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Institutional Self-Study Format

Standard I:  Educational Objectives and Institutional Evaluation

The school has a published mission statement identifying the school as providing career preparation in cosmetology arts and sciences, the massage field, and/or related fields and/or unrelated fields.  The school assesses its performance against its stated objectives, documents the results of the assessment, and uses the assessment to maintain or improve institutional performance.

Interpretation of Standard:  Every accredited institution must have a specific mission statement.  The mission must be clearly stated and readily understandable by the public, a prospective student, parents and other educational institutions.  The mission should be reasonable in relation to the school's space and facilities and program(s) offered.  The institution must be able to demonstrate that its rates of student retention, completion, licensure or certification and placement are assessed against its educational effectiveness and that it has used information obtained through the assessment process for improvement.

I.1

&2
Submit a copy of the mission statement that is printed in the school’s catalog.

I.3
Ensure that the school has all the necessary documentation to support the information reported in the school’s most recent NACCAS Annual Report.  The school will provide the supporting documentation used to compile the Annual Report to the NACCAS on-site evaluation team for verification.
I.4
Describe how the school meets or exceeds the required rates for completion, licensure, and employment.  If the school has had rates that are below the minimum required, provide evidence that the school has complied with related Commission directives.  The school also may provide evidence of graduates who are


i.
Deceased


ii.
Disabled


iii.
Called up for military service


iv.
Continuing in higher education


v.
Studied under a student visa

I.5
Provide a list of the school’s advisory committee members, their business address(es), and telephone numbers. 

I.6
Provide a summary of the feedback (i.e., meeting minutes) received from the school’s advisory committee.   The feedback must include, but does not have to 
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be limited to, information about the school’s curriculum, facilities, supplies and equipment, outcomes rates, and student support services.

I.7a
Submit the institution’s assessment of the school’s outcomes and the feedback received.  

I.7b
Submit the institution’s improvement plan. If the school has received a Commission directive due to low outcomes for the most recent Annual Report year, provide evidence of compliance with the requirements of the directive. For example, if the school has been directed to attend a workshop, submit a copy of the workshop attendance certificate; if it has been directed to develop an improvement plan due to low outcomes, submit a copy of the letter approving the plan, etc.

Describe the institution’s strengths and weaknesses in its educational objectives and overall effectiveness.

Standard II:  Instructional Staff
The school employs an instructional staff that is fully qualified and of adequate size to fulfill the objectives of the educational program(s) and institution.

Interpretation of the Standard:  The overall effectiveness of an institution is based in part on the quality and motivation of the school's instructional staff.  The selection of instructors, their orientation to the school's educational systems, guidance and evaluation during a teacher's tenure, and provision of continuing education opportunities is one of the most important responsibilities of the school's administration.

II.1a
Provide a list of the school's instructional staff, a copy of each instructor’s license or certification, if applicable, and their dates of hire. List other teaching and administrative responsibilities of these people. 

II.1b
Submit a completed NACCAS Questionnaire for Instructional Staff Members for each currently employed instructor.

II.2
Describe when the school's instructional staff has the opportunity to prepare for class, evaluate students' progress in the course, advise students individually, and participate in activities of continuing education.

II.3a
Provide a list of all substitute instructors.  Indicate whether the  instructor(s) are required to hold a license/certification, and include their license/certification or number(s).
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II.3b
Describe how the school's substitute instructors are knowledgeable about the school's curriculum, policies and procedures.

II.4
Describe the frequency and content of faculty meetings.

II.5a
Provide a copy of the school's written plan for continuing education and/or faculty professional development.

II.5b
Submit documentation of completed continuing education for each currently employed instructor for the latest full employment year.

II.5c
Describe any changes made in curriculum, teaching techniques and student support services as a result of continuing education in which the instructional staff participated during the period of the school’s most recent grant of accreditation.  

Describe the resulting improvements, if any.

II.6
Submit a copy of a blank instructor evaluation form. The on-site evaluation team will review the completed evaluations for those instructors who have been employed at the school for at least one year.

Describe any plans to alter the instructional staff which were adopted during the most recent period of accreditation.  Describe the results of these changes and the school’s future plans for improvement of the school’s faculty.

Describe the institution’s strengths and weaknesses in its instructional staff.

Standard III:  Administrative Services 

The school has in place administrative policies and services appropriate to the educational program(s).  Such policies and services meet applicable federal, state, local, and NACCAS policies.

Interpretation of the Standard:  Performance standards and monitoring of the school's policies and procedures need to be employed to ensure adequate administrative controls.  The organizational structure and written policies are designed to promote among its staff a spirit of understanding, cooperation and responsibility for providing quality education. Each institution should strive to ensure that all relations including financial record keeping reflect the highest standards and are in conformance with all state and federal laws and regulations.

