INSTRUCTIONS

INITIAL APPLICATION  FOR CERTIFICATE OF APPROVAL TO OPERATE IN MISSOURI FOR

PURPOSES OF STUDENT RECRUITMENT
CONTACT INFORMATION

(      (
Department of Higher Education

Proprietary School Certification Program

3515 Amazonas Drive

Jefferson City, Missouri 65109-5717

Telephone: (573) 751-2361

Facsimile: (573) 751-6635

Web Site: www.dhe.mo.gov
E-mail Contact: info@dhe.mo.gov


If you need special accommodations in order to participate in the application process, please notify the department at the above address.
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PROPRIETARY SCHOOL APPLICATION FOR INITIAL CERTIFICATION TO OPERATE IN MISSOURI FOR PURPOSES OF STUDENT RECRUITMENT AND RELATED ACTIVITY

INTRODUCTION

Purpose

This application is to be completed only by schools seeking initial certification to operate in Missouri for purposes of student recruitment and related activity.  Prior to being certified to operate, a school, including its officers and employees, may not maintain a physical location, address, electronic device, or telephone number within the boundaries of the state of Missouri from which promotional material is distributed or recruitment effort initiated and/or to which potential or prospective students may inquire or respond. The school may not make any claim or reference to having an approved, certified, or pending application status with this department.  Physical presence does not include advertising through printed or electronic media as long as the initiation of that advertising is not within this state or the advertising does not identify any Missouri presence.  Recruit-only certification does not authorize the operation of an instructional facility or the delivery of instructional courses or programs in Missouri.  The fact of being certified to operate is determined by the issuance of a certificate to operate, and the effective date is specified on the certificate.  The certificate to operate will only be issued after the application has been approved, the required security deposit has been submitted, and the required certification fee has been paid.

Submission Procedures

This packet contains two copies of the application for the initial certificate of approval to operate for recruitment purposes and related activity.  The application consists of three sections with instructions for completion at the beginning of each section.  Please submit one completed copy to the Department of Higher Education, Proprietary School Certification Program, 3515 Amazonas Drive, Jefferson City, MO 65109-5717.  Retain one completed copy for your records.  All applications are stamped with a validation date prior to their distribution.  Because the application forms change periodically, this date is intended to ensure that applicants are using the most recent version of the forms.

Review Procedures

Care and diligence are required in the completion of this application.  Care and diligence mean that all information requested is fully answered.  This includes all signature pages, all numbered items and all exhibits.  The application must demonstrate that the proposal is the product of careful planning.  It must show that the instruction proposed has legitimate purpose and that it is of adequate content and duration.  It should also demonstrate that the proposed school has the necessary resources to implement and maintain the proposed instruction in compliance with certification standards. 

Review of and response to this application will be impacted both by the care and diligence of its preparation and the workload of the department staff responsible for its evaluation.  It will be reviewed as quickly as possible, but 120 days are suggested as the minimum expectation for completion of the initial review of the application. The initial review by departmental staff is a thorough review of all application sections and exhibit information.  Following this initial review, a final review is performed by the director of the certification program, and the school is then contacted to request any additional documentation that may be required.  Subsequent to these reviews of the application, additional information, documentation, or verification may be requested in supplement to the application.  Please review the timeline provided on the following page to ensure that school start up plans include adequate time for approval to be granted.

Timeline for Schools Applying

for Initial Certification to Operate

 in Missouri for the Purpose of Student Recruitment

SUBMISSION OF COMPLETED APPLICATION

INITIAL REVIEW

(Please allow a minimum of 120 days to complete)

DECISION ON APPLICATION 

SECURITY DEPOSIT 
CERTIFICATION FEE PAYMENT
ISSUE 

CERTIFICATE

Submit the initial application, with all sections completed, all signatures provided, and all exhibits attached.  You will receive a letter from the department acknowledging receipt of the application.
Receive a letter detailing the review of the application requesting revision of application materials and/or additional documentation and clarification to correct.  

NOTE:  This step may be repeated to allow for additional clarification and to ensure all certification standards have been met.

Based on review of all information by departmental staff, the application to operate for purposes of student recruitment is either approved or denied.  If the application is approved, the school continues to the next step of the certification process.

The school will be asked to post a financial security deposit.

The final request will be for the school to pay the initial certification fee.  A certification fee must be paid each certification year.
The school will receive its initial certificate to operate for purposes of student recruitment and may begin recruitment activities within the state.

