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CATALOG SUBMISSION FORM
NONCOLLEGE DEGREE (NCD) INSTITUTIONS
Section 1 – Facility Information
	Date:      
Name of School/Facility:      
Mailing Address:      
Physical Address:      
Chief Administrative Officer Name/Title:      
Name/Title of Contact:      
Tel. #       Fax #      
Email Address:        
Are you reporting a change of address, name, ownership, or profit status?

Yes


No 

If yes, please explain.  In addition, you must request a template or packet from the SAA to officially submit the change(s).
     



	School/Facility is organized as:

 Public Entity (City, County, State, or Federal)

 Nonprofit Corporation/Business
 For-profit Corporation/Business

 Other (specify)      
Accreditation Status:

 Accredited                                                           
                                  (Provide name of accrediting agency) (Expiration date)
 Candidate for accreditation
 Nonaccredited



Section 2 – Catalog Approval Requirements
The following catalog approval requirements must be completed and returned when submitting new catalogs.  All policies must be in compliance with Title 38 of the Code of Federal Regulations.  
To ensure that school programs and/or policies meet the minimum criteria under Section 3675 or 3676 of Title 38 U.S. Code and the Code of Federal Regulations 38 CFR §21.4253 (accredited) and §21.4254 (nonaccredited), the school catalog, brochure, or bulletin must address the following items.  Please cite all applicable pages for each item.

Section A – Catalog requirements for accredited or nonaccredited institutions:

	1. School catalog, brochure, or bulletin:

a) Does the document include the name of the school, date of publication, and years covered?  Yes      No 
b) Does the document contain the names of the governing body, officials, and faculty?

      Yes     No 
2. Accreditation listings are found on Page(s)       
a) At the time of your institution’s most recent review/reaffirmation by its institutional accreditation agency, were all programs, including degree, diploma and/or certificates for which veterans’ approval is sought, included in this review/reaffirmation process?  Yes    No 
b) If ‘no’ is indicated, have your programs that were not reviewed been subsequently accepted by the appropriate accrediting agency? Yes     No 
If no, please explain:       
c) If nonaccredited, have all programs for which veterans’ approval is requested been approved by the appropriate licensing authority?  (If no, attach an explanation) Yes     No 


Section B – Policies and Tuition/Refund Information

	For the following items, please indicate the page(s) where the information can be found in your catalog:

1. Minimum admission standards:       
2. Minimum requirements for graduation:       
3. Subjects or curriculum to be completed to achieve the vocational, educational, or professional objective:       
4. Grading system:       
a. Minimum grade considered satisfactory or passing:       
b. Minimum GPA or other determiner for graduation:       
c. Notification of student’s progress (grades):       
5. Policy on Academic Probation/Unsatisfactory Progress:       
6. Academic Suspension policy:       
7. Re-entrance policy after academic suspension/dismissal:       
8. Policy regarding student conduct:       
a. Conditions for conduct probation or dismissal:      
b. Conditions for re-admission after conduct dismissal:       
9. Class Attendance policy:       
10. Policies regarding granting credit for previous education/training (prior credit), and Advanced Standing:       
11. Transfer credit policy and maximum number of transfer credits allowed:       
12. Tuition/Fees schedule:       
13. PUBLIC INSTITUTIONS ONLY:  Fee deferment statement for students using GI Bill benefits (Florida Statute, Title XLVII, Chapter 1009.27):       
14. School Refund Policy (Nonaccredited institutions must have a 100% pro-rata policy in accordance with 38 CFR §21.4254(c)(13) and §21.4255):       



Section C – Programs to be approved for VA education benefits:

	For items 2-18, please indicate the page(s) where the information can be found in your catalog.  In addition, for item 1, as indicated, list Certificate/Diploma programs on the Program Spreadsheet.  For Veterans’ Training Approval, these areas must be addressed.  If they are not addressed in your catalog, please attach an explanation of these policies.

1. Certificates/Diplomas – List on Program Spreadsheet (must submit with this form)
2. Basic skills, Deficiency, Remedial/Refresher Policy (CFR §21.4200)       
3. Cooperative Training Policy (CFR §21.4233)       
4. Practical Training/Internship/Externship Policy:       
5. All Nursing clinical study courses (CFR 21.4265(b)):       
6. All professional Clinical Pastoral Education courses (CFR 21.4265(e)):       
7. All Articulation Agreement references (CFR 21.4252(1)) as well as all Contract Agreements (attach contracts)

8. Calendars for all diplomas and certificates:       
9. Assurance of compliance with all Equal Opportunity Laws (proprietary institutions only):       
10. Policy concerning Pre-Professional Programs and program curricula, if listed separately in catalog:       
11. All students are issued a catalog and/or copy of rules, regulations, course outlines, progress requirements, etc.   Yes     No 
12. Are you requesting approval of off-campus sites?:  Yes    If yes, attach list of sites.    No 
13. Document issued to the students upon completion/graduation       
14. Attendance/make-up/interruption policies:       
15. Definition of excused and unexcused absences, if allowed:       
16. Progress records kept by the school and furnished to the student:       
17. Current class schedules:       
18. NONACCREDITED INSTITUTIONS ONLY  Please provide a description of available space, facilities, and equipment – indicate page(s) or attach documents:       


NONCOLLEGE DEGREE (NCD) INSTITUTION
Section 3 – Accreditation Status
*Attach additional pages if required
	Are you reporting a change or issues in accreditation status?

