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CATALOG APPROVAL REQUEST 
CATALOG APPROVAL REQUEST 
Institution of Higher Learning and Non College Degree

A Catalog Approval Request form must be completed for each campus offering programs. Note: If a school has multi-campuses, complete a separate Catalog Approval Request for each campus. Submit with two (2) certified copies of catalogs, handbooks, or any other supplement that verifies the items addressed on this checklist.  A Modification of Approval Application must accompany this form. PLEASE PUT N/A IF A PARTICULAR FIELD DOES NOT APPLY TO YOUR SCHOOL. Refer to Chapter 36, Title 38, 3675 and 3676, CFR 21.4253 & CFR 21.4254 10, U.S. Code (attached). 

[bookmark: _GoBack]FACILITY NAME:      						FACILITY CODE:      
☐ True & Correct Statement – Signed and Dated      		 	ACADEMIC YEAR:      
GENERAL INFORMATION
Catalog:							Accreditation and 85/15 Report:
☐ Two copies of Current Catalogs/Bulletins and documents                    ☐ Accreditation, Regulatory, or Licensing    
Date of Publication:              					    Approval Letter      	    Attachment #       

Volume #      							☐ 85/15 Report                      Attachment #           
Governing Body, Officials, and Faculty			Calendar:
☐  Governing body (officials) listed            Page #      		☐ Academic Calendar                 	Page #      
☐  Faculty & degrees held                         Page #      		☐ Legal holidays indicated             	Page #      
☐ Beginning & Ending Dates of     	Page #      
								     each quarter, term, or semester


INSTITUTION POLICY & REGULATIONS
Open Enrollments (students can enroll and start at any point during the year):       ☐ Yes    ☐ No.…………. 	Page #      
☐ Enrollment Dates.……………………………………………………………………………………………………	Page #      
    (Specified times for enrollment, not open enrollment)     
☐ Admissions Requirements for each course program …………………………………………………………...	Page #      
☐ Leave of absence …………………………………………………………………………………………………..  	Page #      
☐ Tardiness & interruptions counted for unsatisfactory progress ………………………………………………..	Page #      	
☐ Discontinue attendance - the minimum requirements for interruptions for unsatisfactory attendance ……	Page #      
☐ Policy and regulations of the institution relative to granting prior credit ………………………………………	Page #      


Institution policy and regulation relative to standards of progress required of the student by the institution (this policy will define the grading system of the institution): 
☐ Minimum satisfactory grade ……………………………………………………………………………………….	Page #      
☐ Progress records ……………………………….…………………………………………………………………..	Page #      
☐ Grade point average to be maintained …………………………………………………………………………..  	Page #      
☐ Description of the probationary period. How long is the period for? ………………………………………….	Page #      	
☐ Withdraw Policy …………………………………………………………………………………………………….	Page #      
☐ Conditions for re-admission for those students dismissed for unsatisfactory progress …………………….	Page #      





Other Policies:
☐ Independent Study Policy/Agreement – NCD Facilities Only ………………………………………………….	Page #      
(NCD facilities cannot enroll students utilizing VA education benefits in any Independent study program per CFR 21.4267

☐ Equal Opportunity Policy ………………………………………………………………………………………......   Page #      
Facilities must have a signed VA Form 20-8206: Statement of Assurance of Compliance with Equal Opportunity Laws on file with the SAA and VA.  You can download this form from the SAA website www.ok.gov/saa. 

TUITION, FEES, & REFUNDS
Detailed schedule of fees charged for:
☐ Tuition		Page #      				☐ Student Activities	Page #      
☐ Supplies 		Page #      	    		    	☐ Deposits		Page #      
☐ Tools  		Page #      	    			☐ Laboratory		Page #      	
☐ Service Charges	Page #          				☐ Other:      		Page #      

Refund Policy of the institution relative to:
☐ Refund of any unused portion of tuition    	Page #      	     
☐ Other Charges      			Page #      
☐ Fees                             			Page #      		
☐ Withdrawals				Page #      


COURSE INFORMATION

Course/program outline for each offering in which approval is requested:
If a course is contracted in any way with another institution, the contract or memorandum of understanding must be included in your approval review submission.

