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National Accrediting Commission of Cosmetology Arts & Sciences, Inc.

4401 Ford Avenue, Suite 1300  Alexandria, VA  22302-1432 · (703) 600-7600 · (703) 379-2200

http://www.naccas.org   naccas@naccas.org
General Information and Instructions
 2006 Annual Report

General:  Standard I, Criterion 4 requires your institution to meet or exceed the following measures of student success:

50% graduation

60% placement

70% licensure 

The Grids attached here are intended to help you organize your documentation in order to show compliance with Standard I, Criterion 4.  You may find it helpful to fill out separate grids for each program and each campus.  
Each rate is based on a slightly different cohort, or group of students.


Cohort 1 – Completion

Cohort 2 – Placement

Cohort 3 – Licensure

Pointers to help you identify each cohort and fill in the 2006 annual report follow.

Cohort 1 – Completion:  The completion rate is based on the number of students who were scheduled to graduate during 2006.  Some may have graduated in 2006 and others in 2007.  Any student in this group who graduates before the annual report is due, should be counted  as a completer.

1.
Fill in the Cohort 1 Grid with an alphabetical list of all students who were scheduled to graduate in 2006.  Fill in all columns of the Grid.  Double check the information. 

· Make sure that only students who were scheduled to graduate in 2006 are listed. 

· If a student whose original enrollment agreement has him/her scheduled to graduate in 2005, but he/she had a leave of absence that changed the “scheduled to graduate” date to a date in 2006, this student should be listed on the Cohort 1 Grid.  

· If a student whose original enrollment agreement has him/her scheduled to graduate in 2006, but he/she had a leave of absence that changed the “schedule to graduate” date to a date in 2007, this student should not be listed on the Cohort 1 Grid.  

2.
Students in the three groups listed below must be listed on the Cohort 1 Grid.  They should be counted as “enrolled” on the annual report,   but do not count as “scheduled to graduate.”

· Students in a program of less than one (1) academic year in length who dropped out within 15 days of enrollment.  Mark them “EW” on the Grid, for early withdrawal.
· Students in a program of more than one academic year who dropped out within thirty (30) days of enrollment.  Mark them “EW” on the Grid also.

· Students in short programs that were not eligible for Federal student financial assistance, who were only auditing the program, for personal enrichment.  Mark them “A” on the Grid.  
3.
Not every student who has completed the required number or hours or credits can count as a completer.  Double check the files of the students that you have listed as graduates.

· If your graduation policy states that students must pay all debts owed to your school before they can graduate, a student who still owes money cannot be counted as a completer.  Mark him or her with an “IG” for “incomplete graduate.”
· If there are students listed who have completed the required hours for their program of study, but have not completed other requirements such as a final exam, or a certain number of services, mark them as “IG” also.   

4.
Count the number of students on the Cohort 1 Grid marked with a “G” as graduates.  This is the number that should be entered in Item 2 of the Annual Report Worksheet corresponding to the program.

5.
Back-up documents for Cohort 1 include:
· A copy of  each student’s enrollment agreement, with amendments, if any, and  

· Documentation showing the students completed the program, if applicable. 

Cohort 2 – Placement:   The placement rate is based on students who actually graduated in 2006, no matter what year they were scheduled to graduate.  
1.
Fill in a Cohort 2 Grid for each program at each campus. 

· Some students listed on Grid 1 may also be listed on Grid 2 if they graduated in 2006.  

· Other students on Grid 1 will not be listed on Grid 2, because they did not graduate until 2007.

· Some students who were scheduled to graduate in 2005 or earlier will be listed on Grid 2, because they graduated in 2006.

2. Count the students listed on the Cohort 2 Grid.  This is the number you will enter into Item 3 on the Annual Report  Worksheet corresponding to the program.

3. On the Cohort 2 Grid enter the name, address, and telephone number of the employers for as many of the listed graduates as you can.  

4. NACCAS allows you to count as employed any graduate who was employed in the field for which trained at some time between graduation and the date the 2006 Annual Report is due.

5. Count the number of 2006 graduates who are employed, and enter this number in Item 4 of the Annual Report Worksheet corresponding to the program.

