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REPORT QUESTIONS

Note to reviewers: Previously a check “Yes” implied documentation had been reviewed. Now we will have specific questions that require the report writer to describe the documentation reviewed for “Yes” responses. If a narrative response indicates a campus does not meet a criterion/criteria, you will list the section number(s) and explain, even if there is not a “No” box associated with the finding. (The Chair will delete this note when preparing the full report.)
	CRITERIA
	QUESTIONS

	
	7.
PUBLICATIONS

	3‑1‑700(PUBLICATIONS
It is important for institutions to recognize the value of “truth in advertising” when promoting their operations. Publications must be prepared and presented in a professional manner to reflect favorably upon the institution. Information published must be accurate and factual and reflect the current status of the institution. Only the Council can accept or reject an institution’s catalog, and a final decision will not be made based on a draft.
	7.01
What catalog was used during the evaluation? (Include the year, number, and volume, if appropriate.)

     


	3‑1‑701. Catalog. Each institution shall publish and provide to each enrolled student a catalog which complies with Appendix C, “Guidelines for Institutional Publications.” 

Excerpted from Appendix C

The catalog should explain the offerings and services of an institution, but it should not glorify or extol. It should reflect the dignity and integrity of the institution it describes. The catalog must be available in hard copy, and may also be available in a read-only electronic format. The hard copy catalog must be appropriately printed and bound. The catalog may include illustrations and photographs that are pertinent to the institution.

At a minimum, the catalog must contain the following items:

1. A table of contents and/or an index.

2. An indication, on the front cover or on the title page, of the year or years for which the catalog is effective.

3. The names and titles of the administrators of the institution.

4. A statement of legal control which includes the names of trustees, directors, and officers of the corporation.

5. If the institution is now accredited, a statement denoting this fact (see “Statement of Accreditation” in these Guidelines).

6. A statement of the mission of the institution.A listing of the full-time faculty members, showing:

(a) academic credentials held;

(b) institutions awarding the credentials; and

(c) the area of teaching specialization

7.  An academic calendar (calendar of events) showing beginning and ending dates of terms, quarters, or semesters; holidays; registration dates, etc.

8. The full disclosure of the institution’s admission requirements, policies, and procedures, including the basis for admissions, test requirements, advanced standing requirements, and experiential learning assessment requirements.

9. A statement of the curriculums (programs) offered, including for each:

(a) a statement of the objective or purpose of the curriculum;

(b) an accurate and complete listing of the courses included in each curriculum, each with a unique identifying number and title; 

(c) the credit or clock hours awarded for each subject; the total credits or clock hours required for satisfactory completion of the curriculum; 

(d) requirements for certification, licensing, or registration in the program career field, as appropriate; and

(e) any additional or special requirements for completion (such as practica or externships). 

10. A description of each course (subject) offered, including:

a) identifying number; 

(b) title; 

(c) credit or clock hours awarded; 

(d) a complete but concise description of the contents of the course; and 

(e) prerequisites, if any. 

11. An explanation of the grading or marking system (consistent with that appearing on the student transcript). 

12. A definition of the unit of credit. If credit hour, identify whether quarter or semester. (See Section 3-1-516 for additional information.) 

13. An explanation of standards of satisfactory progress. (See Section 3‑1‑420 for additional information). 

14. A description of the certificates, diplomas, and/or degrees awarded, together with a statement of the requirements to be met in each instance. 

15. A statement of the tuition, fees, and all other regular and special charges. 

16. A complete and accurate listing of all scholarships offered (see Section 3‑1‑431 of the Accreditation Criteria). 

17. A statement of the institution’s refund policy and formula relative to method of financial obligation. This policy must be clearly outlined and must comply with Sections 3‑1‑433 and 3‑1‑434, of the Accreditation Criteria. 

18. A statement pertaining to the nature and extent of student services offered (e.g., counseling and placement). 

19. A grievance procedure that includes the name and address of ACICS, unless the grievance procedure is published in a student handbook. 

20. If the institution offers degrees, the catalog must include the following information: 

(a) for occupational associate’s degree programs, identification of courses that satisfy the general education requirement and an explanation of the course numbering system; 

(b) for academic associate’s degree programs, identification of courses that satisfy the general education and concentration requirements and an explanation of the course numbering system; 

(c) for bachelor’s degree programs, identification of upper-division courses and courses that satisfy the general education and concentration requirements and an explanation of the course numbering system; 

(d) for post-baccalaureate or graduate degree programs (master’s and doctorate degree programs), a separate section in the catalog describing the program requirements, admissions procedures, transfer policies, graduation requirements, regulations, and course descriptions. (See Sections 3-6-800 and 3-7-800). 

