ACCREDITATION COUNCIL FOR COOPERATIVE EDUCATION

ACCREDITATION APPLICATION


INSTITUTION NAME: 

ENTITY BEING REVIEWED  
(For instructions on selecting the level of the entity that will be reviewed, see the last page of the application):  







NAME OF PERSON REQUESTING ACCREDITATION REVIEW:  

POSITION: 

ADDRESS:

 





INTRODUCTION

Any programs seeking accreditation must provide the following:
· Cooperative Education Profile
· Profile Data Sheet   (Quarter or Semester/Trimester Calendar)
· Completed ACCE Self Report (Program Self-Study Template)
· Supporting Documents and Materials
· Affirmation of Facts
· $250 Fee

All materials must be submitted for consideration to the ACCE Accreditation Board c/o Dr. Sheri Dressler, Vice-Chair for Accreditation, at dressler@mail.ucf.edu. For questions, call (407) 823-5000.




COOPERATIVE EDUCATION PROFILE
For Academic Year from:  ____________________ to ____________________


A separate profile should be completed for each entity seeking accreditation from the Accreditation Council for Cooperative Education.


1.	Is your institution primarily:	2-year	_____          4-year	_____          University _____
					Public	_____          Private	_____

2. Is your institution’s calendar:
a. Semester	_____
b. Trimester	_____
c. Quarter		_____
d. Other		___________________________

3. In the entity applying for accreditation, does the program head report to the administrative, student affairs or the academic component of your institution?  _________________________________

4. What was the number of full-time (FTE) __________ and part-time (FTE) __________ professionals directly involved with placements in the programs seeking accreditation?   
What was the number of regular teaching faculty FTE with major program responsibilities?  ____________

5. In addition to professional staff/faculty, how many FTE secretarial __________ and FTE support staff __________ had support roles related to placements in the programs seeking accreditation?

6. How many FTE administrators (not involved in placement) are in the co-op office?  __________  

7. What was the annual budget for the year for the entity that is applying for accreditation?  _______________

8. Minimum number of work terms required for program participants          __________.  
      Typical number of work terms per participant                                            __________.

9. Professional personnel whose primary institutional role is in co-op, are classified as:
a. Faculty		      _____
b. Staff		      _____
c. Administration      _____
d. Other (specify)     _______________________________________________________________

10. Program director’s title _______________________  Reports to (title) _________________________

11. Are all of your co-op students paid for their work experiences?  _____ Yes     _____ No

12. If no, please explain.  _______________________________________________________________
     
13. Year co-op program was established in  __________

14. Please complete the Profile Data Sheet attached separately.
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COOPERATIVE EDUCATION PROFILE DATA SHEET

	(Quarter Program Calendar)

	

	NAME OF INSTITUTION:  ___________________________________________________________________________________

	Characteristics of Programs Seeking Accreditation

	For Academic Year from ________________  to ____________________

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Number of Students At Work
	Number of Students Registered
	Registered Students In Work Term Number: 
	Program Model

	Disciplines to be Reviewed 
	Total Number of Unduplicated Students Placed
	Fall
	Winter
	Spring
	Summer
	Total
	Fall
	Winter
	Spring
	Summer
	Total
	1
	2
	3
	4
	5
	6
	Above Sixth Term
	Total
	# Of Weeks In Term
	Hours  Worked  Per  Week
	Mandatory or Optional            (M or O)
	Alternating, Parallel, or Both           (A, P, or B) 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	




	

	COOPERATIVE EDUCATION PROFILE DATA SHEET

	(Semester Program Calendar)

	

	NAME OF INSTITUTION:  ___________________________________________________________________________________

	Characteristics of Programs Seeking Accreditation

	For Academic Year from ________________  to ____________________

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Number of Students At Work
	Number of Students Registered
	Registered Students In Work Term Number: 
	Program Model

	Disciplines to be Reviewed 
	Total Number of Unduplicated Students Placed
	Fall
	Spring
	Summer
	Total
	Fall
	Spring
	Summer
	Total
	1
	2
	3
	4
	5
	6
	Above Sixth Term
	Total
	# Of Weeks In Semester
	# of Weeks in Summer
	Hours  Worked  Per  Week
	Mandatory or Optional            (M or O)
	Alternating, Parallel, or Both

(A, P, or B) 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	










Program Self-Study Template
Accreditation Council for Cooperative Education
STANDARDS FOR COOPERATIVE EDUCATION PROGRAMS 


Member Colleges and Schools of the Accreditation Council for Cooperative Education (ACCE) subscribe to standards that include benefits derived from experience learning and characteristics that distinguish cooperative education from other experiential education programs. An institution or program accredited by the Council substantially meets the standards as outlined in this application. In addition, the program must be housed at a regionally accredited post-secondary institution.