6. You must be able to document the employment of each graduate listed as employed. Some ways you can document employment are listed below:

· Employer follow-up surveys

· Student follow-up surveys 

· Telephone logs of employer or graduate contacts

· Postcard surveys returned by graduates 

· Business cards

· Flyers or advertisements naming graduates working in service facilities

· Notes to the file from instructors certifying they saw the graduate working in XYZ salon

7. The Commission allows an adjustment in the placement rate based on exemptions for students who are unavailable for employment. Acceptable exemptions are:  The graduate is 
· Deceased or Disabled

· Deployed for military service/duty.

· Continuing in higher education.

· Studied under a student visa.

Make sure you have documentation to show the unavailability for employment for these graduates. 

Please note that the following are not acceptable reasons to count a graduate as unavailable for employment:  the graduate has not taken the licensing examination or failed the exam, the graduate moved away, you are unable to contact the graduate, the graduate is working in another field, the graduate had a baby, the graduate is staying home, the graduate’s spouse is in the military.

8.
Count the number of graduates unavailable for employment in each category and enter these numbers on Item 5 of the Annual Report Worksheet.

Cohort 3 – Licensure:   The licensure rate is based on the number of students who sat for the licensure examination for the first time, no matter what year they graduated.
1.
Fill in a Cohort 3 Grid for each program.

· If a graduate took all portions of the exam in 2006, list him or her.

· If a graduate took one portion of the exam in 2005 or earlier, and took the other part(s) in 2006, he/she should be listed as taking the exam in 2006. 

· If a graduate only took one portion of the exam in 2006, and left other parts for later, do not list him or her.

2.
Count the number of examinees listed and enter this number on Item 6 of the Annual Report Worksheet.

3.
Recently the Commission adopted a policy to allow your to count as “passed” any examinee in Cohort 3 who passes all portions of the exam needed for licensure by the time the annual report is due in November. 

4.
On the Cohort 3 Grid, indicate which students passed, then count and enter this number on item 7 of the Annual Report Worksheet. 

5,
The NACCAS annual report is based on graduates who sat for the licensure exam for the first time in 2006.  However, if your state (or test administrator) issues reports for a 12-month period other than January 1 – December 31, you may base your report on this 12-month period.  EXAMPLE:  July 1 – June 30.
If the state (or test administrator) does not issue examination reports,  you will need your own method for tracking students who sit for the exam and their results.  Many schools use the same tracking methods to track licensure as they use to find out where graduates are working. 

Average Rates:  Starting with the 2006 rates, an institution with a rate below the minimum standard, that also has under 100 students in each cohort, may ask the Commission to use an average rate based on 2004, 2005, and 2006 annual report figures.
National Accrediting Commission of Cosmetology Arts & Sciences, Inc.  

COHORT 1 GRID 

To Calculate  the 2006 Completion Rate
School Ref. #_____________



Program/Course _______________________

	1. Students Scheduled to Graduate in 2006 

(alphabetically by last name)
	2. Date Scheduled to Graduate
	3. Graduated (G) 

Incomplete Grad (IG)

Withdrawn  (W)

Early Withdrawal  (EW)

Auditing only (A)

(include date)
	4. Last Known Address, e-mail, and Telephone #

(include area codes)

	Sample: 

Queue, Suzy


	01 Mar 06
	 (G)  12 Apr 06


	123 Main Street

Alexandria, VA 22314

(573) 751-0101

squeue@msn.com

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


COHORT 2 GRID 

To Calculate the 2006 Placement Rate
School Ref. #_____________





Program/Course ___________

	Students who graduated in 2006

(alphabetically 

by last name)
	Date Graduated
	Last Known Address, e-mail, and 

Telephone #  (include area codes)
	Employer’s Name

Employer’s Address Telephone/Fax

Email address
	Unavailable for

Employment

	Sample: 

Queue, Suzy


	05-May-2006
	2222 Brown Ave.

Apt. 234

Winchester, MO 65103

(940) 333-2424


	ABC Salon & Spa

1100 Main, Apt. 509    

Winchester, MO   65102

(573) 751-0101

squeue@msn.com
	n/a



	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


COHORT 3 GRID  

For Calculating the 2006 Licensure  Rate

School Ref. # __________________________


Program/Course ___________________
	Name of Graduate
	Written Exam (National)
	Written Exam 

(State)
	Practical Exam

	Example:

Alexander, Mindy
	F-2005

P-2006
	(None in  this state)
	F-2006

P -2007    PASS
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