☐ Semester Hours           or    	☐ Quarter Credit Hours………………………..………………………….	Page #      
☐ Time in clock hours to be spent on each subject or unit ……………………………………………………..	Page #      	
☐ Objectives/course descriptions…………………………………………………………………………………..	Page #      
☐ Subjects or units included in the course (IHLs - provide degree requirements)……………………………	Page #      
☐ Type of work or skill to be learned (Employment or job attainment)………………………………………...	Page #      

Class Schedule
☐ Daily time schedule		Page #      		☐ Evening time schedule			Page #      
☐ Lunch time			Page #      		☐ Total hours duration of the course	Page #      
☐ Other (indicate:      )		Page #      



NON ACCREDITED INSTITUTION ADDITIONAL REQUIREMENTS
Please respond to each requirement in detail.  All responses should be indicated by entering the page number or attachment number in the right column.  If a requirement does not apply please indicate by entering N/A in the right column. The SAA will need two (2) certified copies of the following documentation:
	1. Provide documentation that indicates the school is financially sound and capable of fulfilling its commitments for training. Complete pages 12-14 and the information must cover the school’s last 24 months of operations. A CPA Financial Form is an acceptable financial document.
	Attachment/Page#
     

	
2. Submit a copy of all the following from which the school has received, if applicable;
a. Certificates of recognition, affiliations or other memberships;  
b.  State and Governmental agencies;
c.  Copy of the Memorandum of Understanding (MOU), if you are operating on a military installation; 
d. Certificate of Good Standing for a corporation or a Certificate of Fact of Existence for an Oklahoma L.L.C.

	Attachment/Page#
     

	
3. Has your school received any disciplinary action from any agencies or associations within Oklahoma or any other state? If so please provide copies of the disciplinary action and the corrected action taken by the school or resolution.

	Attachment/Page#
     

	4. Submit a copy of Lease Agreement on building or facilities in which the facility occupies. 

	Attachment/Page#
     

	5. Submit a floor plan drawn to scale with dimensions showing locations of stationary equipment, lavatories and supply rooms, doorways and windows.  Also submit an inventory of portable equipment.
	Attachment/Page#
     

	6. Submit a copy of fire inspection, certificate of occupancy, health department inspection and other permits or certificates required by your locality to show the institution complies with all local, city, county, municipal, state, and federal regulations.
	Attachment/Page#
     

	7. Provide a detailed list of the number of classrooms and student capacity of each.
	Attachment/Page#
     

	
8.    Completion of required U. S. Department of Veterans Affairs (VA) forms (located on SAA website)
· VA 22-8794 Designation of Certifying Official (submit only if update is needed)
· VA 22-1919 Conflicting Interests Certification VI (All Institutions except public)
· VA 20-8206 Statement of Assurance, Title VI 

	Attachment/Page#
     

	
9. Submit a copy of all advertising materials used by the school.  (Please read statement below; sign and date)
	The school understands and agrees not to use statements that are erroneous, deceptive, or misleading in their advertising practices. We also understand that we cannot use the phrases “VA Approved” or “Approved by VA” or words to that effect.
                                                      ___________________________                                              Type Name                                         Signature                                                    Date