21. If the institution offers courses via distance education, the catalog must include the following information: 

(a) a description of each mode of distance education delivery method used; 

(b) the admission requirements for the courses or program(s) of study offered through distance education required only if different from the admission requirements for the residential programs; 

(c) a description of tests used in determining access to distance education courses and programs, if applicable; 

(d) a description of the resources and equipment the students must have to avail themselves of the instruction (including, computer requirements such as hardware and software, internet access, access to library/college for monitoring of examinations, etc.); and 

(e) the special costs and fees associated specifically with distance education (e.g., platform access fees, on-line library access fees, purchase of books on-line).

22. If the institution is approved by the Council to offer direct assessment competency-based program(s), the catalog must include the following information: 

(a) a clear identification and listing of direct assessment competency-based program(s); 

(b) a concise and clear description of how such programs are structured and administered; any special admissions requirements; how students will be expected to demonstrate achievement of competency goals; the types of academic and student services offered to assist students to pass the assessments; and how student achievements will be shown on the academic transcript; 

(c) disclosure of the number of equivalent credit hours or clock hours and the general methodology the institution uses to determine the equivalencies; 

(d) a clear description of how financial aid will be administered and disbursed for eligible students enrolled in such programs; 

(e) disclosure of other entities or qualified individuals, in addition to the institution’s faculty, engaged in the direct assessment process; and 

(f) (f ) disclosure of the consequences or options available to students if they fail to demonstrate achievement of competency goals within a prescribed period of time. 

Addenda/Supplement to the Catalog

Listing of administrative staff and faculty, tuition and fees, and academic calendar may be included in a catalog addendum/supplement as standing items. In addition, the addendum/supplement may include other reasonable changes that occur after a catalog has been printed until the next printing. An institution is expected to update its catalog at an appropriate interval and the addendum/supplement should not be used as a substitute for meeting this expectation. 

The addendum/supplement must clearly state that it is part of the catalog and must include the school name, location, and effective date for the entire document (or for individual sections if effective dates vary). The addendum must be included with each copy of the catalog.
	7.02 
Does the campus publish a catalog that is appropriately printed and provided to all enrolled students?

 No
 Yes

If No, insert the section number in parentheses and explain:

     
7.03
Does the catalog contain the following items:

(a)
A table of contents and/or an index?


 No
 Yes

(b)
An indication of the year(s) for which the catalog is effective on the front page or cover page?


 No
 Yes

(c)
The names and titles of the administrators?

 No
 Yes

(d)
A statement of legal control which includes the names of trustees, directors, and officers of the corporation?


 No
 Yes

(e)
A statement of accreditation?

 Not Applicable (initial applicant)
 No
 Yes

(f)
A mission statement?

 No
 Yes

(g)
A list of full-time faculty members, qualifying credentials, awarding institution, and area of teaching specialization?


 No
 Yes

(h)
An academic calendar?

 No
 Yes

(i)
A full disclosure of the admission requirements?

 No
 Yes

(j)
A statement for each curriculum that includes a statement of objective or purpose; an accurate and complete list of all courses in the curriculum with a unique identifying number, title and credit or clock hours awarded; the total credit or clock hours required to complete the curriculum; any necessary requirements for certification, licensing, or registration needed to work in the field; and any additional requirements that must be met to complete the curriculum?

 No
 Yes

(k)
A description of each course that includes the identifying number, a title, credit or clock hours awarded, a concise description of the course contents, and any necessary prerequisites and/or corequisites?


 No
 Yes

(l)
An explanation of the grading system that is consistent with the one that appears on the student transcript?


 No
 Yes

(m)
A definition of the unit of credit?

 Not Applicable (The campus does not award credit.)
 No
 Yes

(n)
A complete explanation of the standards of satisfactory academic progress?

 No
 Yes

(o)
A description of the certificates, diplomas, and/or degrees awarded along with a statement of the requirements necessary for completion of each?

 No
 Yes

(p)
 The transfer of credit policy?

 No
 Yes

(q)
A statement of the tuition, fees, and any other charges?

 No
 Yes

(r)
A complete and accurate list of all scholarships, grants, and/or loans offered?


 Not Applicable (No scholarships, grants, or loans are offered.)
 No
 Yes

(s)
The refund policy?