	
	Yes
	
	No    

	If yes, please explain what the change is and include a copy of the letter regarding that change from the accrediting agency:

	     



NONCOLLEGE DEGREE (NCD) INSTITUTION

 Section 4 – All Programs and Courses Contracted with a Third Party
(See approval checklist for new programs offered in whole or

in part through a third party contract)
Please note the following items apply only to programs/courses for which the school has a contract with a third party or other outside entity to provide instruction – either in whole or in part.  If you have no programs contracted in whole or in part, check “N/A” and skip to next page.

	All of our programs that are contracted in whole or in part to a third party remain the same and no changes of any kind have been made to the course content or contract, mode of delivery, syllabuses, MoU, agreement with the third party contractor, change in third party contractor, etc.  If Yes or N/A, skip to next page.  If no, proceed to the next item. 

	
	Yes
	
	No      N/A 

	If there are changes to any contracted program(s), please specify the changes in the comment section on the Program Spreadsheet and include the following:

	Ensure that a new catalog or addendum is submitted with appropriate modifications and page number(s) as well as a copy of the revised contract, MOU, agreement, etc. 


Note – Page 10 must also be completed and submitted with the catalog submission form
Approval Checklist for New Accredited NCD Program





School:       
New Program Name:       
Is this a Continuing Education Program?       

If yes, explain in full the objective/goal of the program.       
Is this a program offered under contract, either in whole or in part?      
If yes, you must supply a copy of the contract
Please provide the following by attaching the information to this checklist:

	CRITERIA
	Page(s)*

	Educational or professional objective: Program must clearly identify a single educational or professional objective that leads to entry-level employment 38 CFR 21.302(h)
	     

	License/accreditation for the school to provide program: provide copy of each
	     

	Curricula:  must provide appropriate sequence of courses leading to competency as determined by review of similar approved programs and in accordance with any guidelines or requirements established by the appropriate professional or licensing organizations. 38 CFR 21.4253(d)(6)
	     

	License & Certification Prep: If this program is intended to prepare individuals to take a license or certification exam, it must be shown that it meets any state instructional curriculum licensure or certification requirements of the state. 
	     

	Mode of Delivery:  Are any of the components of this program offered through independent study, online training, distance learning, etc.? 38 CFR 21.4267      
	     

	Courses: provide list of courses with descriptions
	     

	Clock Hours:       
	     

	Minimum requirements to enter this program: please identify
	     

	Credentials: please identify for the following 38 CFR 21.4253(d)(8):

· Instructors/faculty with credentials (must have adequate credentials and experience).

· Director or Chief Administrator
	     


	Facility:  Describe the facility (i.e., equipment, laboratories and reference materials) where program is taught
	     

	Standards of Progress: must be a definite point in time when the student is terminated for unsatisfactory progress. (School must have a policy that defines the conditions for unsatisfactory progress or grades.)  38 CFR 21.4253(d)(4)
	     

	Academic Calendar (if different from school calendar):
	     

	Is this course lockstep or competency based?
	     


	Tuition and fees:
	     


BSA Form 1302 (May 2016)

*If information appears in the currently approved catalog, please state as such in the appropriate category.
Approval Checklist for New Nonaccredited Program
School:       
New Program Name:       
Is this a Continuing Education Program?       

If yes, explain in full the objective/goal of the program.       
Is this a program offered under contract, either in whole or in part?      
If yes, you must supply a copy of the contract.
Please provide the following by attaching the information to this checklist:

	CRITERIA
	Page(s)*

	Vocational or professional objective 38 CFR 21.302(h): 

· Program must clearly identify a single vocational or professional objective that leads to entry-level employment 

· Program must meet the curriculum frameworks found in the “Vocational Education Program Courses Standards” document (Florida Department of Education)
	     

	License/accreditation for the school to provide program: provide copy of each.
	     

	Pre-licensing requirement:  does program meet minimum contact hours and services required by the appropriate licensing or certification entity?
	     

	Courses: provide list of courses with descriptions
	     

	Clock hours of training:       
	     

	Curriculum:  are courses offered sequentially, from beginning to advanced (If applicable)?       
	     

	License & Certification Prep: If this program is intended to prepare individuals to take a license or certification exam, it must be shown that it meets any state instructional curriculum licensure or certification requirements of the state. 
	     

	Mode of Delivery:  Are any of the components of this program offered through independent study, online training, distance learning, etc.?      
	     

	Credentials 38 CFR 21.4254(c)(2): 

· Instructors/faculty with credentials (must have adequate credentials and experience).

