APPLICATION FOR FORMAL

ACCREDITATION

In compliance with Indiana Code 20-1-19 and the IAC 570, this formal application form is being submitted this ____ day of ________________, 20______, as a partial fulfillment of our request to become a Fully Accredited institution.

Submitted By:

________________________________________________________________________

Chief Administrative Officer

(Printed Name)

________________________________________________________________________

Name of Institution and indicate if it

is a branch, franchise or

extension of a parent organization

________________________________________________________________________

Institution address, telephone, zip code

_________________________________________________________________________

I hereby swear and affirm that the information contained herein is true and correct to the best of my knowledge and all supportive statements and substantive documents are true and factual.

                                                                           ___________________________________

                                                                                          Chief Administrative Officer

                                                                                                         (Signature)

STATE OF __________________)

                                                 SS)

COUNTY OF ________________)
                  ___________________________________

                                                                                                   (Official Capacity)

Subscribed and Sworn before me this ______day of ______________, 19________.

                                                                             ___________________________________

                                                                                                      Notary Public

My Commission Expires:_______________

INSTRUCTION SHEET

FOR THE PREPARATION OF THE APPLICATION FORM

BY INSTITUTIONS REQUESTING INDIANA COMMISSION

ON PROPRIETARY EDUCATION ACTION ON

INSTITUTIONAL ACCREDITATION

1.
In preparing this application form (self study) you should copy each question, numbered 
as on this form, and write the answers below.  Supportive data and substantiating 
statements should be given whenever possible.

2.
Use standard letter bond paper.  Number the pages consecutively with a table of 
contents and title page.  Be sure that the supporting data is listed on the table of 
contents.

3.
This report should be stapled, bound or inserted in a three ring binder.  Do not hold 
together with a paper clip.  Copies may be duplicated.

4.
The commission will need four (4) copies of this application form, except for the financial statement.  Only one (1) copy of the financial statement is needed.  These four copies will be sent to the commission and will be used by the evaluation team.  The financial statement will be sent directly to the commissioner, only ONE copy required, at the same time as the four (4) copies of the application.

5.
The petitioning institution will be notified by the commission thirty (30) days prior to the scheduled inspection.

6.
The front page (cover sheet) of each copy of the report will bear a statement, verified by 
a Notary Public, as to the accuracy of the statements contained within the application 
form.

____________________________________________________________________________

I GENERAL INFORMATION

1.
History of the organization.

2.
Organizational chart (indicate the current members of your organization, including your 
board, advisory board, management, faculty, and supportive staff).

3.
Are you currently approved and licensed or charted by a state, regional or national 
agency?  Are you currently accredited by a nationally recognized accrediting agency 
whose standards are approved by the U.S. Department of Education?

4.
Are you affiliated with any other institution, as a branch, extension, franchise, etc.?  Indicate the name and location of each branch, extension, or franchise.  

5.
State whether your training is resident, mail-order, correspondence, non-resident or any combination of the above.

6.
Who owns and controls the institution?  Are you a stock corporation?  List the names and addresses of each person or organization owning 10% or more of voting stock.

II EDUCATIONAL OBJECTIVES

7.
Please state your institution’s philosophy of education.

8.
State the course objectives for each course of study offered.

9.
Give the course name, total clock hours, number of weeks to complete the work, number of students enrolled currently in the class, number who have dropped out for any reason other than graduation, and current graduates you have placed.

10.
List the kind of certificate, diploma or degree you offer for each course you offer.

11.
List the equipment one student would use during the duration of the course.  How many sets of this equipment do you have?

12.
Indicate the type of teaching equipment you maintain that is institution owned and that which is leased or rented.

III FACULTY

13.
List all your staff, designating them as full-time, part-time, or casual, and show their level of training which has been formal and that amount which has been through work experiences.  Show any additional training or current training they are undertaking.

14.
What are your stated policies for the employment of your teaching staff?

15.
What is your current student-faculty ratio at any given time during the day for one full session?

16.
What is your current salary scale for your faculty, full-time, part-time, and casual?

17.
Do you provide any fringe benefits for your faculty?  Please state fully.

18.
How does the faculty handle the academic counseling of your individual student?

19.
How does the faculty provide for instructional help outside the normal class schedule?

20.
How does the faculty provide for the slow learner and the rapid learner?

21.
Who prepares the examinations used by the faculty and what is the faculty mode of test evaluation?

22.
What does the faculty do for the student who fails to perform satisfactory work in the course?

IV STUDENT POLICY

23.
What is your arrangement for both academic and non-academic student counseling?

24.
Who does your counseling and what are his qualifications?

25.
What are your facilities for student housing?

26.
What are your facilities for student recreation?

27.
What are your facilities for student meals?

28.
What are the health facilities provided for your students?

29.
Where and how are the student records maintained?

30.
How long are student records retained?

31.
What placement facilities do you provide for your students?

32.
What records do you maintain on your graduates?  What is your frequency of updating these files?

33.
How long do you retain graduate records?  Does their advancement offer any valuable information for your school?

V ADMISSION PRACTICES

34.
What are your admission requirements?  State your general and specific requirements; state these for each course that you offer.

35.
What, if any, are the health and physical requirements for your students?

36.
What is your tuition, application and registration fee, if any.  Attach a copy of all such information provided to each student.

37.
What are your fees for books, instruction, laboratories, activities, lockers, etc.?  Attach a copy of the fee chart provided to each student.

38.
State your refund policy.  Attach a copy of the refund policy provided to each student.

39.
Describe all methods used to solicit students.

40.
How do you determine if a student will be able to accomplish the kind of training that you offer? 

41.
By what criteria do you determine a student’s failure?  By what criteria do you dismiss a student?  Show each course you offer and the percent of students dismissed by cause.