	 Attachment/Page#
     



Chapter 36, Title 38, CFR 21.4253, ACCREDITTED COURSES

(a) General. A course may be approved as an accredited course if it meets one of the following requirements:
(1) The course has been accredited and approved by a nationally recognized accrediting agency or association. “Candidate for accreditation” status is not a basis for approval of a course as accredited.
(2) Credit for such course is approved by the State department of education for credit toward a high school diploma.
(3) The course is conducted under the Act of February 23, 1917 (20 U.S.C. 11, et seq.).
(4) The course is accepted by the State department of education for credit for a teacher’s certificate or teacher’s degree.
(5) The course is approved by the State as meeting the requirement of regulations prescribed by the Secretary of Health and Human Services under sections 1819(f)(2)(A)(i) and 1919(f)(2)(A)(i) of the Social Security Act (42 U.S.C.1395i-3(f)(2)(A)(i) and 1396r(f)(2)(A)(i)).  (Authority: 38 U.S.C. 3675(a))
(b) Course objective. Any curriculum offered by an educational institution which is a member of one of the nationally recognized accrediting agencies or associations and which leads to a degree, diploma, or certificate will be accepted as an accredited course when approved as such by the State approving agency. Any curriculum accredited by one of the specialized nationally recognized accrediting agencies or associations and which leads to a degree, diploma, or certificate will also be accepted as an accredited course when approved as such by the State approving agency. Approval of the individual subjects, required or elective, which are designated as a part of a degree curriculum will not be necessary. Such approval may include noncredit subjects that are prescribed as a required part of the curriculum. The course objective may be educational (high school diploma or a standard college degree) or it may be vocational or professional (an occupation).
(c) Accrediting agencies. A nationally recognized accrediting agency or association is one that appears on the list published by the Secretary of Education as required by 38 U.S.C. 3675(a). The State approving agencies may use the accreditation of these accrediting agencies or associations for approval of the course specifically accredited and approved by the agency or association.
(d) School qualification. A school desiring to enroll veterans or eligible persons in accredited courses will make application for approval of such courses to the State approving agency. The State approving agency may approve the application of the school when the school and its accredited courses are found to have met the following criteria and additional reasonable criteria established by the State approving agency:
(1) The institution (other than an elementary or secondary school) has submitted to the State approving agency copies of its catalog or bulletin which are certified as true and correct in content and policy by an authorized representative, and the publication shall:
(i) State with specificity the requirements of the institution with respect to graduation;
(ii) Include institution policy and regulations relative to standards of progress required of the student by the institution (this policy will define the grading system of the institution, the minimum grades considered satisfactory, conditions for interruption for unsatisfactory grades or progress, a description of the probationary period, if any, allowed by the institution, conditions of reentrance for those students dismissed for unsatisfactory progress, and a statement regarding progress records kept by the institution and furnished the student);
(iii) Include institution policy and regulations relating to student conduct and conditions for dismissal for unsatisfactory conduct; and
(iv) Include any attendance standards of the institution if the institution has and enforces such standards.  (Authority: 38 U.S.C. 3675(a), 3676(b))
(2) Adequate records are kept by the school to show the progress of each veteran or eligible person. The records must be sufficient to show continued pursuit at the rate for which enrolled and the progress being made. They must include final grade in each subject for each term, quarter, or semester; record of withdrawal from any subject to include the last date of attendance for a resident course; and record of reenrollment in subjects from which there was a withdrawal and may include such records as attendance for resident courses, periodic grades and examination results.
(3) The school maintains a written record of previous education and training of the veteran or eligible person which clearly indicates that appropriate credit has been given by the school for previous education and training, with the training period shortened proportionately. The record must be cumulative in that the results of each enrollment period (term, quarter or semester) must be included so that it shows each subject undertaken and the final result, i.e., passed, failed, incomplete or withdrawn.  (Authority: 38 U.S.C. 3675(b))
(4) The school enforces a policy relative to standards of conduct and progress required of the student. The school policy relative to standards of progress must be specific enough to determine the point in time when educational benefits should be discontinued, pursuant to 38 U.S.C. 3474 when the veteran or eligible person ceases to make satisfactory progress. The policy must include the grade or grade point average that will be maintained if the student is to graduate. For example, a 4-year college may require a 1.5 grade point average the first year, a 1.75 average at mid-year the second year, and a cumulative average of 2.0 thereafter on the basis of 4.0 for an A.

