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Purposes of Self-Study in Accreditation

The quality of an educational institution or program is a function of how effectively it is using its resources to achieve its appropriate educational objectives. The level of quality, therefore, can not only be assessed to determine whether it meets or exceeds established standards, but can and ought to be enhanced as the institution or program matures. Commissions (boards, councils) involved in accrediting activities require from an institution or program sufficient evidence on which to make a sound judgment about accredited status, and have determined that institutional self-study best provides that evidence. 

"Study" does not mean occasional thought about something. It rather means searching for answers, pondering and reflecting in order to understand. Herbert Kells, a contemporary scholar in the field of accreditation, has noted that "if postsecondary institutions or programs were more like non-educational, profit-seeking, product oriented businesses, they would conduct self-study processes continuously or they would perish.' Careful and rigorous self-evaluation is crucial to any institutions or program's effectiveness, and thus periodic self-study has become a major component of the accreditation process. The Accreditation Commission for Programs in Hospitality Administration requires that a program seeking initial or continued accredited status formally examine itself, assess its strengths and weaknesses, and plan how to capitalize on its strengths and eliminate or alleviate its weaknesses. In doing so, it documents its present effectiveness in achieving its stated objectives and its strategies for continuing and improving that effectiveness. 

The Commission's Expectations of Self-Study

While the Commission does not prescribe the details of an individual program's self-study process, it does require that every self-study process for accreditation be guided by several general principles: 

1. It begins with a plan. The Commission believes that an effective self-study process must serve both internal and external purposes, i.e., benefit the program and provide the Commission with the information it needs to make an accrediting decision. Thoughtful structuring of the self-study process enables both purposes to be fulfilled and maximum benefits to be derived from the time and energy expended. 

2. It is built on on-going self-study efforts. The self-study should ideally be an integral part of the program's own ongoing planning and management process. 

3. It is comprehensive. Every major aspect of the program being evaluated must be examined in relation to the program's objectives. 

4. It is evaluative rather than merely descriptive. It is not enough for a Self-Study Report simply to describe the operation and environment of the program. Such a description does not provide the Commission with the information needed for the evaluation process. The program is required to make a careful analysis and appraisal of its practices in given areas, with due recognition of achievements and problems. This critical self-judgment forms the single most significant internal activity in the entire self-study process. 

5. It produces a report showing that the program satisfies the appropriate standards of the Commission. While a self-study process can and should benefit the program in various ways, it must lead to a report, which explicitly demonstrates that the program meets the Commission's Eligibility Requirements and the Standards for Accreditation.

By design, the standards recognize the diversity of hospitality administration programs whose policies, practices, and resources differ significantly from those described in the standards, or that make extensive use of non-traditional modes of education, must present evidence that these are appropriate to higher education, consistent with the program's objectives, and an effective means for achieving the intent of the Commission's standards. 

Organizing, Planning, and Conducting the Self-Study

The principles for organizing, planning, and conducting a self-study must necessarily be general, and how they are implemented must fit the personnel and circumstances of the individual program. 

1.
Begin the preparation for Commission evaluation no later than one year before the on-site evaluation in order to provide the opportunity for the analysis to have real meaning for the program and the visiting team. 

2. Involve as wide a group as possible in the analysis and evaluation. Even in the smallest programs this could include part-time or adjunct faculty, staff, students, and graduates, as well as actual or potential employers. Insights from such diverse constituencies can be of enormous benefit to the purposes of the study. 

3. Use a small Steering Committee with an active and interested chairperson to plan and direct the effort. If it is necessary for the school director to assume this role in a small program, a longer time span may have to be allowed for the self-study to be accomplished. The endeavor will require maximum effort and attention. 

4. Prior to developing a formal self-study plan, the Steering Committee should:  

a. Review program materials and processes-statements of objectives, evaluation and planning processes, basic documents for administration, curriculum, etc.

b. Review Commission materials and processes-Eligibility Requirements, Objectives, Standards, Self-Study Guide, and relevant policies and procedures, as well as correspondence from the Commission staff about the nature of the site visit. 

5. Develop committees as necessary to assume responsibility for the description, analysis, and appraisal of the program with respect to each category in the Commission's standards. 

