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4401 Ford Avenue, Suite 1300 Alexandria, VA 223@32- (703) 600-7600 (703) 379-2200
http://www.naccas.orgnaccas@naccas.org

Instructions/Annual Report Worksheet
Preliminary 2007-2008 Annual Report

General:

Your institution’s success with regard to providemguality education to your students is measuned,
part, by student outcomes. NACCAS’ Standard Ite€ion 4, requires you to meet or exceed the
following rates of student achievement:

50% graduation 60% placement 70% licensure

Each rate is based on a slightly different cormrgroup of students.

The Preliminary 2007 Annual Report Worksheet (FajirRates Calculation Worksheet (Form 2), and
Grids (attached here), are intended to help yoaroeg your documentation in order to show
compliance with Standard I, Criterion 4. By prepgrthis Preliminary 2007 Annual Report, you will
see where you need to improve student trackingoaokl-up documentation before you submit your
final report by November 30th.

1. Fill out the three grids for each program ofteat your institution.

Grid Use to fill in the annual
report worksheet:
Cohort 1 Grid| Provides information used to Items 1, 2, 8 and ATB
calculate your completion rate | information

Cohort 2 Grid| Provides information used to Items 3, 4, 5, 9 and ATB

calculate your placement rate information
Cohort 3 Grid| Provides information used to Items 6 and 7 and ATB
calculate your licensure rate information

2. Fill out a Form 1 for each program offered atrymstitution, by pulling information from the
Grids.

3. Then fill out a Form 2 to calculate preliminaigmpletion, placement and licensure rates for your
institution.

4. |If there are fewer than 100 students in a eatheocohorts for each year — 2005, 2006, and 2007
and your institution has a rate below the standard,have the option of substituting a three-year
average rate for the 2007 rate.

5. Copy your written procedures for tracking studemmd gathering information for the NACCAS
annual report. Attach these to the Form 1 Worksheet

6. Attach your Grids and back-up documentationdm¥1.
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Completion Data(Cohort 1 Grid: Students scheduled to graduag9iv)

1.

Complete a Cohort 1 Grid for each program. dvelihe instructions on the Grid.

» Make sure that only students who were schedulgdaguate in 2007 are listed.

» If a student whose original enroliment agreemesthim/her scheduled to graduate in 2006,
but he/she had a leave of absence that changésctieduled to graduate” date to a date in
2007, this studershould be listed on the Cohort 1 Grid.

» If a student whose original enroliment agreemesthim/her scheduled to graduate in 2007,
but he/she had a leave of absence that changéskctiedule to graduate” date to a date in
2008, this studershould not be listed on the Cohort 1 Grid.

Students in the following groups must be listadhe Cohort 1 Grid, but do not need to be counted

as “scheduled to graduate.”

e Students in a program of less than one (1) acadgeaicin length who dropped out within
15 days of enrollment. Mark them “EW” on the Grid.

» Students in a program of more than one academrcwlea dropped out within thirty (30)
days of enroliment. Mark them “EW” on the Grid.

» Students in short programs that were not eligibidFederal student financial assistance,
who were only auditing the program, for personaiadtiment. Mark them “A” on the
Grid.

Note: When you prepare your final 2007 annual reploese students will be counted as enrolled

in 2007.

Count the number of students who are listecherCohort 1 Grid as “scheduled to graduate” in

2007 (do not include the “EW” or “A” students) aedter this number on Item 1 of the Form 1

Worksheet corresponding to the program.

Double check the files of the students that lyave listed as graduates.

» If your graduation policy states that students npastall debts owed to your school before
they can graduate, mark students who still owe yoomey with an “IG”.

» If there are students listed on the Grid who hareleted the required hours for their
program of study, but have not completed otherirements such as a final exam, or
completion of a certain number of services, maduttas “IG”.

Count the number of students on the Cohort &l Gearked with a “G” as graduates and enter this

number in Item 2 on the Form 1 Worksheet corredjppanto the program.

For each student whose name appears on a lih@wisterisk (*), attach the following documents

to the Cohort 1 Grid:

» A copy of the student’s enroliment agreement, \&ittendments, if any, and

» Documentation showing the student completed thgraro, if applicable.

Placement DatgCohort 2 Grid: Students whose graduation dateiwd®07, no matter what year they

were scheduled to graduate)
1. Fillin a Cohort 2 Grid for each program, folliow the instructions on the Grid.

» Some students listed on Grid 1 may also be liste@iid 2 if they graduated in 2007.

» Other students on Grid 1 will not be listed on Gtjbecause they did not graduate until 2008.

* Some students who were scheduled to graduate i @0€arlier will be listed on Grid 2,
because they did not graduate until 2007.

Count the students listed on the Cohort 2 Gridemtdr the number into Item 3 on the Form 1

Worksheet corresponding to the program.

On the Cohort 2 Grid enter the name, address,ed@phitone number of the employers for as many

students who graduated in 2007 as you can. Indaxdeumber and e-mail address, if available.
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4.

5.

