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Accreditation Application Package
Accreditation with CETAC is affirmation that a private career college has met the highest standards of quality assurance and has developed processes to continually improve student learning and skills development. Private career colleges are generally understood to be those that offer vocational programs and training leading to an occupation. To be eligible for accreditation, an institution must be registered by the appropriate provincial or territorial government agency that regulates private career colleges in that jurisdiction. It must have been in operation for a minimum of two years prior to submission of the application for accreditation and must have graduated at least one class of students from its longest program.  Institutions may offer: full and part time instructor led classroom instruction; full and part time instructor led computer assisted instruction; full and part time independent studies either in the classroom or through distance education; or a combination of the above delivery methods.
Within this document is the complete accreditation application package that includes all of the forms that must be submitted. In addition to the forms, additional support documents must be filed in order for an application to be considered complete.  

Accreditation Application Checklist

	THE FOLLOWING MUST BE SUBMITTED TO THE CETAC OFFICE

	___
	Completed Accreditation Application Form

	___
	Copy of Current Business License

	___
	Copy of certificate confirming legal status of institution: i.e. Certificate of Incorporation, etc

	___
	Copy of registration with the provincial/territorial Regulator of Private Career Colleges

	___
	Copy of Student Enrolment Agreement and Contract

	___
	Pro forma budget, Profit and Loss statement and Balance sheet for last fiscal year

	___
	$ 5,000.00 plus 13% HST  Accreditation Application Fee for Main Campus (includes application processing, first year  fees, initial on-site review travel costs)   If application is not accepted,    the full amount will be refunded to the institution. (See definitions of campus, sites further in this package)

	___
	$ 4,000.00 plus 13% HST  Accreditation Application Fee for  each Branch Campus  (includes application processing, first year fees, initial on-site review travel costs) If application is not accepted,       the full amount will be refunded to the institution.

	___
	$1,000.00 plus 13% HST  Accreditation Application Fee for each Satellite Site (includes application processing, first year fees, initial on-site review travel costs).  If application is not accepted, the full amount will be refunded to the institution.



All of the above items must be submitted before your request for accreditation can be reviewed.

Please allow 4-5 weeks for processing.
If you require assistance in completing any of the forms please contact the Executive Director at 506-459-4546 or by email (executivedirector@cetac.ca).
Definition of Campus Types
For CETAC purposes, Main and Branch campuses and Satellite sites are defined as follows:

Main
A main campus is the primary location of the institution.

Branch
A branch campus is separate from the main campus, is within the same province or territory and is under the same general management as the main campus.  Policies and procedures are consistent among branches and the main campus.  Each branch has significant responsibility for day-to-day administration, student and financial services.

Satellite Site
A satellite site is in the same city or town as the main or branch campus and is under the management of the main or branch campus.  It serves only as a specific location for certain program offerings.  The person responsible for the satellite site reports to the manager at the main or branch campus.
CETAC reserves the right to interpret these definitions of campus types.
Fee Structure (2009)
HST will be added to all fees.
Application Fees (Includes application and Self-Evaluation Report review, initial on-site visit and travel costs). Refund if application not accepted: 100% of the following application fees.
Main Campus: 
$ 5,000.00

Branch Campus: 
$ 4,000.00

Satellite Site:
$ 1,000.00

Annual Accreditation Fees (includes Annual Review and on-site visit). HST will be added to the fees.  Travel for on-site visit is invoiced separately to a maximum as indicated below. 

Main Campus 

Over $ 3,000,000 gross tuition receipts prior year 

$ 4,000.00


Less than $ 3,000,000 gross tuition receipts prior year

$ 3,000.00


Maximum travel costs




$ 1,200.00

Branch Campus


Over $ 3,000,000 gross tuition receipts prior year

$ 3,000.00


Less than $ 3,000,000 gross tuition receipts prior year

$ 2,000.00


Maximum travel costs




$ 1,000.00

Satellite Site






$    500.00


Maximum travel costs




$    500.00

Instructions for Completing Application Package
The application package is to be submitted electronically, via a secure website which will be provided by CETAC.  When you are ready to submit your application and all accompanying documents, please contact executivedirector@cetac.ca for instructions on how to access the website and upload the material. 

 In the application package, you are to provide the information requested by double clicking on the text box in each frame.  Once the application is completed, save the file on your computer.  You will also need to download the Program Information Form separately and complete a separate copy for each class which graduated  students during the past  twelve (12) months.    An authorized representative of your college must sign the last page of the application, scan it and upload it also to the secure website, with the application package and accompanying documents. 

 The application fee is  to be sent  by mail or courier to: CETAC, 590 Queen Street, Suite 310, Fredericton, NB, E3B 7H9. Your application will not be processed until all material and the application fee are received.   If you have any questions as you complete the application, please contact executivedirector@cetac.ca  or telephone 506-459-4546. 

