STATE OF GEORGIA

DEPARTMENT OF VETERANS SERVICE

STATE APPROVING AGENCY
APPROVAL DOCUMENTATION FOR NON-ACCREDITED INSTITUTIONS

The basis of approval for all programs offered by a non-accredited institution is its current catalog, bulletin, handbook or brochure.  This single document will be referred to here after as the “catalog.”  The catalog must include the following as established by Title 38 Code of Federal Regulations (CFR) part 21.4254(b)(1)-(12):

GENERAL

1.  Identity data including the name of the school, volume number, and date of publication. 

2.  The names of school officials and their titles and the names of instructors.

SCHOOL CALENDAR
3.  School calendar showing registration, beginning, drop / add, and ending dates of each term.  If the school 

     operates on a year-round basis instead of by terms, so state, and provide beginning and ending dates of the 

     program(s).  Identify holidays and other periods during which the school will be close. 

ENROLLMENT

4.   School policy setting forth the specific date by  which the students are required to enroll for each program. 

      (Such as the date the program commences, or the last day on which the student will be accepted for 

      enrollment).

 5.  Enrollment prerequisites for each program.

ATTENDANCE
 6.  The total number of excused absences, unexcused absences, tardies and early departures within a specified       

       period (month,  term)  which will constitute grounds for probation and / or termination.

 7.  Policy on re-enrollment after termination due to unsatisfactory attendance and indication as to when the 

      student  may  re-enroll.

 8.  Makeup requirement for work missed.  If none is required, so state.

STANDARD OF PROGRESS
  9.  A description of the grading system used and the minimum passing grade.  Define period for resolution of           

          Incomplete (1) grades, if used
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STANDARD OF PROGRESS

10.  A statement describing official school records used to indicate students' progress on subjects and / or units  

       completed and grades received.  A grade must be assigned for each academic course taken during a term.

11.  Methods by which students are informed of progress. (report cards, periodic  counseling, etc.).

12.   Conditions under which a student will be terminated for unsatisfactory progress.

13.   Re-enrollment policy following termination due to unsatisfactory progress and, if permitted,  an indication as 

        to when the  student will be allowed to re-enroll.

CONDUCT
 14.  School policy relative to student conduct.  Show grounds for dismissal and conditions under which the student may re-enroll and an indication as to when the student may re-enroll.  State if student terminated for misconduct cannot be readmitted under any conditions.

TUITION & FEES
 15.  A detailed schedule of charges for tuition, fees, books, supplies, tools, rentals, deposits and all other costs to 

        the students.

REFUNDS
 16.  School policy concerning refund of any unused portion of prepaid tuition and fees.   Specify if different for VA recipients.  The policy for VA benefit recipients must read as follows (Title 38 CFR 214255):


“The school will refund the unused portion of prepaid tuition and fees on a pro rata basis.  Any amount in  

         excess of $10.00 for an enrollment of registration fee will also be pro-rated.”

BUILDING & EQUIPMENT

17.  A brief description of the school facilities, including available work space and  major items of equipment used.

PROGRAMS OFFERED
18.  A complete description of each program offered to include:

  a.  Major subjects, courses or units in each program.

        b.  Subject, course or unit content descriptions.

        c.  Time to be spent on each subject course, or unit.  Time may be expressed  in Credit Hours, Contact Hours 

             or Clock Hours ; however, the programs must be defined in Clock Hours when submitted for approval on 

             the VSO Form 70.  Clock Hours will be subdivided for Theory (include demonstration lab) and Shop 

             (include practical lab and internship). 
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DAILY SCHEDULE
19.  Days and hours of operation / to include scheduled breaks.

PREVIOUS EDUCATION AND TRAINING
20.  School policy relative to the granting of credit for a student's previous education and training.  Indicate that

       when a student has had previous education and training he or she will be required to furnish a  transcript 

       of such previous education and training.  It should be shown that an evaluation will be made of the      

       transcript, appropriate credit allowed for prior training, and the program shortened accordingly.

COMPLETION OF PROGRAM
21.  Statement that certificates of completion or diplomas will be issued to all students for each program 

       satisfactorily completed.

********************************************************************************************

These criteria are presented in outline form to assist schools in preparing a  catalog.  If current catalogs are on hand, an addendum may be prepared to cover those requirements listed in the foregoing that are not otherwise covered.  This procedure is acceptable instead of preparing new catalogs or bulletins.
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