III.1
Provide copies of any applicable school licenses.

III.2a
Provide an organizational chart or describe the lines of authority.  
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III.2b
Submit copies of job descriptions for each position outlined in the organizational chart  for all currently employed school personnel.

III.2c
Describe how the school’s administration ensures that the written operating policies and procedures are current, implemented, and communicated to all staff.

III.3a
Describe how the institution ensures that staff keep abreast of changes and are knowledgeable about applicable regulations such as federal, state and local statutes and regulations that govern the operations of the school.

III.5b
Submit a copy of the school's certificate for the most recent NACCAS Accreditation Workshop attended by the school owner or other full-time employee designated to be

responsible for the school’s accreditation.  If you did not attend a workshop with 

timelines established in NACCAS’ Workshop Policy, please explain why.

III.6a
If the school participates in any student financial assistance programs, provide the name of the staff person who is responsible for the administration of all of the student financial assistance programs in which the school participates, and submit documentation of completed training sessions and conferences for this person.

III.6b
Provide a current, signed participation agreement from the source of the financial assistant program, if applicable.

III.6c
Submit evidence that the most recent audits required by the financial assistance program have been submitted.

III.6d
If participating in federal loan programs, state the school’s official cohort default rate(s) for the most recent three-year period, as published by the U.S. Department of Education.  If the school’s default rate exceeds 20%, please explain the cause for this rate.

III.7
Provide copies of all advertising used by the school within the last calendar year.

III.8
If the school has training agreements with government agencies, school districts and/or other entities, provide a copy of each such agreement.

III.9
Submit a copy of the school's written policy which addresses: student access to their records; requirements for the release of information to third parties; procedure to obtain authorization to provide directory information.

III.10
Describe how the institution maintains and safeguards its student records.

III.11a
Submit a copy of the school’s written attendance policy, if any, and describe the methods used for tracking student attendance.

III.11b
Provide samples of all documents used to record and track student attendance.

Describe any plans to alter administrative policies and procedures that have been adopted during the most recent period of accreditation.  Describe the results of these changes and state the school’s plans for future improvement of its administrative services.

Describe the institution’s strengths and weaknesses in its administrative services.

Standard IV:  Admissions Policies and Procedures

The school has published student admissions policies that are appropriate for the educational program(s), and the school follows these policies.

Interpretation of the Standard:  An institution's recruitment practices should be ethical in nature and should be aimed at the student population which the school can best serve.

IV.1
Submit the school’s admissions policies.

IV.2
Provide a list of secondary students who were enrolled in your school, but not enrolled under a training agreement with an outside entity, for the last calendar year.  State the total number of students enrolled in the last calendar year. Include copies of the ATB tests taken by these students and evidence of permission from their high schools for the students to study at your institution. 

IV.3   
Submit a copy of your current school catalog, cross-referenced to the NACCAS Catalog Checklist.

IV.4a
Provide a copy of all pre-enrollment information that the school provides to applicants, and which describes the following:

a.
Completion rates for students in the school; and

b.
Pass/fail rates of school graduates on certification or licensing examinations (if either is required to practice).

c.
Placement rates of the school's graduates;

d.
Compensation a successful graduate may reasonably expect;

e.
The physical demands of the profession;

f.
Safety requirements for the profession;
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g.
Certification or licensing requirements for the jurisdiction in which the school is located, or for which it is preparing graduates;

IV.4b
Describe how the school ensures that students receive the required pre-enrollment information.

IV.5
Provide a sample of a completed copy of the school's enrollment agreement, cross- referenced with NACCAS' Enrollment Agreement Checklist.

IV.6
Submit copies of the school's policies for:

a.
How credit for training or education received at another school is applied;

b.
That the school does not discriminate on the basis of sex, age, race, color, religion, or ethnic origin in admitting students; and

c.
That the school does not recruit students already attending or admitted to another school offering a similar program of study.

IV.7
Provide a list of the documentation the school maintains in each students' file to document the school's compliance with admissions requirements.

Describe any plans to alter the school’s admissions policies and procedures to improve student outcomes, which have been adopted since the most recent period of accreditation.  The plan should include methods to evaluate whether or not the planned activities bring about the desired improvements.  Describe the results of these changes and state the institution’s plans for future improvement of the school’s admissions policies and procedures.

Describe the institution’s strengths and weaknesses in its admissions policies and procedures.

Standard V:  Student Support Services 

The school has in place student support services, which provide appropriate information and advice to students.

Interpretation of Standard:  Each institution is required to develop a program of student support services that is consistent with its stated mission.  Such services should support the school's educational program, and objectives and reflect the institution's concern for the welfare of the student. 

V.1
Describe when the school's orientation takes place and provide examples of the content of the orientation program.
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V.2a
Summarize the school's advising policy and procedures for student referrals for professional assistance.