Accreditation Application Form
	BUSINESS INFORMATION

	OPERATING NAME OF INSTITUTION



	YEAR OF FIRST STUDENT ENROLLMENT


YEAR OF FIRST GRADUATING CLASS




	LEGAL NAME OF INSTITUTION  ( as filed with Registrar of Companies)




	
FISCAL YEAR END                      

                                                                   month – day 


	

	INSTITUTION CONTACT INFORMATION

	MAILING ADDRESS                                 CITY                       PROVINCE/TERRITORY
         POSTAL CODE




	NAME OF CONTACT PERSON



	POSITION TITLE OF CONTACT PERSON




	PHONE NUMBER





	
	FAX NUMBER

	EMAIL ADDRESS 





	

	


	MAIN CAMPUS INFORMATION

	CONTACT PERSON IF DIFFERENT FROM CONTACT NAMED ABOVE:




	POSITION TITLE OF CONTACT PERSON:



	STREET ADDRESS                                CITY                          PROVINCE/TERRITORY
         POSTAL CODE




	PHONE NUMBER


	
	FAX NUMBER

	 EMAIL ADDRESS:



	WEBSITE: 

	
	

	BRANCH CAMPUS AND SATELLITE SITE INFORMATION


	BRANCH 1:

 NAME OF BRANCH:

	CONTACT PERSON




	STREET ADDRESS                               CITY                           PROVINCE/TERRITORY
         POSTAL CODE




	PHONE NUMBER



	
	FAX NUMBER

	EMAIL ADDRESS: 



	
	

	BRANCH 2:

 NAME OF BRANCH

	CONTACT PERSON:



	STREET ADDRESS                              CITY                           PROVINCE/TERRITORY
         POSTAL CODE




	PHONE NUMBER



	

	FAX NUMBER

	 EMAIL ADDRESS:




	Please attach separate sheets for additional  branch campuses if necessary

	SATELLITE SITE 1

SATELLITE SITE NAME:

	CONTACT PERSON

	STREET ADDRESS                            CITY                     PROVINCE/TERRITORY
         POSTAL CODE




	PHONE NUMBER



	
	FAX NUMBER

	EMAIL ADDRESS:


 

	Please attach separate sheets for additional  satellite sites if necessary

	

	GENERAL QUESTIONS

	1. Will there be new locations opening during the time that you are going through the Accreditation process? 


              YES                           NO                           Undecided

	2. Will any locations be moving or closing during the time that you are going through the Accreditation process?
      

             YES                            NO                            Undecided

	3. Will any new programs be developed or offered during the time you are going through the Accreditation process?


   YES                              NO                            Undecided

	4. Does the institution ever offer programs under federal or provincial/territorial  government contracts?


   YES                               NO 

	

	OVERVIEW OF INSTITUTION

	1. Approximately how many staff, faculty, and administrators are currently employed at the institution? (including regular and contract, full and part time employees – include all employee groups)


Part-time Employees                                        Full-time Employees                                    Total Employees: 

	2. Please provide (in a separate document) an organizational chart showing the administrative reporting relationships within the institution, including names.

	3. What was the total number of individuals enrolled during the last calendar year?

Enrolled part-time                            

Enrolled full-time*                       

* Full-time equals 20 or more hours per week.

	4. What were the gross tuition receipts for the previous fiscal year?


Gross Tuition receipts                                                                      Year ending 

	5. Are any of the programs offered by the institution associated with any regulatory, examining or licensing bodies, professional associations, or agencies that may place conditions on graduates of the programs? If YES, please attach details, specifying the entity name, address, and contact person for each program to which this provision applies.  Please provide copies of certificates of compliance, licensing or accreditation.

       
     YES                           NO   


Name of Entity                                                                             Address 

Contact Person                                                                             Phone        


EMAIL 

Please use separate sheet if needed

	6. Does the institution have any articulation/transfer of credit agreements with other educational institutions? 


       YES                            NO      If Yes, please attach a copy of any memoranda of understanding or agreements.
Name of Institution                                                                                         Address 

Contact Person                                                                                                  Phone        

EMAIL 

Please use separate sheet if needed



Program Information
For each class graduating students in the past 12 months, please provide the following information by completing a separate form for each program intake.

	INCLUDE THE FOLLOWING INFORMATION FOR EACH CLASS THAT GRADUATED 

STUDENTS IN THE PREVIOUS 12 MONTHS 

(Complete a separate form for each program intake)

	1. Name of program  

	2. Program duration expressed in months

	3. This program could lead to employment in the following occupation(s)








	4. Tuition per registrant

What is included in tuition fees?



	5. Other fees per registrant



	6. Number of part-time students enrolled at intake:                                      Date of intake     

          Number of part-time students  withdrawn: 

          Number of part-time students completed:                                                   Completion Rate

Number of full-time students enrolled at intake:

                  Number of full-time students withdrawn:

Number of full-time students completed:                                                      Completion rate:
                                                                                                                 (Number completed/number enrolled x 100%)


Additional Program Information forms may be downloaded from www.cetac.ca/forms.

Authorization and Agreement
On behalf of the institution:

 I authorize the release and sharing of information regarding this institution to the Canadian Education and Training Accreditation Commission (CETAC).  CETAC may request information from government agencies or departments, professional associations or regulatory bodies, organizations, and other businesses affiliated with this institution.  Further, CETAC is authorized to publish and otherwise to provide information to the public regarding the institution’s status with CETAC.

I agree that any  costs incurred by the institution in applying for accreditation or in meeting the accreditation requirements of the Canadian Education and Training Accreditation Commission or as the result of any annual reviews conducted by CETAC, shall be borne entirely by the institution.

I certify that all information provided herein is accurate and reflects the current status of the institution.

 _________________________________   

                          ______________________
 AUTHORIZED SIGNATURE




DATE

 _____________________________



 TITLE
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Note: Please see “Instructions for Completing Application Package” in this document. 


Canadian Education and Training Accreditation Commission


590 Queen Street, Suite 310


Fredericton, NB   E3B 7H9
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The following items are enclosed in your accreditation application package…
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