 No
 Yes

(t)
A statement describing the student services offered?


 No
 Yes

(u)
A student grievance policy that includes the name and address of ACICS (which may be in the student handbook instead of the catalog) ?


 Not Applicable (initial applicants only)
 No
 Yes

If No for any item, insert the section number in parentheses and explain:

     
7.04
Does the campus offer degree programs?


 No 
 Yes

If Yes, does the catalog contain the following:

(a)
An explanation of the course numbering system (for all levels)?

 No           
 Yes

(b)
Identification of courses that satisfy general education requirements (for occupational associate’s, academic associate’s, and bachelor’s degrees only)?

 Not Applicable
 No           Yes

(c)
Identification of courses that satisfy the concentration requirements (for academic associate’s and bachelor’s degrees only)?

 Not Applicable
 No            Yes

(d)
Identification of courses that satisfy the upper-division (for bachelor’s degrees only)?

 Not Applicable
 No            Yes

If No for any item, insert the section number in parentheses and explain:

     
7.05
Does the campus offer courses and/or programs via distance education?
 No (If No, skip to 7.06.)
 Yes

If Yes, does the catalog contain the following:

(a)
A description of each mode of delivery used for distance education courses?

 No
 Yes

(b)
Any additional or different admissions requirements for students taking distance education courses?

 Not Applicable (There are no additional or different admissions requirements.)
 No
 Yes

(c)
A description of any tests used to determine access to distance education?

 Not Applicable (No additional tests are given.)
 No
 Yes

(d)
A description of the resources and equipment the students must have to avail themselves of distance education instruction?


 No
 Yes

(e)
Costs and fees associated specifically with distance education?


 Not Applicable (There are no additional costs and fees.)
 No
 Yes

If No for any item, insert the section number in parentheses and explain:

     
7.06
Is the catalog updated at an appropriate interval? (An addendum/supplement should not be used as a substitute for meeting this expectation.)


 No Yes

7.07    Does the catalog contain an addendum/supplement?

 No (If No, skip to 7.08.)
 Yes

If yes, describe the addendum/supplement content.

     
(a) Does the addendum/supplement include the school name and location and the effective date for the entire document (or for individual sections if effective dates vary)?

       No
 Yes 
       
(b)Do students receive a copy of the addendum/supplement with the catalog?

       No
 Yes 
       
If No for any of the above questions, insert the section number in parentheses and explain:

     
7.08
Is the catalog available online?

 No (If No, skip to 7.09.)
 Yes

If Yes, does it match the hard copy version?


 No
 Yes 

If No (the online version does not match the hard copy version), insert the section number in parentheses and explain:

     

	3‑1‑702. Multiple‑School Catalog. All institutions utilizing a common catalog must be of common ownership. Photo​graphs of the physical facilities of any of the institutions must be captioned to identify the particular institution or campus depicted. The faculty and staff of each institution and the members of the general administration exercising supervisory responsibility for the group of institutions must be clearly identified with respect to each institution and the overall administration. Any information contained in the catalog that is not common to all institutions in the group should be presented in such a manner that no confusion, misunderstanding, or misrepresentation is possible. For further information, see Appendix C.
	7.09
Does the campus utilize a multiple-school catalog?


 No (If No, skip to 7.10.)
 Yes

If Yes, answer the following:


(a)
Are all campuses using the same catalog of common ownership?

 No
 Yes

(b)
Are all photographs properly labeled to identify the location depicted?

 No
 Yes

(c)
Are faculty and staff properly identified with respect to the campus to which they belong?

 No
 Yes

If No for any item, insert the section number in parentheses and explain:

     

	3‑1‑703. Advertising. Literature used by an institution must be presented in such a manner as to be factual with respect to services offered or benefits promised. An English translation for advertising that is in a language other than English must be available. For further information, see Appendix C. 

If an institution publicly discloses incorrect or misleading information about its accredited status, the contents of an evaluation team report, or accreditation actions with respect to the institution, the institution must make a public disclosure of correction through the same media or means. 

Excerpted from Appendix C

Advertising
Any advertisement or promotional literature written or provided by an institution through any type of media shall be completely truthful and dignified. The material shall be presented in a manner which avoids leaving any false, misleading, or exaggerated impressions with respect to the institution, its personnel, its courses and services, or the occupational opportunities for its graduates. An English translation for advertising that is in a language other than English must also be available. 

1. All advertising and promotional literature provided by an institution must clearly indicate that training or education, and not employment, is being offered. 