V.2b
Provide a sample of student advising forms utilized by the school.

V.3
Describe how the school provides information and advice on the following:
a.
Regulations governing licensure or certification to practice, including reciprocity among jurisdictions;

b.
Opportunities for continuing education following graduation.
V.4
Describe the job placement services offered to your graduates. Include a count of students and graduates referred to employers in the last 12 months, the number of referrals resulting in job offers, and the number of referrals that resulted in job placements. Show other evidence of compliance with the criterion such as documentation of activities to help students with 

· Resume Writing

· Professional Appearance

· Job Fairs

· Contacts with Salon Representatives

V.5
Describe how the school provides students with information and advice about any financial assistance that is available.

V.6a
Provide a copy of the school's internal procedure to consider student complaints and explain how the procedure is made available to the students.

V.6b
State whether the school has had any student complaints filed with NACCAS or any other regulatory agency since the last grant of accreditation.  If so, please provide a summary of the allegations and final resolution, if applicable.

Describe any plans to alter the school’s student support services to improve student outcomes, which have been adopted since the most recent period of accreditation.  This could include a description of any plans to improve student support services, based on student complaints, counseling, and /or analysis of students who fail to complete the program.  Describe the institution’s plans for future improvement of the school’s student support services.

Describe the institution’s strengths and weakness in its student support services.
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Standard VI:  Curriculum

The school offers a program (or programs) of study of appropriate length in cosmetology arts and sciences, electrology, massage, and/or related fields and/or unrelated fields.  Schools shall develop a written curriculum which is based on its stated mission.  The curriculum for programs in the cosmetology field shall include instruction in the fundamental principles of the care of the health, condition and appearance of the hair, skin and nails, and shall include instruction in the cognate areas which serve to supplement the practical, scientific and business skills of the cosmetology profession.  The curriculum for programs in the massage field shall include instruction in the fundamental principles of massage and/or bodywork.  Each program includes both theoretical knowledge and skill development.

Interpretation of the Standard:  The major indicator of a school's quality is the effectiveness of its educational programs.  The educational programs must be consistent with the school's stated commission, and adequate in content in order to achieve measurable results.  The curricula content and learning experiences are preplanned, and are designed and organized in a systematic manner.  The curriculum content is appropriate for helping students learn skills that will develop professional work skills and ultimately enhance their employability.  Instructional materials should be utilized and reviewed, and their quality and appropriateness to the program assessed.

VI.1a
Describe the process for curriculum development.  Describe how the process ensures that the curriculum content and learning experiences are pre-planned and are designed and organized in a systematic and sequential manner.
VI.1b
Describe any significant changes that have been made in the school's program offerings or in the curriculum since its last grant of accreditation.
VI.1c
Describe how the school ensures that theory and practice are integrated throughout the program.

VI.1d
Describe how the school ascertains that relevant and current practices of each occupation are continually being taught.

VI.1e
Describe how the school ensures that each program is designed so that students acquire the skills needed to make a smooth transition into entry-level employment. 

VI.1f
Cite external validation and opinions of the school's curriculum, such as by state regulatory agencies or the school’s advisory committee.
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VI.

2&3
Provide a copy of the program/course outline for each program/course offered by the institution cross-referenced with the subject areas cited in Criterion 3.  If state laws or regulations prohibit any of the listed subject areas from being taught, submit appropriate documentation to substantiate this fact.

VI.4a
In each program/course outline, highlight the laboratory and field activities required.

VI.4b
Describe how students are evaluated for competence in both theory and practice prior to being allowed to participate in laboratory and field activities.

VI.4c
Describe what systems are in place to ensure that students are not excused from theory class to work in the laboratory.

VI.5
In lesson plans provided under VI.7 below, describe the teaching methods used to present theory and practical classes.

VI.6
Provide a list of all instructional training aids, reference textbooks and audio visual materials available for staff and students.

VI.7a
Provide a lesson plan for both a theory and practical class for each program offered by the institution.

VI.7b
Describe how lesson plans are prepared and revised.

VI.8
If any program exceeds minimum required length by more than 50%, provide the rationale and describe program outcomes.

VI.9 
If the school offers an externship, describe the program and its outcomes.

Describe the school's plans for ongoing improvement of the curriculum, with sharp focus on improving the school's outcomes, which have been adopted since the most recent grant of accreditation.

Describe the institution’s strengths and weaknesses in its educational programs and curriculum.
Appendix #5C
Standard VII:  Financial Practices and Management

The school maintains a sound financial condition and has qualified financial management.

Interpretation of the Standard: The institution has a record of responsible financial management with income sufficient to maintain a continuing educational program of high quality.  The institution has in place financial planning and budgeting procedures to ensure that the school will be capable of completing instruction for all enrollees. 

