technical infrastructure. Include a description of all buildings (existing and under construction) used 

	
	for instruction, student activities, housing, meetings, and offices.

	
	Click




	2.
	Describe arrangements made for the health and safety of the institution’s employees, students, and guests. Include any system for reporting and investigating accidents.

	
	Click



STANDARD SEVEN – Financial Resources

	1.
	Describe any auditing and financial controls that the institution uses to meet management needs and Federal requirements.

	
	Click




	2.
	Who is responsible for proper record-keeping, reporting and auditing?

	
	Click






STANDARD EIGHT – Human Resources

Complete the attached rosters of administrative, supervisory, and instructional staff provided at the back of this application.


STANDARD NINE – Organizational Structure

1.	Form of Ownership/Governance

		
	Governing Agency: 

	
Name of Institution: 

	
Commander and/or Executive Officer: 

	
Address:

	
City: 
	
State:
	
Zip:

	
Telephone (      )
	
FAX (       )



		Provide a copy of the institution’s Federal authorization.
	2.
	(a) If not previously stated, indicate the name of the Federal agency which establishes policies for institutional operation.

	
	Click


	
	(b) Who appoints the commander and/or executive officer of the institution?

	
	Click




	3.
	Provide a chart of the institution’s organizational structure showing names of all officers and administrators.

	
	






STANDARD TEN – Student Services and Activities
	
	1.
	Orientation 

	
		Describe the program of orientation for new students relative to the instructional programs, student activities, and services of the institution.

	
	Click




	2.
	Student Records

	
		Describe the procedures for the management and security of student records.

	
	Click
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Application Fee and Dues for Federal Institutions


Annual Dues 

Dues are based on Grand Total FTE/AOBUI from the chart on Page 9        $
in this application; refer to the “Annual Membership Dues” under the 
Institutions tab of the Council’s website [www.council.org] 
for the current dues amount. Enter the dues in the box on the right.

	

Annual Dues for Branches ($1840 per branch)	  

Annual Dues for Extensions ($1050 per extension)		    [image: ]

Application Fee (Non-Refundable)	  	3,150.00

	Total Amount of Check Included

	With This Application		$



	ROSTER OF INSTRUCTIONAL STAFF
					

				Location:

Complete this roster for all (full & part-time) instructional staff currently employed and on site. Complete one chart per location.


	
NAME

	YEAR
OF 
EMPLOYMENT
	
EDUCATION
	
EXPERIENCE

	NUMBER OF HOURS  EMPLOYED 
PER WEEK

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	ROSTER OF ADMINISTRATIVE/SUPERVISORY STAFF
					

				Location:

Complete this roster for all (full & part-time) administrative and supervisory staff currently employed and on site. Complete one chart per location.


	
NAME

	YEAR
OF 
EMPLOYMENT
	
EDUCATION
	
EXPERIENCE

	NUMBER OF HOURS  EMPLOYED 
PER WEEK
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