2. All advertising and promotional literature must include the correct name of the institution. So-called “blind” advertisements are not permitted. 

3. Institutions advertising to attract students in classified columns of newspapers or the equivalent on websites and the other electronic publications must use only classifications such as “Education,” “Schools,” or “Instruction.” Headings such as “Help Wanted,” “Employment,” or “Business Opportunities” may be used only to procure employees for the institution. 

4. Testimonials used in advertising must reflect the opinions or experience of a current or prospective student or graduate of the institution. Testimonial messages must be factual and portray current conditions. They cannot contain any representations that would be deceptive or could not be substantiated by the institution. The institution must maintain a written release from the individual providing the testimonial on file. 

5. An institution shall not use the words “free” and “guarantee” for advertising or marketing purposes in a manner that is misleading to prospective or current students. A disclosure must be made for services which are funded by third parties that are offered at no cost to students. 

6. An institution shall not offer monetary incentives to the general public to visit, enroll in, attend, or complete a program. The institution cannot make guarantee or similar claims regarding job placement or salary for graduates. 

7. References to financial aid availability must use the phrase “for those who qualify.” Financial aid cannot be the sole source of an advertisement.

Performance Information Disclosure

In its disclosure of student achievement data (as required under Section 3-1-704), the following disclosure statement must be included:

“These are the data reported to ACICS by the institution in its most recent Campus Accountability Report.”
3-1-704. Performance Information. Each campus shall routinely provide reliable information to the public on  its performance, including student achievement information, that includes, at a minimum, retention, placement, and licensure examination pass rates (where applicable). The information provided shall be for the entire campus and for each program as reported to ACICS in its most recent Campus Accountability Report. 
	7.10
Is all advertising and promotional literature, through any type of media (social media, web site, newspapers, etc.), truthful and dignified?

 No
 Yes

If No, insert the section number in parentheses and explain:

     
7.11
Is the correct name of the campus listed in all advertising, web postings, and promotional literature?

 No
 Yes

If No, insert the section number in parentheses and explain:

     
7.12
Where does the campus advertise (publications, online, etc.)?

     
Are all print and electronic advertisements under acceptable headings?

 No
 Yes 

If No (advertisements are not listed under acceptable headings), insert the section number in parentheses and explain:

     
7.13
Does the campus use endorsements, commendations, or recommendations in its advertising?

 No (If No, skip to 7.13.)
 Yes

If Yes, describe how the campus uses endorsements, commendations, or recommendations in its advertising.

     
If Yes, is there evidence that prior written consent was obtained and that all representations are factual and portraying current conditions?

 No
 Yes 

If No (there is no evidence of prior consent), insert the section number in parentheses, list student names, and explain:

     
7.14
Does the campus utilize services funded by third parties?

 No (If No, skip to 7.15.)
 Yes

If Yes, is proper disclosure made for these services?

 No
 Yes

If No (proper disclosure is not made), insert the section number in parentheses and explain:

     
7.15
Does the campus avoid offering monetary incentives to attract students and avoid making guarantees for job placement or salary for graduates?

 No
 Yes

If No, insert the section number in parentheses and explain:

     
7.16
Is the phrase “for those who qualify” properly used in all advertising that references financial aid?

 Not Applicable (The campus does not participate in financial aid.)
 No
 Yes 

If No, insert the section number in parentheses and explain:

     
7.17
What campus and program performance information does the campus routinely provide to the public, and does it match the most recent CAR?

     
If the campus publishes additional information, describe:
     
Where is this information published, and how frequently is this information being updated?

     
If performance information is not being published, insert the section number in parentheses and explain:

     


	3‑6‑800 − PUBLICATIONS 
There shall be a separate section in the institution’s catalog describing the master’s degree objectives, program require​ments, admissions procedures, transfer policies, graduation requirements, regulations, and course descriptions.

3‑7‑800 − PUBLICATIONS 
There shall be a separate section in the institution’s catalog describing the doctorate degree program requirements, admissions procedures, transfer policies, graduation requirements, regulations, and course descriptions.
	FOR MASTER’S AND DOCTORAL DEGREES ONLY

7.18
Does the catalog have a separate section describing the following:

(a) Program requirements?

 No
 Yes

(b) Admission procedures?

 No
 Yes

(c) Transfer policies?

 No
 Yes

(d) Graduation requirements?

 No
 Yes

(e) Regulations? 

 No
 Yes

(f) Course descriptions?

 No
 Yes

If No, insert the section number in parentheses and explain:
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