(5) If the school has a standard of attendance, it maintains records of attendance for veterans and eligible persons enrolled in resident courses which are adequate to show the student meets the school’s standard of attendance.  (Authority: 38 U.S.C. 3474, 3675)
(6) The accredited courses, the curriculum of which they form a part, and the instruction connected with those courses are consistent in quality, content, and length with similar courses in public educational institutions and other private educational institutions in the State with recognized accepted standards.
(7) There is in the educational institution offering the course adequate space, equipment, instructional material, and instructor personnel to provide training of good quality.
(8) The educational and experience qualifications of directors, and administrators of the educational institution offering the courses, and instructors teaching the courses for which approval is sought, are adequate.  (Authority: 38 U.S.C. 3675(b), 3676(c)(1), (2), (3))
(e) College level. Under the provisions of paragraph (a)(1) of this section, any course at college level approved by the State approving agency as an accredited course will be accepted by the Department of Veterans Affairs as an accredited course when all of the following conditions are met:
(1) The college or university is accredited by a nationally recognized regional accrediting agency listed by the Secretary of Education or the course is accredited at the college level by a specialized accrediting agency or association recognized by the Secretary of Education; and  (Authority: 38 U.S.C. 3675)
(2) The course has entrance requirements of not less than the requirements applicable to the college level program of the school; and
(3) Credit for the course is awarded in terms of standard semester or quarter hours or by recognition at completion by the granting of a standard college degree.
(f) Courses not leading to a standard college degree. Any course in a school approved by the State approving agency will be accepted as an accredited course when all of the following conditions are met:
(1) The course or the school offering such course is accredited by the appropriate accrediting agency; and
(2) The course offers training in the field for which the accrediting agency is recognized and at a level for which it is recognized; and
(3) The course leads to a high school diploma or a vocational objective.
(Paperwork requirements in §21.4253(d)(1) were approved by the Office of Management and Budget under control number 2900-0568.)    
[31 FR 6774, May 6, 1966, as amended at 38 FR 14938, June 7, 1973; 40 FR 33825, Aug. 12, 1975; 43 FR 35302, Aug. 9, 1978; 48 FR 37992, Aug. 22, 1983; 50 FR 43135, Oct. 24, 1985; 60 FR 32272, June 21, 1995; 61 FR 6783, Feb. 22, 1996; 62 FR 35424, July 1, 1997; 65 FR 81742, Dec. 27, 2000; 73 FR 1077, Jan. 7, 2008]
Supplement Highlights references:  19(1), 23(1), 32(1), 53(1), 77(1).