6. Hold periodic meetings at which committees/persons can meet, report, and discuss, in order to exchange ideas, coordinate efforts, and assure that the work of the Steering Committee remains on schedule. Keep pressure on all to simplify, clarify, and distill their findings, avoid clichés, and make thoughtful analysis of data. 

7. Make the report a self-improvement project, not a chore to be completed.

8. Consider requesting postponement of submission of the report if it becomes apparent that extensive changes are required to meet accrediting standards. The Commission will then consider the application at a subsequent meeting. 

9. Present the final report to the entire staff for information and concurrence, inasmuch as it represents the culmination of their reports, summarizes suggestions for improvements they will have to implement, and establishes priorities for the program. The report in effect is a blueprint for the program's improvement. It may well be used as a manual for in-service staff development, and can be used to represent the program before outside groups in or beyond the institution. 

Format and Printing of the Self-Study Report
1. Cover Sheet. The cover sheet includes the date of submission of the report, the name of the program, the name and address of the institution in which the program is located, and a notation that the report is in support of an application for accreditation or reaffirmation of accreditation. 

   A sample copy of a cover sheet follows: 

Self-Study Report

Presented for the consideration of

The Accreditation Commission for Programs

In Hospitality Administration

By
The Hotel/Restaurant Management program

At
State University

4900 University Blvd

Anyplace, USA 55555

The data submitted are

Certified to be correct to the best

Of my knowledge and belief

(Signature)

(Name and title of reporting officer)

(Date)

Copy No.-of-copies
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3.   Application for Accreditation (Document A)       

4.   Body of Report The body of the report constitutes the self-evaluation of the program in terms of the Commission's standards. The responses are developed in two clearly labeled parts: (a) providing documentation and supporting information in response to each of the standards, and (b) the appraisal and plan of action resulting from the responses to the standards.
(a) The Response to the Standard should be succinct, but must in every case provide or cite evidence that demonstrates achievement of objectives in compliance with each standard. This section should provide an accurate report of the present state of the program with respect to the particular standard.  Any deviation must be justified. Evidence must be sufficient to enable the Commission to ascertain whether the standards have been met. Data required as support for certain responses could be included in an Appendix to the report. Other supportive materials may be assembled in the visiting team's workroom, as indicated.

(b) The Appraisal and Plan of Action is the second part of the response to each standard. It should provide the critical evaluation the program's response in the descriptive portion, with particular reference to areas in need of improvement. It should be candid and avoid short-answer compliance statements. This section requires a careful and rigorous analysis and evaluation of the effectiveness of practices in a given area, with due recognition of achievements and problems. The visiting team and the Commission will pay particular attention to the judgments made in this section, for they will provide considerable insight into the awareness of the program of its objectives as well as into the internal planning and management of resources to achieve these objectives.

On the basis of the appraisals made, a plan of action should be recommended representing the commitment of the program to efforts in these areas. It should help any reader to decide whether the processes and policies in place appear to provide confidence that quality will be improved and the level of service will be enhanced. Projections should be terse, realistic, and specific rather than vague and discursive. In effect, these constitute a definite commitment to development over the next few years in the area with which the standard is concerned. It is at this point that the results of self-evaluation are translated into practice.

5. Reproduction and Binding. The report should be reproduced in a clear and legible manner. Each report should be bound in a light flexible binder. Tables 1-4 should be included in the body of the report as supporting documents for specific standards. Other supportive material could be firmly bound in a separate appendix or labeled as exhibits to be referenced by the site team during their on campus visit. An Undergraduate Catalog should be included with the report.

Table 1 Required Course Referenced with Learning Objectives

Table 2    Completed Program Faculty Profile

Table 3  
 Student Profile
Table 4
 Financial Profile
Exhibit documents may be provided as links for the site team to review prior to their visit. This will eliminate the necessity of providing paper copies in an appendix format. These links may be referenced in the body of the report as supporting information for specific standards being analyzed. These documents might include electronic catalogs, strategic planning documents, marketing plans, assessment plans, or five year plans. They could also include resumes and course syllabi.

If a member of the visiting team designated to evaluate a given area needs additional supportive materials prior to the visit, that need will be communicated by the team chair to the program head. 