ACCE Mission
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]The Accreditation Council for Cooperative Education is an independent entity dedicated to the recognition of achievement and maintenance of standards for programs of cooperative education. 

ACCE carries out is mission by:
•  Identifying the essential components or Standards of cooperative education 
• providing a process for those institutions and programs seeking recognition of the  achievement of the Standards established by ACCE
•  promoting the distinctive benefits of cooperative education

Essential Components of Cooperative Education Programs
The Attributes of Cooperative Education Programs has served as the historical document for identifying the essential components of cooperative education programs.  The “Attributes” were created in 1993 and adapted by ACCE as the foundation of the accreditation process. A modified set of essential components is called the “ACCE Standards for Cooperative Education Programs” and will serve as basis for the accreditation process.   There are five Standards that address:
•  Mission and Goals
•  Institutional Relationships
•  Employers and External Partners
•  Learning Environment
•  Learning Outcomes and Program Effectiveness


COMPLETING THE APPLICATION: Along with the Cooperative Education Profile and the Profile Data Sheet, please provide short narrative statements that adequately supply the information requested below electronically.

a) Provide a Program Narrative
b) Enter your response for each subheading as indicated for Standards 1 though 5, labeling each with the corresponding numbers. Examples offered in Guidance sections are not intended to be prescriptive or to restrict the applicant from including program aspects that best reflect compliance with the Standard in their institution. 
c) Supporting materials and documents for narrative statements should be included in appendixes. Links to websites and attached documents are acceptable if information cannot be placed into the document itself easily. Please label all supporting materials/documents with the subheading to which they are related (example:  2: 2.1). 
d) Provide a Summary Analysis.


PROGRAM NARRATIVE: 

Please provide a brief written statement describing the history/evolution of your cooperative education program and its current status. For programs seeking reaccreditation, please be sure to include changes that have occurred since the previous accreditation cycle. 

STANDARD ONE:  Mission and Goals

The program’s mission clearly defines its purpose in the context of its host institution and identifies the distinctive nature and benefits of cooperative education.   In addition, the mission clearly states who the program serves and what it seeks to accomplish.   The program’s goals describe how its mission will be achieved.  The program’s mission and goals are developed with and recognized by institutional leadership and in consultation with program constituents. Mission and goals are used to guide the program’s practices and policies and to evaluate effectiveness.

Guidance: 
The program’s mission defines the scope of the program, its values, and character.  It is prepared after thoughtful consideration of its purpose and is periodically reviewed and updated. The views of program constituents, generally students, faculty, employers, and the host institution are considered and the mission is approved by the appropriate institutional authority. For example, institutional evaluation may occur during the institutional reaccreditation self-study. 

Program goals describe the benefits constituents can expect as a result of participation.  Goals should be stated as outcomes or competencies. Goals are expressed in observable terms so that achievement can be evaluated. From goals, measurable objectives are developed.  Objectives are the activities that programs conduct to achieve a goal.  This would include effective definitions and literature that match the standard and defined parameters. 

An ACCE accredited cooperative education program is expected to demonstrate mission and goals that are:
1.1   Clearly defined and guide program activities
1.2   Developed through collaborative participation
1.3   Periodically evaluated and approved by the host institution 
1.4   Publicized to constituents and available to potential participants
1.5   Aligned with the institution’s mission and goals and consistent with ACCE Standards

STANDARD TWO:  Institutional Relationships

The institution has effectively included cooperative education as in integral part of the academic program and has implemented policies and practices appropriate to the achievement of program mission and goals.  