Chapter 36, Title 38, CFR 21.4253, NON-ACCREDITTED COURSES

(a) General. Nonaccredited courses are courses which are not approved as accredited courses and which are offered by a public or private, profit or nonprofit, educational institution. These include nonaccredited courses offered by extension centers or divisions, or vocational or adult education departments of institutions of higher learning. 
(b) Application. Any school desiring to enroll veterans or eligible persons in nonaccredited courses will submit a written application to the appropriate State approving agency for approval of such courses (38 U.S.C. 3676(a)). Such application will be accompanied by not less than two copies of the current catalog or bulletin which is certified as true and correct in content and policy by an authorized owner or official of the school and will include the following: 
(1) Identifying data, such as volume number, and date of publication; 
(2) Names of the school and its governing body, officials, and faculty; 
(3) A calendar of the school showing legal holidays, beginning and ending date of each quarter, term, or semester, and other important dates; 
(4) School policy and regulations on enrollment with respect to enrollment dates and specific entrance requirements for each course; 
(5) School policy and regulations relative to leave, absences, class cuts, makeup work, tardiness, and interruptions for unsatisfactory attendance; 
(6) School policy and regulations relative to standards of progress required of the student. This policy will define the grading system of the school, the minimum grades considered satisfactory conditions for interruption for unsatisfactory grades or progress, and a description of the probationary period, if any, allowed by the school, and conditions of reentrance for those students dismissed for unsatisfactory progress. A statement will be made regarding progress records kept by the school and furnished the student; 
(7) School policy and regulations relating to student conduct and conditions for dismissal for unsatisfactory conduct; 
(8) Detailed schedule of fees, charges for tuition, books, supplies, tools, student activities, laboratory fees, service charges, rentals, deposits, and all other charges; 
(9) Policy and regulations relative to the refund of the unused portion of tuition, fees, and other charges in the event the student does not enter the course, or withdraws, or is discontinued therefrom; 
(10) A description of the available space, facilities, and equipment; 
(11) A course outline for each course for which approval is requested, showing subjects or units in the course, type of work, or skill to be learned, and approximate time and clock hours to be spent on each subject or unit; and 
(12) Policy and regulations relative to granting credit for previous education and training. 
(Authority: 38 U.S.C. 3676(b))
(c) Approval criteria. The appropriate State approving agency may approve the application of such school when the school and its nonaccredited courses are found upon investigation to have met the following criteria: 
(1) The courses, curriculum, and instruction are consistent in quality, content, and length with similar recognized accepted standards. 
(2) There is in the school adequate space, equipment, instructional material, and instructor personnel to provide training of good quality. 
(3) Educational and experience qualifications of directors, administrators, and instructors are adequate. 
(4) The school maintains a written record of the previous education and training of the veteran or eligible person and clearly indicates that appropriate credit has been given for previous education and training, with the training period shortened proportionately, and the veteran or eligible person and the Department of Veterans Affairs so notified. 
(5) A copy of the course outline, schedule of tuition, fees, and other charges, regulations pertaining to absences, grading policy, and rules of operation and conduct will be furnished the veteran or eligible person upon enrollment. 
(6) Upon completion of training, the veteran or eligible person is given a certificate by the school indicating the approved course and indicating that training was satisfactorily completed. 
(7) Adequate records as prescribed by the State approving agency are kept to show attendance and progress or grades, and satisfactory standards relating to attendance, progress, and conduct are enforced. 

(8) The school complies with all local, city, county, municipal, State, and Federal regulations, such as fire codes, building, and sanitation codes. The State approving agency may require such evidence of compliance as it deemed necessary. 
(9) The school is financially sound and capable of fulfilling its commitments for training. 
(10) The school does not utilize advertising of any type which is erroneous or misleading, either by actual statement, omission, or intimation. The school will not be deemed to have met this requirement until the State approving agency: 
[bookmark: c_10_i](i) Has ascertained from the Federal Trade Commission whether the Commission has issued an order to the school to cease and desist from any act or practice, and 
[bookmark: c_10_ii](ii) Has, if such an order has been issued, given due weight to that fact. 
(11) The school does not exceed its enrollment limitations as established by the State approving agency. 
(12) The school administrators, directors, owners, and instructors are of good reputation and character. 
(13) The school either: (i) Has and maintains a policy for the pro rata refund of the unused portion of tuition, fees and charges if the veteran or eligible person fails to enter the course or withdraws or is discontinued from it before completion, or 
[bookmark: c_13_ii](ii) Has obtained a waiver of this requirement. See § 21.4255. (Authority: 38 U.S.C. 3676)
(14) Such additional reasonable criteria as may be deemed necessary by the State approving agency. (Authority: 38 U.S.C. 3676(c))
(d) Limitations on course approval. Notwithstanding any other provision of this section, a State approving agency shall not approve a nonaccredited course if it is to be pursued in whole or in part by independent study. 
§ 21.4255 Refund policy; Nonaccredited courses. 
(a) Acceptable refund policy. A refund policy meets the requirements of § 21.4254(c)(13), if it provides that the amount charged for tuition, fees, and other charges for a portion of the course does not exceed the approximate pro rata portion of the total charges for tuition, fees, and other charges that the length of the completed portion of the course bears to the total length. The school may make provision for refund within the following limitations: 
[bookmark: a_1](1) Registration fee. An established registration fee in an amount not to exceed $10 need not be subject to proration. Where the established registration fee is more than $10, the amount in excess of $10 will be subject to proration. 
[bookmark: a_2](2) Breakage fee. Where the school has a breakage fee, it may provide for the retention of only the exact amount of the breakage, with the remaining part, if any, to be refunded. 
[bookmark: a_3](3) Consumable instructional supplies. Where the school makes a separate charge for consumable instructional supplies, as distinguished from laboratory fees, the exact amount of the charges for supplies consumed may be retained but any remaining part must be refunded. 
[bookmark: a_4](4) Books, supplies and equipment. 
[bookmark: i](i) A veteran or eligible person may retain or dispose of books, supplies and equipment at his or her discretion when: 
[bookmark: i_4_i_A](A) He or she purchased them from a bookstore or other source, and 
[bookmark: i_4_i_B](B) Their cost is separate and independent from the charge made by the school for tuition and fees. 
[bookmark: i_4_ii](ii) The school will make a refund in full for the amount of the charge for unissued books, supplies and equipment when: 
[bookmark: i_4_ii_A](A) The school furnishes the books, supplies and equipment. 
[bookmark: i_4_ii_B](B) The school includes their cost in the total charge payable to the school for the course. 
[bookmark: i_4_ii_C](C) The veteran or eligible person withdraws or is discontinued before completing the course. 
[bookmark: i_4_iii](iii) The veteran or eligible person may dispose of issued items at his or her discretion even if they were included in the total charges payable to the school for the course. 
[bookmark: i_5](5) Tuition and other charges. Where the school either has or adopts an established policy for the refund of the unused portion of tuition, fees, and other charges subject to proration, which is more favorable to the veteran or eligible person than the approximate pro rata basis as provided in this paragraph, such established policy will be applicable. Otherwise, the school may charge a sum which does not vary more than 10 percent from the exact pro rata portion of such tuition, fees, and other charges that the length of the completed portion of the course bears to its total length. The exact proration will be determined on the ratio of the number of days of instruction completed by the student to the total number of instructional days in the course. 