SECTION I

(CERTIFICATION STANDARDS(
INSTRUCTIONS

This section contains a series of statements regarding the standards required for certification to operate for purposes of student recruitment and related activity.  A school official must initial each statement and by doing so attests that the school will operate in compliance with that standard.  The name and title of the school official who initials the attestations must be provided on page five of the application.  Regardless of who initials the items, the school official signing the application is responsible for the accuracy and completeness of all information provided in the application.  If you are unable or unwilling to attest to compliance with any item, attach a full narrative explanation as Exhibit Ten, at the end of the application.  Applications will be rejected and returned if any of the following occur:

· The school official initialing this section is not identified.

· A statement has not been initialed and no explanation is attached as Exhibit Ten.

· The school official’s initials are typed into the blanks. 

· The blanks contain (’s, (’s or anything other than the school official’s original initials.

DEFINITIONS OF TERMS USED IN THIS SECTION

Academic Progress or Satisfactory Academic Progress: The policy and procedures for periodically evaluating, measuring, and recording the extent to which each student is meeting stated course or program requirements and objectives, and includes any consequences of failure to do so.

Advertising: Any printed, published, recorded, broadcast, electronically transmitted, or publicly presented information that markets or describes the school for any purpose.

Board or Coordinating Board: The Coordinating Board for Higher Education created by section 173.005(2), RSMo.

Certificate: Any award, including a diploma, that does not have a degree designation.

Degree: Any award, earned or honorary, conferred with the designation of associate, baccalaureate, master, professional or professional development, specialist or doctorate.

Department: The Department of Higher Education created by section 173.005(1), RSMo.

Grievance Policy: The internal procedures through which a student may formally make a complaint regarding actions of a school and a school may make its response to such a complaint.

Operate: To establish, keep, or maintain any facility at a location or locations in this state where, from, or through which education is offered or given and shall include contracting with any person, group or entity to perform any such act.

Transcript or Transcript Record: A student’s permanent educational record.

SECTION II

( INSTITUTIONAL INFORMATION (
This section includes information regarding the school’s physical location(s), ownership, control, accreditation, and three data collection reports.  

Location, Ownership, Control and Accreditation

The information provided in these items identifies the official name, physical location, mailing address, telephone and facsimile numbers, and the web address of the school.  Additionally, it establishes the type of ownership and control of the institution and the status of the institution with any accrediting or approving agencies.

DATA COLLECTION REPORTS

· The Program Inventory establishes the scope of your institution’s certificate to operate for purposes of student recruitment.  It is crucial that this inventory accurately and completely reflects the programs offered by your institution for which you propose to recruit students from the state of Missouri.  This report is Item 43 in the application, and it is considered one of the most important parts of the application process.  The information for each program listed on Item 43 must be supplemented by information contained on each program outline cover sheet, program outline submitted as a part of Exhibit Four, and the equipment and facility list provided as a part of Exhibit Five.
· The Personnel Data provides verification that the institution employs adequate administrative and support staff and a sufficient number of qualified instructors.  Detailed personnel listings and résumés of all staff must be included in Exhibit Six and must include names of institutions, degrees/certificates earned and years attended, names of employers, position titles, and years of service.

· The Financial Statement provides a basis for determining the institution’s compliance with the standards requiring a sound and adequate financial structure supporting continued operation of the school.  The income and expenditure statement is to be completed for the immediately previous completed fiscal year of operation. 

· These reports provide information pertaining to the school’s eligibility for certification.  The data reports are also available in an electronic format to facilitate their completion.  Please contact department staff to receive a diskette containing the reports, or for access to a downloadable version, visit www.dhe.mo.gov.  Please note that a printed copy of the forms must be submitted with the application packet.
· Please note that instructions for each of the data collection reports may be found immediately before the required form.

DEFINITIONS OF TERMS USED IN THIS SECTION

Agent: Any employee, solicitor, or other person who, for remuneration, by any means and at a place away from the school premises or site of instruction, enrolls or attempts to enroll a resident of this state in a course or courses of instruction or study offered or maintained by a proprietary school, wherever located, or otherwise holds himself/herself out to a resident of this state as representing a proprietary school for such purposes.

Accredited School: A school that holds accredited status from a national or regional accrediting agency or association recognized by the United States Department of Education as a reliable authority concerning the quality of education or training provided by institutions of higher education.