VII.

1&2
Note:  The school shall submit its compiled (or audited) financial statements separate from the Institutional Self-Study directly to NACCAS within six months of the fiscal year end. Applicants for Initial Accreditation also must submit financial statements with the application form. 

VII.3a
Provide a sample of a completed refund calculation.

VII.3b
Submit a copy of your current refund policy from your catalog and contract, cross- referenced to the NACCAS Cancellation and Settlement Policy and Minimum Refund Guidelines and Checklist. If your State mandates a refund policy, attach a copy. 

VII.4
If the school charges for instruction past the contracted ending date, state the fee charged and the school's procedure for assessing such a fee. Include an example. 

VII.5
Provide a list of the school’s staff who work with the school’s financial and accounting records and state their qualifications and relevant experience.

State the school's plans for maintaining and improving the financial condition of the institution, which have been adopted since the most recent grant of accreditation.  Describe the results of these changes and future plans for improving the school’s financial condition.

Describe the institution’s strengths and weaknesses in its financial practices and management.

Standard VIII:  Instructional Space and Facilities

The school provides equipment, instructional and laboratory space, and other physical facilities that are adequate for instructional needs and meet professional standards of safety and hygiene.
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Interpretation of the Standard:  Each institution must provide an environment which is conducive to effective instruction and learning and which supports the educational programs offered by the school.  The adequacy of the environment is measured against the demands made upon it by the school's educational programs, student population and the school staff.  Instruction is provided in a clean, safe, and sanitary environment.  Light, temperature, ventilation, and space are appropriate for the type of instruction being provided.

VIII.1
Provide a list of the equipment included in the student kit for each program or course offered.  If the school does not provide a student kit, describe how the school provides a student with the tools necessary to fulfill program or course requirements.

VIII.2
Describe how the school's staff and students are provided with access to current reference books, periodicals and other materials to support the school's educational programs.

VIII.3
Describe how classrooms and demonstration areas are protected from auditory and visual distractions.

VIII.4
Describe how the school assures that there are sufficient tables or desks and chairs to meet the needs of the students assigned to a theory class at any one time.

VIII.5
Describe how the school provides a safe and healthy educational environment as specified in Criterion 5.

VIII.6
Describe how the school provides safe storage for students' personal effects.

VIII.7a
Describe how the institution ensures that the laboratory facilities are used exclusively as a training facility as specified in Criterion 7.

VIII.7b
Provide an assessment of how the institution's laboratory equipment and furniture meet the needs of an institution of its size and type.

VIII.7c
Include an example of the price list used. 

VIII.7d
Describe how the quantity and variety of the products and supplies needed for laboratory work are provided for student use.

VIII.8
State whether the school has a professional service facility connected with the school's facility.  If so, please explain how the two operations are separate and independent of each other.
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VIII.10
Provide a photograph of the school's outside sign.  This requirement only applies to schools applying for initial accreditation.

Provide an explanation of any changes that have occurred to the space and facilities since the last grant of accreditation, as well as future plans for improvement.

Describe the institution’s strengths and weaknesses in its space and facilities.

Standard IX:  Evaluation of Students 

The school uses systematic student evaluation to assist student learning and to demonstrate satisfactory student achievement before a certificate of completion is awarded.

Interpretation of the Standard:  The school has methods to assess and record the knowledge and skills acquired by students and determines that prior to graduation students have met all performance standards.

IX.1a
Describe how the criteria for measuring students’ practical skills are established, reviewed and revised if necessary.

IX.1b
Describe how students are evaluated based on specific criteria for practical work.

IX.1c
Provide examples of the forms/tests (with the specific criteria for practical work) used to measure student learning in both theory and practical work.

IX.2a
Describe at what point in the program students are tested on theory and practical skill development.

IX.2b
Describe when tests are graded and reviewed with students.  

IX.3
Describe when students receive written report cards.  Submit a sample of progress report forms used to record student progress in theory, practical work, and attendance.  

State who reviews the student’s records and advises the student of his or her progress.  

IX.4
Describe how the school ensures that each student meets all requirements before being awarded a certificate of completion.
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IX.5
Provide a copy of the school’s satisfactory progress policy, cross-referenced to the NACCAS Satisfactory Progress Policy and Checklist.

State who is responsible for implementation of the school’s satisfactory progress policy.  Describe how the institution determines if a student is making satisfactory progress according to the institution’s policy.  

Describe the school’s plans for on-going improvement of the evaluation of students’ learning and performance based on student outcomes since the last grant of accreditation, and the results of those changes.  Describe any plans for future improvement of the institution’s student outcomes based on changes to the student evaluation process.

Describe the institution’s strengths and weaknesses in its policies and procedures for the evaluation of students.
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