· Director or Chief Administrator
	     

	Facility  38 CFR 21.4254(b)(10):  Describe the facility, i.e., equipment, laboratories and reference materials, where program is taught
	     

	Standards of Attendance & Progress 38 CFR 21.4254(c)(7):

· Attendance policy:  must be a definite point in time when student is terminated for unsatisfactory attendance. (School must have a policies and regulations relative to leave, absences, class cuts, makeup work and tardiness.)
· Progress:  must be a definite point in time when the student is terminated for unsatisfactory progress. (School must have a policy that defines the conditions for unsatisfactory progress or grades.)
· Grading system:  define grading system.     
	     

	Pro rata refund policy 38 CFR 21.4254(c)(13)::  School must have policy relative to refund of unused portion of tuition, fees and other charges in the event student does not enter course, withdraws or is discontinued. This policy must be pro rata to the very end.
	     

	Academic Calendar (if different from school calendar):
	     

	Tuition and fees:  please provide information for this program
	     


BSA Form 1303 (May 4, 2016)

*If information appears in the currently approved catalog, please state as such in the appropriate category.
Approval Checklist for New Accredited Contracted NCD Program 
School:       
New Program Name:       
Please provide the following by attaching the information to this checklist:


	CRITERIA
	Page(s)*

	Educational or professional objective 38 CFR 21.302(h): Program must clearly identify a single educational or professional objective that leads to entry-level employment
	     

	License/accreditation for the school to provide program: provide copy of each.
	     

	Contract:  A copy of the contract must be provided that specifies all obligations of the institution and the contractor with the provisions for payment for services, refund policies, schedule of payments, etc. 
	     

	Contractor:  Provide evidence that the entity providing training under contract is approved for veterans’ training. 38 CFR 21.4233(e)
	     

	Curricula:  must provide appropriate sequence of courses leading to competency as determined by review of similar approved programs and in accordance with any guidelines or requirements established by the appropriate professional or licensing organizations.
	     

	Courses: provide list of courses with descriptions
	     

	Clock hours:       
	     

	Credentials 38 CFR 21.4253(d)(8): please identify for the following:

· Instructors/faculty with credentials (must have adequate credentials and experience).

· Director or Chief Administrator
	     

	Facility:  Describe the facility, i.e., equipment, laboratories and reference materials, where program is taught
	     

	Standards of Progress 38 CFR 21.4253(d)(4): must be a definite point in time when the student is terminated for unsatisfactory progress. (School must have a policy that defines the conditions for unsatisfactory progress or grades.)
	     

	Academic Calendar:
	     

	Tuition and fees:  
	     


BSA Form 1301-C (Nov. 2016)
CERTIFICATION
I agree to the following conditions:

· To report, within 30 days of the change, all applicable changes to the SAA:  New and removed noncollege degree (NCD) programs and standard college degree programs, accreditation status, air agency certification for Part 141 pilot schools and Part 142 training centers, changes in third party contractors, address, change of name, change of ownership, change in profit status, etc. 

· To keep adequate records that show the progress and grades of the eligible person or Veteran and to show that satisfactory standards relating to progress and conduct are enforced.  (see 38 USC 3680A (b)(1))

· To maintain a written record of the previous education and training of the eligible person or Veteran that clearly indicates that appropriate credit has been given by the educational institution (in accordance with its published standards) for previous education and training, with the training period shortened proportionately. (see 38 USC 3680 (b)(2))

· To not certify eligible persons or Veterans in courses precluded such as bartending or personal development courses, courses pursued by radio, and courses avocational or recreational in character, unless the course will be of bona fide use in the pursuit of present or contemplated business or occupation.  NOTE:  The listing is not all-inclusive. (see 38 USC 3680A and 38 CFR 21.4252)
· To report enrollment and any interruption or termination of the education of the eligible person or Veteran within 30 days of the event. NOTE: The listing is not all-inclusive (see 38 USC 3684)

· To not provide any commission, bonus, or other incentive payment based directly or indirectly on success in securing enrollments or financial aid to any persons or entities engaged in any student recruiting or admission activity or in making decisions regarding the award of student financial assistance. (see 38 USC 3696 and PL 112-249, Section 2(d)(1))
· The institution must not engage in enrollment practices of any type, which are erroneous, deceptive, or misleading either by actual statement, omission, or intimation, e.g., you cannot advertise your institution or programs as VA approved (see 38 CFR 21.4252)
· To make students’ files available for review by representatives of the SAA and VA (see 38 USC 3690)
· To provide a certified copy of the school’s catalog, bulletin, addendum to the SAA, when changes are made and every time a new catalog, bulletin, and/or addendum is published.  
· The school will select an employee to act as the contact person for VA, and will inform VA and complete a new VA Form 22-8794, Designation of Certifying Official, when a new employee is selected.  This form is to be submitted to VA (not SAA).
· The school will meet additional reasonable criteria as deemed necessary by the SAA

I certify that:

The information contained in this notification form, and any attached catalog, bulletin, handbook and any other addendum, is true and correct in content and policy and I am aware that the institution or facility must comply with applicable statutes and regulations and that failure to comply may lead to suspension or withdrawal of programs by the SAA or VA.









     
___________________________________________________________________
(Signature of Administrative Official)



(Date)
      




     
___________________________________________________________________

(Printed Name of Above Official)
(Printed Title of Administrative Official)

BSA 1200a - November 9, 2016
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