FORM 3
PROGRAM REVIEW TEMPLATE

GENERAL INFORMATION
NEW INSTITUTIONS
___________________________________
This Form is only to be used if the institution has never had a degree program certified. The Form is not to be used for recertifications or decertifications.
Use the template on the following pages to provide institutional information. 
ADHE staff and ICAC may request additional information. 

The processing fee, based on the number of programs submitted for certification, must be submitted with the application.  See Appendix F for the fee schedule.  

The requested documents should be sent electronically, through the file sharing system.  Contact ADHE for instructions.  A link to the current catalog should be included.
PROGRAM REVIEW TEMPLATE

GENERAL INFORMATION
1. Institution name:






2. Address:

3. Website:

4. Name and phone number of person submitting information:

5. Name and phone number of director of distance education/institutional contact:
6. Campus administrators (complete Form 12 for each administrator involved in the programs submitted e.g., Dean, Chief Academic Officer, Provost):

7. List of degree programs submitted for consideration (include    

    Form 5 for each program proposal):
8.  Accreditation and licensure

     List all accreditations, licensures, and authorizations to operate and offer  

     degrees in your home state (scan documents for inclusion in application).

This includes regional or national accrediting agency approved by the U.S.        Department of Education and the state agency or department that approves higher education or vocational education in your state.
9. Institutional history

    Include a brief history of your institution including:
Type of institution
Important dates

Current incorporation information 
10.  Admission requirements 

     Include general requirements

11. Entrance requirements, testing, and placement

    Indicate the process used to determine that students possess the aptitude and 

    background to benefit from the course or degree program.
    List standardized assessments used for placement in college-level courses.
    Indicate the use of the testing scores for placement.
    List provisions for remedial assistance.
12. Financial Aid

      Indicate the process you have in place to assist students in receiving financial 

      Aid.
      Indicate what steps the institution takes if the student drops classes and 

      owes a private lender, Pell Grant, or the institution. Is a collection agency 

      used?  Who oversees the process?  
13. Program delivery    
 Indicate your target students (Freshman, returning adults, workforce programs, graduate/professional students).
Indicate the process and responsible party for determining which degree 
programs are offered at the Arkansas campus and/or to Arkansas students via distance technology.
      Class sessions (semesters, quarters)

Credits (semesters/quarters)
Total credit degree requirements for institutional degrees 

 (For example, associate – 64, bachelors – 120, masters – 30)
Tuition and fees
Demographics – composition of student enrollment
Total institution student enrollment
Institutional readiness and commitment –if program is delivered on-line; policies on the establishment, organization, funding, and management of distance delivery course/degree programs
14. Student support services

 Include short paragraphs describing:


Academic advising


Financial aid



Library services


Career services

15. Financial information

Include a copy of the most recent audit covering all funds and accounts for        the institution and a three-year budget for programs. This may be sent through the mail.
16. Consumer disclosure

      Include Form 16 signed by the chief academic officer.
      Include copies of transfer policy in catalog or page numbers and other 
      documents as indicated.
17. Student grievance process
      Include a copy of institution’s procedures.
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