Branch Campus or Branch: A geographically separate and permanent instructional facility, that is derived from and controlled by its main campus.  A branch campus may provide complete and distinct programs and employ unique or shared instructional and administrative personnel.  A branch may produce and maintain its own institutional and student records.

Contact Hour or Clock Hour: A minimum of fifty (50) minutes of instruction or training that is directed and supervised by an instructor or trainer.

Course: A defined and unique education offering with discrete objectives and requirements in support of a program, whether conducted in person, by mail, or through any telecommunication medium.

Credit Hour: The unit of quantitative measurement of educational attainment earned in a course, generally stated in semester, trimester, or quarter hours.  The basis of measuring a credit hour shall be defined in accordance with the standards of a school’s accreditor or, in the absence of accreditation, defined to be consistent with the definition of such generally employed at institutions of American Higher education, as determined by the department.

Main Campus: The primary instructional facility of a school, as so designated by the school.  For accredited schools, the main campus is the one to which accreditation is directly conferred and from which other campus locations derive their accreditation.

Physical Presence (in the context of recruitment operations): Any address, physical location, electronic device, or telephone number within the boundaries of the state of Missouri from which promotional material is distributed or recruitment effort initiated and/or to which potential or prospective students may inquire or respond.  Physical presence does not include advertising through printed or electronic media as long as the initiation for that advertising is not within this state or the advertising does not identify any Missouri presence.

Program or Program of Instruction: A complete academic or vocational educational offering that fulfills the requirements for the awarding of a certificate or degree.  A program may consist of one or multiple courses, and shall, upon satisfactory completion, fulfill an academic, occupational, or other training objective.

INSTRUCTIONS

PROGRAM INVENTORY
APPLICATION ITEM 43

This item requests information about the inventory of instructional programs offered by the school.  This application item establishes the programmatic scope of the school’s certificate of approval to recruit students in the state of Missouri and, as a consequence, must accurately and completely report each instructional program offered by the school.  This application item is one of the most crucial and requires extreme diligence in its completion.  

As provided in the definitions on page 14, a “program” or “program of instruction” is defined as a complete academic or vocational education offering which fulfills the requirements for the awarding of a certificate or degree.  A program may consist of one or multiple courses, and shall, upon satisfactory completion, fulfill an academic, occupational, or other training objective.  A school may offer one or multiple programs of instruction and must list every program offered on the program inventory.  If the school offers the same program during the day and during the evening, and if offering the program at different times alters the length and/or the cost, those programs must be listed separately on the inventory.  See page 18 for an example of this on the sample program inventory.

Item 43 must include, for each instructional program offered:

· The official program title as it appears in school publications.

· The projected total enrollment during the first full year of operation.

· The length of the program in weeks.

· The number of contact or credit hours required for completion of the program.  If credit hours are used, please indicate if they are semester or quarter based.  If progress and completion are not measured in hours, please report the number of lessons or other measures used for this purpose and attach an explanation/definition of these items.

· Tuition, fees, and other costs of enrolling in and completing the program.

· The exact designation of the award granted upon satisfactory completion of the program.  For example, in the column labeled “Cert.” indicate if the award is a certificate of completion, graduation, etc.  For degree programs, indicate the degree designation such as Associate of Occupational Studies, (AOS), Bachelor of Science (BS), etc.

If any of the above items are not completed, or are completed incorrectly, the department will be unable to complete the review of your application.  It is imperative that Item 43 is filled out accurately and completely to avoid unnecessary delays in the review of your application.  Please note that a separate Item 43 must be completed for each branch campus identified in Item 42.

The inventory provided will also be used as a basis for evaluating the disclosure of programmatic information in advertising and publications and for the department’s profile of the institution that is made available to the public; therefore, it is important that the information provided is consistent and complete.  Again, it is imperative that the information provided is accurate to ensure the accuracy of disclosure to students and potential students.

· This form is available electronically.  Contact the department staff or visit our website at www.dhe.mo.gov to receive a copy.

PERSONNEL DATA
INSTRUCTIONS

The information provided on these forms verifies the institution employs adequate administrative and support staff and a sufficient number of qualified instructors.

Item 44A: List the number of administrative and instructional staff employed in each category (full-time or part-time) for the school.   Please note that while it is possible for a school to employ one person as both an administrator and an instructor, this person must be listed as part-time in each category.