Guidance:
Effective cooperative education programs are integrated into the academic and administrative life of the host institution. Program integration, stability and institutionalization are processes that can take decades to fully establish. All successful and sustainable cooperative education programs have attained substantial progress in these areas. Success may be demonstrated through academic and administrative policies and practices; partnerships and collaboration with faculty and other departments, such as sufficient staffing and funding; ethical standards that govern program activities; and a process for program evaluation. 

An ACCE accredited program is expected to demonstrate: 
2.1 How effectively the program is integrated into the academic and administrative culture, policy, and practices of the institution
2.2 How the academic nature of the program is ensured including the awarding of academic credit 
2.3 Effective role of faculty in program support, endorsement, development, and evaluation    
2.4 Finances, staffing, and administrative processes that are sufficient to achieve program mission and goals
2.5 [bookmark: OLE_LINK7][bookmark: OLE_LINK8][bookmark: OLE_LINK11][bookmark: OLE_LINK12]Qualified professionals to lead the program and to carry out program goals
2.6 Ethical standards that govern behavior of all program participants are established, communicated, and periodically reviewed
2.7 Processes used to periodically evaluate program effectiveness 

STANDARD THREE: Employers
 
The program effectively selects, prepares, engages and monitors employers so that students achieve learning outcomes consistent with program goals.  In addition, employers are included in periodic reviews of program effectiveness.   

Guidance:

An essential element of effective cooperative education programs is employers who provide high quality cooperative education work assignments to students. Qualifying employers prior to the start of work assignments is essential to student safety and to determine employer willingness to support the goals of cooperative education and to abide by program requirements. Program quality is enhanced by employers who consistently hire students year after year, compensate them, and provide opportunities for students to develop knowledge and skills through multiple work terms.  Employers also have an important role in the supervision and evaluation of student performance and program effectiveness.  Success may be demonstrated through documentation of the level of employer involvement and effective processes for communication between the program and employers throughout the co-op cycle, reflecting commitment and promoting collaboration and student learning. Some examples may be documentation of student employment and compensation, agreement forms, tracking of interactions with supervisors and processes used to solve problems during the work term.      

An ACCE accredited program is expected to demonstrate: 
3.1	Employment locations are appropriate working/learning environments and employers participate in the learning aspect of the program
3.2      	Work assignments are planned, professional, progressive, and supervised
3.3	Participating employers support program goals including providing compensation and opportunities for student development through multiple work assignments
3.4      	Long term relationships with employers
3.5	Ethical standards that govern the conduct of program staff, employers, and students are established, communicated, and periodically reviewed
3.6	Employer recommendations for program improvement are considered in the program evaluation process 

STANDARD FOUR:  Student Learning Environment

The program demonstrates that it provides an environment at employer locations that supports the achievement of student learning outcomes.   In addition, programs demonstrate that a student learning and development focused approach guides preparation, reflection, and monitoring activities 

Guidance: 
Effective Cooperative Education programs provide a means for students to apply course content in real-world settings to enhance the educational process. Education occurs inside and outside the classroom where students can develop, through experience and reflection, the knowledge, skills, and attitudes needed to succeed in their academic programs and upon graduation. The alternation of courses and work experience provides a developmental model for students to apply major/career-related information from the classroom as they are learning it.  Criteria for program participation serves to assure that, students have the ability to succeed academically. Ethical standards guide what programs promise and are included in student preparation and expectations for student conduct. Program policies and characteristics consistently contribute to an intentional system aimed at producing student learning outcomes. Success may be demonstrated through productive partnerships with faculty and employers, work schedules that allow for sufficient time for learning to occur, academic documentation, sites that are focused on learning, appropriate supervision, completion of learning objectives and reflection assignments structured to enhance the development of defined learning competencies and methods to link learning from student work experience back into the classroom, Examples may include program plans, academic policies and manuals, documentation of student participation; experience identified as part of the curriculum, such as on transcripts, curriculum requirements, and grades., job descriptions that reflect relatedness to student preparation, and syllabi focused on promoting learning outcomes.  