6. Number of Copies. Seven (7) copies of the Self-Study Report should be submitted by the program and must be sent by Certified Mail, Return Receipt Requested, or other means by which shipment can be traced if necessary. The copies should be sent to the Commission office no later than twelve weeks prior to the proposed team visit. The copies sent to the Commission office are used by the Commission. Surplus copies are destroyed; the Commission office always maintains a copy of a program's most recent Self-Study.
Self-Study Report

(Responses to Commission's Standards for Accreditation)
Instructions: The standards that follow are intended as an outline, as well as guidelines to help the program as it attempts to study itself. While addressing these standards in a narrative format under each specific standard, the program is strongly encouraged to include in the discussion the supportive materials if applicable to the program that follow each standard. Finally, the program is asked to evaluate the strengths and weaknesses of each section and to assess the need for a plan of action regarding gaps that may have been identified during the narrative process.

MISSION, OBJECTIVES, and OUTCOMES

Standards:

1. A mission statement for the program exists and is aligned with the missions of the School/ College and the parent institution.  Is the mission statement clearly stated and publicly available?
2. There are identifiable program learning objectives.  Do they support and flow from the mission statements of the program, school/college, and the parent institution? In complying with standard two, please identify what the programmatic learning objectives are and how they were determined. If there are learning objectives at the institutional level, are these objectives in alignment with those of the program? 

3. There are specific and measurable student learning outcomes.  What are the learning outcomes for the program? Can they be referenced to specific courses and course objectives?   

Supportive materials and information that may be useful in responding to the standards above:
Programmatic learning objectives are broad statements about expectations detailing what students should have knowledge about by graduation and through the first few years of employment. Learning outcomes specify what skills or thinking processes should be attained.

In the visiting team’s workroom, provide any documents in which the program’s mission, objectives, and outcomes are published or are otherwise available. AACSB required documents from a recent site visit or annual reports would be sufficient.
Appraisal and Plan of Action:

1. Has the appraisal of educational objectives revealed any need for revision? Were stated objectives too high or too low for the students served and/or the needs of the profession? 

2. In appraising the program in terms of the Standard on Mission, Objectives, and Outcomes what strengths and weaknesses have been identified? What changes are being discussed, implemented, or planned? 

PLANNING AND ASSESSMENT
Standards: 

1.  All program components are routinely evaluated. Mechanisms are in place and regularly utilized for assessing the educational effectiveness of the program.  List the methods used to assess student-learning outcomes in your program. How is the assessment plan tied to the mission statement and learning objectives for the program?   Is there an on-line or distance learning component of the program? Is it assessed differently than its traditional counterpart?
Supportive materials and information that may be useful in responding to the standards above:
1. Is there a strategic plan? (Is there an electronic link to it?)

2. Is there a marketing plan? (Is there an electronic link to it?)

3. Is there a formal curriculum review process? 

 If there are no electronic links, please provide these plans to the site team and have available in the team workroom. Please also provide other relevant documents pertaining to this section.
Appraisal and Plan of Action:

1. Does the program regularly assess the fulfillment of its objectives by undertaking studies of the program's impact upon students and graduates?

 2.   Are all appropriate constituencies involved in the planning process? 

3    In appraising the program in terms of the Standard on Evaluation, Planning, and 

Assessment, what strengths and weaknesses have been identified? What changes are being contemplated in the evaluation, planning, and assessment processes? How does the program propose to remedy weaknesses identified in the self-evaluation program? 

ADMINISTRATION AND GOVERNANCE
Standards: 

1. The program is structured with sufficient operational independence, consistent with the mission and objectives of the institution, to enable the program to achieve its mission successfully.

Supportive materials and information that may be useful in responding to the standard above:

In the visiting team's workroom, provide the following:
(a) Minutes of meetings of program faculty 

(b) Minutes of meetings of advisory groups

Appraisal and Plan of Action:
1. Are the program's objectives understood and supported by the institution? In what ways do the functions of the institutional administration assist the program in fulfilling its mission?

2. Does the program's structure provide sufficient operational independence to enable it to achieve its objectives? 

3. In appraising the program in terms of the Standard on Administration and Governance, what strengths and weaknesses have been identified? Are plans in place or contemplated to accommodate changing needs? 