Item 44B: List the recruiting agents that will be used to recruit students from the state of Missouri.  Please include the agent’s name, address and phone number as well as the part of the state for which they will be responsible for providing recruitment.  If the agents have not yet been hired, please provide the minimum qualifications that will be used to hire for these positions in Exhibit Six.
· Additional information must be provided about school personnel as part of Exhibit Six of this application.  This includes information about administrative and instructional responsibilities as well as educational and experiential résumé information for each person and position.  A checklist has been provided in Exhibit Six that outlines the minimum information that must be included for each person and position.  
· These forms are available electronically.  Contact the department staff or visit our website at www.dhe.mo.gov to receive a copy.

FINANCIAL STATEMENT

INSTRUCTIONS

The income and expenditure data submitted in this section provide a basis for determining the school’s compliance with the standards requiring a sound and adequate financial structure supporting operation of the school.  This section of the application includes a financial statement showing major categories of income and expenditure for the last completed school fiscal year, and reports the certification fee and security deposit requirements that are based on that financial information.  Completion of the included financial statement is a required part of the school application for certification to operate for purposes of student recruitment.  Other financial statements may be attached in Exhibit Nine to the application as supporting documentation but may not be substituted in lieu of this statement. 

Name of School: Official name of the school as shown on the application.

Item 45: Enter the 12-month period for which data are reported, as determined by the school.  The time period for this report should be the most recent fiscal year for which financial information is available.

Signature of School Owner or Chief Administrative Officer: This line must include an original signature of one of the indicated school officers.

· The information contained in the financial statement will be used to determine the financial viability of the school.  After the application to recruit students from the state of Missouri is approved, this statement will be used to determine the amount of the annual certification fee (Item 54) and to establish the amount of the security deposit requirement (Item 55).  The formula for calculating the amount is described in the related application item.  Do NOT submit the certification fee or the security deposit with this application.  Information concerning the submission of those items will be provided after the application has been reviewed and approved.

The security deposit, as required by law, must cover any and all Missouri locations and all agents of the school and must remain in place continuously in order for the school to maintain its certificate of approval.  Compliance must be by a performance surety bond, irrevocable letter of credit, or cash bond secured by a certificate of deposit.

· This form is available electronically.  Contact the department staff or visit our website at www.dhe.mo.gov to receive a copy.

· Because this form requires an original signature, a signed hard copy of this form must be submitted with the application.

SECTION III

(EXHIBITS(
To complete our evaluation of your institution’s eligibility for certification to recruit students from the state of Missouri, the department examines your publications, enrollment agreement, and transcript to confirm the disclosure of all required information.  Checklists are provided for your convenience in reviewing materials for completeness and accuracy. The exhibit checklist also requires an authorized signature attesting to the accuracy of the attached documents.  These exhibits are also evaluated to verify that the institutional, programmatic, financial, student cost, and student services information reported on the application is accurately and consistently disclosed in the school’s publications.

The school must submit the following items as exhibits and these items must be numbered or labeled appropriately:

· Publications and other printed material (catalog, brochure, student handbook, etc.) containing the school’s disclosure of required information to students.  This exhibit will be evaluated to determine if all required informational disclosures will be made to students and prospective students and to ensure that the information provided meets certification standards.  Complete the checklist provided, and include copies of your catalog, student handbook, brochures, pamphlets, handouts and other printed materials that will be used to provide information about your institution to students or prospective students.  If the school maintains a web site, the materials in this exhibit will be compared to that site to confirm consistent information disclosure.  If information is only available from an online source, a printed copy (including a date) must be submitted as part of this exhibit.  A checklist is provided to assist with the completion and review of this exhibit and a completed checklist must be attached as a part of this exhibit. 

(
Completed Enrollment Agreement.  This exhibit will be evaluated to determine if the agreement contains all required information.  Complete the checklist provided and attach a copy of a completed enrollment agreement, with information as if a student had enrolled in one of the programs offered by the school (a real agreement).  A completed checklist and enrollment agreement must be attached as a part of this exhibit.

· Official Completed Transcript.  This exhibit will be evaluated to determine if the transcript contains all required information.  Complete the checklist provided and attach a copy of the school’s completed official transcript containing information as if a student had completed one of the school's programs and had received an official transcript (a real transcript).   A completed checklist and transcript must be attached as a part of this exhibit.

· Program and Course Information. This exhibit will be evaluated to determine if the proposed instructional programs are of sufficient level, content, and duration to achieve their objectives and to determine if they are appropriate to the proposed award level and study discipline.  A Program Outline must be submitted for each program listed on the program inventory. A program outline should be a detailed and well organized instructional outline which includes, at a minimum, all of the information described in the program outline instructions.  This exhibit must also include a course outline for each course or instructional unit offered within each program of instruction.