An ACCE accredited program is expected to demonstrate:
4.1	How effectively student participation criteria and implementation supports student learning outcomes and applying course content
4.2	How work is structured and learning objectives established to insure that major or career-related 
learning outcomes occur in real-world situations.
4.3	Formalized processes exist for the alternation of campus-based classroom study with multiple periods of work experience.  Work sequences may be full time (40/hr/wk), part time (20 hr./wk) and/or combination, but others (e.g. year long assignments) may be acceptable if they are consistent with program goals and ACCE standards.
4.4	To what extent students are prepared for work experiences, provided opportunities to reflect and be monitored during and be debriefed at the conclusion.
4.5	Ethical standards governing student behavior are established, communicated, and periodically reviewed.
4.6	How effectively students persist in fulfilling the minimum time requirement.
4.7	How progressive responsibility is promoted and documented


STANDARD FIVE: Student Learning Outcomes and Program Effectiveness

The program demonstrates the effective use of a student learning assessment process for each work term and a cumulative one at the end of the student’s participation. In addition, the program has developed and implemented an assessment process that evaluates its overall effectiveness and its impact on its constituencies.

Guidance 
Effective cooperative education programs assess that program curriculum, activities and processes are relevant and producing educational benefits. Evaluation methods and goals are consistent with the institutional environment and measure incremental and cumulative learning as they relate to personal, academic, work, and career competencies for students.  All constituencies contribute to assessing overall program effectiveness and the impact of their participation on their respective entities. The effective use of assessment data toward institutional commitment and program improvement is a sign of the health of the program. Success can be demonstrated through surveys, assignments that provide documentation, measurable objectives, cumulative resumes or interviews, and examples of adjustments made in program or curriculum structure based on the analysis of assessment data to improve outcomes for all constituencies and to better align with institutional mission and goals.  

5.1	An evaluation process is in place through which results are used for improvement. 
5.2	Student learning achieved compliments or advances knowledge that is in alignment with the student’s educational goals and the institution’s educational goals.
5.3	Assessment of learning outcomes is in place for each work experience and cumulative assessment for the entire co-op experience. 
5.4	Assessment results are used to improve the student learning experience
5.5	Assessment results are used for program improvement. 
5.6	Assessment results are used by the institution and other departments, for instance to support institutional goals or to provide feedback into the classroom.
5.7	Assessment results may be used to provide feedback into the classroom
5.8	Assessment of the impact of participating on employers and faculty partners may be used to improve relationships and to document impact on the community and the classroom environment. 


SUMMARY ANALYSIS:  Provide an assessment of your program related to the standards as a whole.  Please describe any plans your program and/or institution has for the future regarding these standards 























AFFIRMATION OF FACTS
ACCREDITATION APPLICATION
ACCREDITATION COUNCIL FOR COOPERATIVE EDUCATION

Name of Institution 	
Department/Program 	
Mailing Address		
		
		

The applicant determines what entity or entities will be reviewed based on the following definitions: 
Department:  the department(s), school(s), or division(s) within the larger degree-granting unit.
Departmental Program: the cooperative education program within a specific department 
Program:  the operating/administrative cooperative education program at an institution.
Unit: the degree-granting entity in which individual cooperative education programs are available.

Recommendation 
We recommend that institutions seek accreditation at the program level, but schools have the option to choose a review at the unit, departmental program, or department, school, or division. level.  Substantial compliance is judged at the level chosen by the institution.  When reviewed at the program level, one substantial compliance judgment is made.  If at the unit or department, school, or division level, compliance judgments are made on each entity within the larger unit.  Contact the Secretary of the Accreditation Board if you have any questions.     

Name of and description of the entity or entities being considered in this review 	
	
	
Name and position title(s) of person(s) completing the Accreditation Application 
	
	
If completed by more than one person, name the Chair or Principle
Name:  		Title:  	
Phone:  (_____)		Fax:  (_____)	
E-mail  		URL (Web Site Address)  	

I (We) do hereby affirm the following:
1. Our cooperative education program has been in continuous operation long enough to have graduated one class of students in the program.
2. Our institution is a regionally accredited, post-secondary institution.
I (We) further affirm that to the best of my (our) knowledge the information provided for consideration for accreditation to the Accreditation Board of the ACCE is complete and accurate.  Furthermore, I (we) have not intentionally or willfully altered, omitted, or removed any information directly or indirectly requested for submittal.

Signed on this day (Vice President),  		Date 	
Chair, Accreditation Application 		Date 	