CURRICULUM

Standards: 

1. The curriculum is designed to meet the program’s mission and objectives.

2. Subject-matter content, learning activities, and output evaluation are consistent with program mission and objectives. 

3. The curriculum provides students not only with a common body of knowledge in hospitality administration, but also with opportunities for students to receive a broad education and awareness of values, skills, and attitudes that will prepare them for Imaginative and responsible citizenship roles in business and society. It enables them to understand and apply the concepts of problem-solving in general, and in organizational and industry-related issues. This common body includes the following. 

(a) General education. 

Studies in areas of human achievement other than the purely professional are important in the education of hospitality administrators. Students shall have an opportunity for study in the natural and physical sciences, social sciences, and communication, as well as in the arts and humanities. 

(b) Hospitality administration. 

Knowledge and understanding of the general principles of the following areas, and specific applications in hospitality management:

· historical overview of the hospitality industry and the profession;

· the marketing of hospitality goods and services; 

· the operations relative to the provision of hospitality goods and/or services, including foodservice management and/or lodging management and related services; 

· the study of decision making models for energy, maintenance, and engineering situations within the hospitality industry;

· accounting procedures/practices;

· financial management of hospitality goods and services;

· the economic environment of profit and non-profit organizations; 

· the legal environment of profit and non-profit organizations; 

· ethical considerations and socio-political influences affecting organizations; 

· quantitative methods;

· management information systems and technology including computer applications;
· the planning for, the utilization of, and the management of human resources including the understanding of human behavior; 

· organizational theory, foundations of management, leadership theory, strategic management, and exposure to critical thinking skills;

· effective communication including both oral and written form;

· a provision of sufficient areas of specialization to allow students to develop a depth of knowledge and/or a broad exposure to the diverse segments of the industry;
      (c)  Work experience. 

Relevant operational and/or management experience in some facet of the hospitality industry, with guidance and supervision guaranteed by the industry and the academic program. 


Commentary: 

Standard 3 (a, b, and c) may be met in a variety of ways. Some may prescribe individual courses in each area; others may choose different patterns to achieve the learning objectives desired. Imaginative and innovative curricula that seem to be at variance with the standard may be found to meet the intent of the standard. A curriculum matrix  can be illustrated at this point to show which program courses correspond with the requirements of standard 3 (a-c). This table or matrix becomes part of the body of the report in this section.

4. The curriculum is designed to provide a sequential development and logical progression in coursework. Develop a matrix illustrating in what courses the program’s learning objectives are introduced, emphasized, and reinforced. Table 1 is a template that can be used for this purpose. Please provide Table 1 in this section of the self-study report.
5. The curriculum includes an appropriate mix of theoretical and applied experiences for achieving the educational objectives.

6. The curriculum provides a balanced mix and flexibility in hospitality elective offerings.

7. In curricula designed with more than one area of specialization or concentration including distance education, the objectives and requirements of each are clearly distinguished. 

8. Opportunities are provided for advanced work in some of the subject-areas, consistent with the program's objectives and capabilities. 

9. For each course offered specifically by the degree program or under the prerogative of the program, there is a detailed and organized instructional outline, course of study, syllabus, or teaching guide showing specific objectives, subject-matter, learning outcomes, and teaching method, and learning activities. Provide evidence that for each course there is a detailed and organized instructional outline, course of study, syllabus, and teaching guide showing learning outcomes, ways of assessing learning, teaching and learning activities, helpful resources, and alignment with program objectives.  Please provide this information for the site team and have available in the workroom during the visit.
10. The curriculum provides clear evidence that the program encourages creative leadership in and response to social, economic and technological developments, and the application of evolving knowledge in the behavioral and quantitative sciences. How is a new curriculum proposal developed, considered at decision-making levels, and finally adopted? Is this process clearly defined in written form and understood by all parties involved?
11. In the event that the program involves any relationship with organizations outside of the institution, such a relationship must include a written agreement defining the learning activity and responsibilities involved and assuring that the relationship is consistent with the mission and objectives of the program. 