[bookmark: i_6](6) Prompt refund. In the event that the veteran, spouse, surviving spouse or child fails to enter the course or withdraws or is discontinued therefrom at any time prior to completion of the course, the unused portion of the tuition, fees and other charges paid by the individual shall be refunded promptly. Any institution which fails to forward any refund due within 40 days after such a change in status, shall be deemed, prima facie, to have failed to make a prompt refund, as required by this paragraph. 
(b) Waiver. 
(1) An educational institution may apply through the appropriate State approving agency to the Director of the VA facility of jurisdiction for a waiver of the requirements of paragraph (a) of this section as they apply to a veteran or eligible person. The State approving agency shall forward the application to the Director along with its recommendations. The Director shall consider the recommendations and shall grant a waiver only when he or she finds that the educational institution: 
[bookmark: b_1_i](i) Is a college, university, or similar institution offering post-secondary level academic instruction leading to an associate or higher degree.
[bookmark: b_1_ii](ii) Is operated by an agency of a State or a unit of local government; 
[bookmark: b_1_iii](iii) If operated by an agency of a State, is located within that State; 
[bookmark: b_1_iv](iv) If operated by a unit of local government, is located within the boundaries of the area over which that unit has taxing jurisdiction; 
[bookmark: b_1_v](v) Is a candidate for accreditation by a regional accrediting agency; and 
[bookmark: b_1_vi](vi) Charges the veteran or eligible person no more than $120 per quarter, $180 per semester or $360 per school year in tuition, fees and other charges for the course. 
(2) If an educational institution disagrees with a decision of a Director of a VA facility, it may ask that the Director, Education Service review the decision. In reviewing the decision the Director must consider the evidence of record. He or she may not grant a waiver unless all the criteria of paragraph (b)(1) of this section are met. 
(Authority: 38 U.S.C. 3676(d))
[47 FR 42733, Sept. 29, 1982]
38 U.S. Code § 3676 - Approval of nonaccredited courses
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