EXHIBIT INFORMATION - CONTINUED
· Equipment List and Facility Description.  The equipment list should include only those items currently available (owned, leased, etc.) for use by the school.  A separate listing of equipment which must be purchased may be included for informational purposes only.  The facility description will be evaluated to determine the adequacy of the physical plant.  Again, please note that the department will accept a minimum description of a facility that the school intends to use for the initial evaluation of the application.
· Personnel Information and Résumés.  This exhibit will be evaluated to assess the qualifications of school personnel, both administrative and instructional.  Résumés must include both educational and experiential information for all personnel.  Educational information must, at a minimum, include the names of institutions attended and the period of attendance and degree/certificates received and the date those awards were conferred.  Experiential information must, at a minimum, include a continuous record of experience including the names of employers, the positions held, and the years of employment with each. They should also include any additional background information pertinent to the position that will be held at the school.
· Corporate Documentation.  This exhibit will be evaluated in order to understand the ownership and control structure of the school.  This should be a complete copy of the articles of incorporation for the school and a copy of the school’s certificate of incorporation.  As a note, registration as a Missouri corporation is not required for certification to operate.  This exhibit should also include documentation verifying the institution is in good standing with the home state of approval as listed in Item 39B.
· Employment and Salary Expectations.  This exhibit will be evaluated to determine the workplace demand for graduates of the school.  This item should include specific information and written documentation on the employment potential (job availability) and salary or compensation expectation for students completing the program.
· Financial Reports.  This exhibit may contain any financial statements that the school wishes to provide to support the information located on the financial statement.  Any information provided as a part of this exhibit does not take the place of the financial statement on page 27 of this application.  This exhibit is intended for supplemental financial statements only.
· Supplemental Information.  This exhibit should include any information that the school is submitting to supplement the application, as well as a narrative explanation concerning an attestation marked not applicable.
INFORMATION ITEMS

ONCE THE SCHOOL IS CERTIFIED TO OPERATE FOR THE PURPOSE OF RECRUITING STUDENT FROM WITHIN THE STATE OF MISSOURI

Annual Recertification.  The standard certification year begins on July 1 and ends at midnight on the following June 30.  Each school must renew its certificate annually.  Initial approval to operate is effective only until the end of the current certification year (June 30).  Forms to apply for recertification are mailed to all schools in January with a deadline for submission of March 15.  If you have any questions concerning annual recertification, please contact the proprietary school certification staff.

Changes at the School.  The information provided in the application and any supplemental information supplied by the school establishes the basis for and scope of the certificate of approval to operate.  As a consequence, when changes are made that impact the information provided in the application, it is important to contact the proprietary school program staff to inform us of those changes and to secure any approvals that may be necessary.  Examples of changes requiring 30 day advance notification and approval include:

· Any changes to the institutional information section of the application 

· Location

· Ownership

· Name

· Control

· Branches

· Any changes to the programmatic offerings of the school

Changes that the department suggests you share in order to ensure accuracy and continued compliance with certification standards include:

· Any changes to your publications during the certification year

· Any changes to your enrollment agreement during the certification year

· Any changes to your transcript record during the certification year

· Any changes to the tuition and fee charges during the certification year

Student Data.  Although applicants for initial certification cannot report enrollment and other student data at this time, submission of this information will be required for annual recertification.  This section of the instructions is for your information and advance notice.

The data submission requirements that will become effective with the first annual application for recertification include three data submission forms. 

· Form DHE 01-R: This form reports the tuition and fees paid by individual students recruited from Missouri during the school’s last completed fiscal year.  This information will be used to calculate the annual recertification fee and security deposit requirement.
· Form DHE 04-R: This form reports, by program name, the headcount enrollment of students recruited from Missouri by gender, the number of student recruited from Missouri that graduated, and the number of students recruited from Missouri that were employed in a training related field.
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To be certified to operate in the state of Missouri for the purpose of recruiting students, the out-of-state applicant school must have continuously operated for a minimum of two (2) years prior to the application to operate in Missouri, be licensed or approved by the other state, territory, District of Columbia, or national government and the requirements for approval or licensure in the other state or political entity must be substantially equal as determined by the department, to those in force in Missouri at the time the application for approval is filed.
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