Supportive materials and information that may be useful in responding to the standards above: 

In the visiting team’s workroom, provide the following:

(a) Recent syllabi for each course

(b) Student evaluations of courses and instructors 

(c)  Copies of course syllabi and supporting information for each hospitality course as described in Standard 9
Appraisal and Plan of Action:

1. Evaluate curricula offerings in relation to the stated mission and objectives of the institution. Are any of the objectives overlooked in the curriculum? Are there any elements for which the mission statement does not provide clear support? 

2. Are the general education requirements effective in terms of the stated objectives? How effectively are the rationale and requirements for general education communicated to students?

3. How effective are the program’s own mechanisms to ensure quality control over all courses offered in its name?

4. In appraising the program in terms of the Standard on Curriculum, what strengths and weaknesses have been identified? What steps are being taken to remedy weaknesses? 

TABLE 1

      REQUIRED COURSES IN MAJOR CROSS REFERENCED WITH LEARNING OBJECTIVES

                                                                               Sample Template
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FACULTY/INSTRUCTIONAL STAFF

Standards: 

1. The preparation and qualifications of all members of the instructional staff are suited to the field and level of their assignments. Those in conventional academic fields hold advanced academic degrees or present evidence of scholarship or creative achievement appropriate to their positions; those in professional or technical fields have equally appropriate preparation and attainments.

2. Mechanisms are in place and regularly utilized for evaluating teaching effectiveness and effectiveness in career and academic advisement. Describe the mechanisms in place for evaluating teaching effectiveness. How often does such evaluation occur? What mechanisms are used to evaluate effectiveness of faculty in career and academic advisement? How often does such evaluation occur?
3. There is an appropriate balance between full-time and part-time faculty/staff to enable the program's objectives to be realized.

4. Most program core requirements are taught by full-time faculty.

Supportive materials and information that may be useful in responding to the standards above:

In this section of the report provide the following:

(a) The completed Faculty Profile (Table 2).
(b) A report on the current teaching load. 

In the visiting team’s workroom provide workplace policies for full-time and part-time faculty. In addition, Curriculum vitae (resumes) including biographical and educational summaries of each member of the faculty (full-time and part-time) should be available. These individual Faculty Resumes should document a seven year history of professional development.  

Appraisal and Plan of Action:

1. Provide evidence that the program's faculty is provided equitable and reasonable professional development support.

2. In appraising the program with respect to the Standard on Faculty, what problems have been identified? What proposals for improvement have been developed, implemented, and/or planned?  
STUDENT SERVICES AND ACTIVITIES

Standards:

1. Opportunities for appropriate guidance and counseling are available to all students. Opportunities exist for students to receive exposure to career preparation services. Describe the efforts of the program to enable the student to develop an understanding and appreciation of the dynamics, values, and norms of the hospitality industry environment. Are there career symposiums with industry or career fairs available? Is there a career and placement center? Are the services offered by these centers appropriate and adequate to serve the mission of the program and the needs of the students?
Supportive materials and information may be useful in responding to the standards above:

Please provide the completed Student Profile (Table 3) at the end of this section.

In the visiting team's workroom please provide any documents, brochures, or enrollment data that would be appropriate to support the program’s analysis of the effectiveness of student services and activities.
Appraisal and Plan of Action: 

1. In appraising the program with respect to the Standard on Student Services and Activities, what strengths and weaknesses have been identified? What steps are being taken to address problems and areas of concern? What plans are under way for the next few years for enhancement of this part of the total program? 

PHYSICAL AND LEARNING RESOURCES

Standards:

1. The program has access to appropriate physical resources, such as classroom space, office space, and facilities and equipment in order to satisfactorily meet the program’s mission, objectives, and learning outcomes. Describe the space available for the program--classrooms, laboratories, offices, facilities, etc.
Commentary:

These may include facilities for experiential learning in food and beverage, housekeeping, property management or design, etc., and must be of adequate size relative to enrollment in the program. Laboratory (e.g., kitchen) experiences shall take place in facilities that are approved by federal, state, and local agency codes and have sufficient experienced personnel and adequate equipment to enable the program's objectives to be met. Offices are available for the program director, faculty, and staff as needed. Every effort is made to ensure that those who are involved with student counseling and advisement have access to quarters that provide privacy and ensure confidentiality. Physical resources and facilities are equitably available to day, evening, and distance sessions and are located so that each student or group of students has access to them. Are facilities available for those involved with student counseling to ensure privacy and confidentiality? If off campus facilities are used for programmatic instruction, describe the contractual obligations involved in retaining the use of these facilities.