42.
What types of financial assistance are available to your students?

43.
What percent of your students are using a financial plan as listed in Question 42 above?

44.
What is your policy for counseling a student, his parents or guardian concerning these various plans?

VI STUDENT RECRUITMENT

45.
Attach a copy of all advertisements used (including radio, television, newspapers, pamphlets, brochures, magazines, billboards, matchbook covers, etc.). 

46.
What are your requirements for field representatives or agents? (NOTE:  COPE considers an agent to be any person who sells courses or solicits students)

47.
What is your training procedure for agents?

48.
What is your financial arrangement for your agents?

            Draw and Commission________________ Straight Salary____________________


Salary and Commission________________________________________________


Straight Commission __________________________________________________


Other ______________________________________________________________

49.
Attach a copy of your financial agreement for each agent.

50.
Attach a copy of your commission or renumeration schedule.

51.
How many full-time agents do you employ?

52.
How many part-time agents do you employ?

53.
What are grounds for agent dismissal?

54.
How many agents have remained with you two or more years?

55.
If you use no agents, then explain how you solicit students.

56.
Do you authorize your agents to prepare advertisements without clearing them through your central office?

57.
Have you had any formal complaints during the last three years?  List each one, as well as the person who complained and the disposition of the complaint.

58.
Who is responsible for the final admission or rejection of a student?

VII PHYSICAL FACILITIES

59.
Attach a scale drawing of your physical plant and one photograph of the exterior view of your school.

60.
List your classrooms, laboratories and workshop facilities by type and size.

61.
State the size of your library and include total numbers of volumes of paperbacks, periodicals and resource materials that you maintain.

62.
List the kinds of books, periodicals and resource materials that you maintain.

63.
Is your library located on the premises of your facility?  If not, explain where it is located.

64.
List the number of toilets, showers, or lounges available to students.  Please do the same for the faculty and indicate whether they are used by both.

65.
Please list the agency which accomplished the following inspections and give the dates and times:


          Fire Inspection                                             Building Inspection


          Safety Inspection
                       Health Inspection

VIII COURSE ORGANIZATION

66.
Describe the instructional materials.  Include sets of the instructional materials used.  If they are too large or bulky and they are adequately explained in supplementary guides, practical exercises and special examinations, then it may not be necessary to forward them.


a.  ​​​​​​Comprehensiveness.  How do you know that your courses are sufficiently

                 comprehensive to achieve their announced objectives?


b.  Currency and Accuracy.  Are the instructional materials up-to-date?  How do you


      keep your course content up-to-date?


c.  Authorship.  Name the author or authors and give their qualifications and experience


     in their field.  If standard textbooks are used, list titles, authors, publishers and


     copyright dates.


d.  Reading Level.  How do you know the reading level of your instructional materials


     is keyed to the reading competence of your average enrollee?  Have you made a


     test to verify the correlation of courses to reading level to success.


e.  Study Instructions.  What methods do you employ to instruct the student in how


     to proceed, how to study, and how to learn effectively?


f.   Organization.  Show how the organization and presentation of your instructional 


     materials are in accord with sound psychological principles of learning.


g.  Teaching Devices.  Describe any supplemental teaching devices you use, 


      such as study guides, outlines, films, sound recordings, kits, special 


      equipment, etc.


h.  Illustration.  Indicate types and use of illustrations for educational and inspirational


     value.


I.   Printing and Binding.  Describe the reproduction used, binding, and general lay-out 


     of your instructional material.

67.
What relationship do you maintain with persons in the occupational or educational fields covered by your courses?  Are these relationships maintained for course revision, graduate placement, faculty growth, or public relation purposes?

68.
What type of examinations do you use?  How do these examinations demonstrate achievement and provide for significant learning experiences?

69.
Describe fully the evaluative process of these examinations.

70.
To what extent are your certificates, diplomas, and degrees accepted by other educational institutions, employers and the Armed Forces?

71.
How often do you review your course offerings and equipment used in order to stay current?

72.
What amount of staff and faculty participation do you have in reviewing and revising course offerings?

73.
Show by each course the number of hours spent in class each week and the number of preparation hours expected each week for students.

IX HOME STUDY

To be completed if all or part of course or courses are offered by correspondence,

 mail or home study.

74.
Describe briefly the history, policies and procedures of the institution in originating its course or courses in home study.

75.
Does resident instruction supplement the home study instruction?  Please describe fully the resident program as it relates to the home study.

76.
Please describe, by course, the ration of home study to resident study.  (To be completed for courses which combine mail or correspondence study and comprehensive study.)

77.
How do you provide for the student who fails to do satisfactory work on home study assignments?

78.
How do you help the student who fails to do satisfactory work in a course?

79.
How do your instructors provide additional instructional and counseling services?

80.
Describe your system of providing instructional materials.  Do students who pay for the course or courses receive all instructional materials even though they fail to submit examinations?

81.
What evidence do you have as to the satisfaction of the students with reference to the courses they take?  How many of your students have been advanced or employed in new jobs as a result of your courses?

X RESEARCH, GOALS, OBJECTIVES

82.
In what way has the preparation of this application form helped you to better understand your own institution?  Has it helped clarify your own philosophy and goals?

83.
What suggestions do you have for improving this application form?

84.
Add any additional information, statement, supportive documents or literature that you feel will better or more fully explain your institution.

XI FINANCIAL

This section is to be completed in one copy, detached, and marked:  CONFIDENTIAL -

 ATTENTION EXECUTIVE DIRECTOR - CONTAINS FINANCIAL INFORMATION. 

85.
With what bank do you maintain your major accounts?  With what auditing firm do you regularly do business?

86.
Indicate your salary schedule for your top administrator, administrative and business staff, educational director, and custodial help, for this institution.
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