Count the number of 2007 graduates who are empl@retienter this number in Item 4 of the
Form 1 Worksheet corresponding to the program.
For each graduate whose name appears on a linednaith an asterisk (*), attach a copy of
proof of employment to Grid 2. This documentatiomynnclude

»  Employer follow-up surveys

e Student follow-up surveys

» Telephone logs of employer or graduate contacts

» Postcard surveys returned by graduates

» Business cards

» Flyers or advertisements naming graduates workirggivice facilities

* Notes to the file from instructors certifying thegw the graduate working in XYZ salon
Count the students listed as “unavailable for @yplent” for each reason and enter it into the
appropriate spaces in Item 5 of the Form 1 Workisteeesponding to the program. Acceptable
exemptions are:

» Deceased or Disabled

* The graduate has been deployed for military setdittg.

» The graduate has continued in higher education.

» The graduate studied under a student visa.
Make sure you have documentation to show the uladoitity for employment for these graduates.
If a student whose name is marked with an astéfjsk “unavailable for employment”, please
attach your documentation of this to the Cohortrdd G

Licensure Data:(Cohort 3 Grid: Students who sat for the licersexamination for the first time in

2007, no matter what year they graduated)

1.

Fill in a Cohort 3 Grid for each program, follioyg instructions on the Grid.

» If a graduate took all portions of the exam in 2A3T him or her.

» If a graduate took one portion of the exam in 2006arlier, and took the other part(s) in 2007,
he/she should be listed as taking the exam in 2007.

» If a graduate only took one portion of the exar2®@7, and left other parts for later, do not list
him or her.

Attach a copy of state licensing examinatiororepfor 2007 to the Cohort 3 Grid.

» If your state (or test administrator) issues reptot a 12-month period other than January 1 —
December 31, you may base your report on this 1@tmperiod.

» If the state (or test administrator) does not issxamination reports, attach to Grid 3 a copy of
the other documentation you used to fill in the @oB Grid.

Count the number of examinees listed on Grié&Bter this number in Item 6 of the Form 1

Worksheet corresponding to the program.

Count the number of examinees listed as haveisggd all portions of the licensure examination up

to the submission of the annual report on Nover8Be2008. Enter this number in Item 7 of the

Form 1 Worksheet.
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Form 1

Preliminary Annual Report Worksheet: 2007

Fill out a Form 1 for each program offered at tigitution(s) covered by this annual report.

Name of Program:

NACCAS Ref. #(s)

Cohort 1: Number of students scheduled to graduate in 2897 ltem 1
Students from cohort 1 who completed the prograin (G Item 2
Cohort 2:Number of Students who Graduated in 2007, no mattet year ltem 3
they were scheduled to graduate. (GG)

Number of Students from Cohort 2 who have worked salon or Item 4
professional service related to the training reeeiat your institution (J)

Number of Graduates from Cohort 2 who are unavigiledowork due to (U): Item 5

Deceased

Disabled

Active Military

Continuing in Higher Education

Studied under a Student Visa

Cohort 3:Number of graduates, no matter what year theyugtiad, who ltem 6
took Licensure Exam in 2007 (E):

Item 7

Number from Cohort 3 who passed Licensure Exam (L)

Make as many copies of this form as you need.
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Form 2
Preliminary Rates Calculation Worksheet: 2007

Copy information on each program from Form 1 intorfr 2 then follow the steps to calculate
the preliminary completion, placement and licensates for your institution(s) for 2007.
Outcomes rates are based on all programs combiigake extra pages if you have more
than five (5) programs.

Completion Rate: Preliminary Rate for 2007

Program Name
Example: TOTAL ALL
COS PROGRAMS
Iltem 1 S=
Item 2 G=

G (Graduates) S (Students Preliminary 2007 Completion Rate*
scheduled to
graduate)

*Note: If the preliminary rate is below 50%, ar8i3” in the chart below is less than 100, you haeeoption of using a
three-year average rate for 2005, 2006 and 2007.

Optional Three-Year Average Completion Rate

2005 2006 2007 Total for 3 Years
Item 1 (all programs) S3 =
Item 2 (all programs) G3=
G3 S3 Average 3-Year Completion Rate

Placement Rate: Preliminary Rate for 2007

Program Name
Example: TOTAL ALL
COSs PROGRAMS
Item 3 GG=
Iltem 4 J=
Iltem 5 U=
J (Jobs) GG - U (@rates — Unavail. Exemptions Preliminary 2007 Rt Rate*

*Note: If the preliminary 2007 Placement Ratbéow 60%, and the GG for each year is less 118 you have the
option of using a three-year average rate for 20066 and 2007.

Optional Three-Year Average Placement Rate

2004 2005 2006 Total for 3 Years
Item 3 (all programs) GG3 =
Item 4 (all programs) J3 =
Item 5 (all programs) U3 =
J3 (GG3 - U3) Average 3-Year Placement Rate

See back for Licensure Rate Calculations
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Licensure Rate:

Program Name
Example: TOTAL ALL
COS PROGRAMS
Item 6 E=
Iltem 7 L=
L (Passed) E (Took Exam) elidrinary 2007 Licensure Rate*

*Note: If “E” is below 70%, and “E3” in the chtabelow is less than 100, you have the optionsirigia three-year average
rate for 2005, 2006 and 2007.

Optional Three-Year Average Rate
2005 2006 2007 Total for 3 Years
Item 6 (all programs) E3=
Item 7 (all programs) L3 =
E3 L3

Average 3-Year Licensure Rate
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