2. The program has a carefully constructed, functioning, and monitored plan for the continued maintenance, replacement, modernization, and support of laboratory equipment and related facilities.
Appraisal and Plan of Action:

1. Are the physical resources adequate for the achievement of the program's objectives now and into the future? 

2. Are physical resources and facilities equitably available to day and evening sessions and readily accessible to all enrolled students? 

3. In relation to the program's needs, are learning resources adequately supported?

4. Are the library material collections in balance with need? Are there areas with too few or unnecessary items available in relation to numbers enrolled and the nature of the instructional program?

5. In appraising the program in terms of the Standard on Physical and Learning Resources, what strengths have been noted? What needs have been identified as critical in the program's efforts to fulfill its educational objectives?
FINANCIAL RESOURCES

Standards: 

1. Financial resources are sufficient to support the educational objectives and meet contractual obligations. Describe any significant changes and trends reflected in the financial data appended.
2. Evidence indicates the program has sufficient financial stability to enable it to continue to meet its contractual obligations and achieve its educational objectives over a reasonable future period. 
Commentary:

Some of the information needed to provide an understanding of the financial resources of a program is of a quantitative nature and can be accumulated in data form. Some is likely to be of a qualitative nature and can only be conveyed in narrative form. 

Programs are encouraged to explain and interpret financial information so that they and outside audiences will be provided with a clear understanding of their fiscal resources and stability. 

Supply any financial information that will support and clarify the descriptive material presented.  In this section of the report provide a current funds budget for the current fiscal year (Table 4) and for the next fiscal year, if available.
Appraisal and Plan of Action:

In narrative and/or statistical format, as appropriate, outline the currently significant financial problems, if any that affect the program's ability to achieve its objectives, and those that are expected or possible over the next five years. The commentary should identify any assumptions about significant factors on which expectations are based. 

1. In appraising the program in terms of the Standard on Financial Resources, what strengths and weaknesses have been identified? What plans are underway or contemplated to remedy any weaknesses? 

Supporting Exhibits -

To be included see:

ACPHA FORMS/Tables 1-4

DOCUMENT A: Sample Form - Application for Accreditation                17 

Table 1: Template:         Required Courses Referenced with

                                         Learning Objectives                                           19                 
Table 2: Template:         Program Faculty Profile                                     20
Table 3: Template:         Student Profile                                                    21
Table 4: Template:         Financial Profile                                                  23
Document A

ACPHA

APPLICATION FOR ACCREDITATION

Date__________________

To:
Director


Accreditation Commission for Programs in Hospitality Administration

To the best of my knowledge, this program complies with the Eligibility Requirements and Standards of Accreditation Commission for Programs in Hospitality Administration, and we hereby apply for:



Initial accreditation_______________



Reaffirmation of accreditation___________________

Enclosed is a check for $300.00 (non-refundable) Application Fee and a copy of our institutional catalog.

1. Corporate name of institution: _____________________________________________

2. Name of program: ______________________________________________________

3. Address: __________________________

Phone: ____________________


      __________________________

Fax:  ______________________


      __________________________

Email: _____________________

     Website Address: __________________

4. Date institution was authorized or chartered: _________________________________

5. Date institution enrolled first students in the program: _________________________

6. Date institution awarded the first degree for graduates of the program: _____________

7. Type of control: (Check appropriate category)



Public




Private

____
State



____
Proprietary


____
County



____
Independent non-profit


____
City



____
Religious group


____
Other (Specify) ______
____
Other     (Specify) ______

8.
By which agency is the institution legally authorized to provide a program of education beyond high school, and what degree is it authorized to grant to graduates of the Hospitality Administration program?  __________________________________________________________________


What is the date of the authorization?  _____________________

9.
Number of instructional (semester) hours in the program? ___________________

10.
Number of hours required by the state, if any: ____________________________

11.
Maximum number of students enrolled at any time in the program during the year: __________ / number enrolled institution-wide at any time during the year _______.

12.
Total number of students graduating from the program each year over the past three years:



20____Number_____



20____Number_____



20____Number_____

13.
Number of HA faculty:  full-time__________ / part – time____________

14. Name of the nationally recognized institutional accrediting agency, which has accredited the institution: _____________________

15. Name and title of the chief administrative officer of the institution:


__________________________________________________________________

16. Name and title of the chief academic officer of the institution:

__________________________________________________________________


******

We will not make any promotional use of our application for accreditation prior to actual granting of accredited status by the Commission.  We will submit copies of our Self-Study Report no later than Twelve months from the time the application is accepted.

Program Director: _______________________________________________________________________

Signature: _______________________________________________________________

School Official: _________________________________Title: ____________________

Signature: _______________________________________________________________

FOR ACPHA ADMINISTRATION USE ONLY:

DATE REC’VD_________

SS DUE_________

DATE OF VISIT_________
SCHEDULED MTG________

REFERENCE NUMBER _____________________

Table 1
REQUIRED COURSES IN MAJOR CROSS REFERENCED WITH LEARNING OBJECTIVES
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	5. Awareness and application of leadership attributes


	
	
	
	
	
	
	
	
	
	
	
	
	
	

	6. Evaluation theories and principles of management


	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Table 2


ACPHA


PROGRAM FACULTY PROFILE

Staffing

Number of faculty: Full Time_____ Part Time_____ FTE_____

Faculty total FTE: _____

Other Staffing:  (in FTEs) 


Teaching Assistants
             _____ 





Lab Assistants

 _____







Student Employees
             _____







Secretarial

             _____







Other


             _____

Number of staff available to HM if no "assigned" staff exists___

Education



Degree
 Doctor Masters Bachelors
Assoc. 
Other 


Full Time
____
 ____
  ____
     ____
____
 ____


Part Time
____
 ____
  ____
     ____
____
 ____

Total

____
 ____
 ____
     ____
____
 ____



Assoc.   Asst.
Lecturer/Instr.

Total  

Rank

       

Prof.      Prof. Prof.       

Full Time
____
____
____



____

____

Part Time
____
____
____



____

____

Total

____
____
____



____

____

Comparative Salary: Month/Year/Step





HM Program


Univ./Coll.

Professor


__________


___________

Assoc. Prof.


__________


___________

Asst. Prof.


__________


___________

Instructor


__________


___________

Table 3


ACPHA 


STUDENT PROFILE


(For the past three years)





20__


20_  


20__

No. of Students

____


____


____

No. of graduates

____


____


____

No. employed in industry
____


____


____

No. to further education
____


____


____

Other (Please explain)
____


____


____

	Undergraduate Enrollment
	3 Years Ago
	2 Years Ago
	1 Year Ago



	
	Univ.             Dept.
	Univ.            Dept.
	Univ.            Dept.

	Freshmen
	
	
	
	
	
	

	Sophomores
	
	
	
	
	
	

	Juniors
	
	
	
	
	
	

	Seniors
	
	
	
	
	
	

	Average ACT/SAT
	
	
	
	
	
	

	Returning Students
	
	
	
	
	
	

	Re-admission
	
	
	
	
	
	

	Transfer (other institutions)
	
	
	
	
	
	

	Transfer (other majors)
	
	
	
	
	
	

	Student Retention

	No. of Graduates
	
	
	
	
	
	

	No. of Academic Failures
	
	
	
	
	
	


Table 4
                                                                    ACPHA


FINANCIAL PROFILE


Summarize the program's requested budget, approved budget and budget monies utilized for the past three 
years.


BUDGET LINES
                                                                                     200X                                  200X                          200X

	
	Req.
	App.
	Utz.
	Req.
	App.
	Utz.
	Req
	App.
	Utz.

	Faculty Salaries
	
	
	
	
	
	
	
	
	

	Other Salaries
	
	
	
	
	
	
	
	
	

	Professional Development
	
	
	
	
	
	
	
	
	

	Overhead
	
	
	
	
	
	
	
	
	

	Instructional Supplies
	
	
	
	
	
	
	
	
	

	Equip.  (Maintenance)
	
	
	
	
	
	
	
	
	

	Learning Resources
	
	
	
	
	
	
	
	
	



Please provide requested budget for each if available.
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