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	This document serves as the formal application for Institutional accreditation candidacy. It provides information on the application for Institution accreditation candidacy process, the self-study for candidacy process and format, the ten standards of NAECOB that are the basis for the self-study, as well as the next steps involved in accreditation status.
Please Note The Following: 
· ALL [applicable] areas of the application must be completed or the submission will not be accepted.
· The Application must be typed; no handwritten information is accepted.
· Ensure that the ‘Certification and Disclosure Statement’ page is signed or the submission will not be accepted.

· Ensure that the ‘Declaration Statement’ page is signed or the submission will not be accepted.
· Ensure that a USB Flash Drive with the digital copy of all physical documents submitted to NAECOB accompany the submission.
· Separate the application from the accompanying documents.
· Do not change or insert new headings in the application; only submit information under the headings already provided or the submission will not be accepted.
· If the institution is offering distance education programmes, it must ensure that it meets the additional standards outlined in NAECOB’s Distance Education Programme Evaluation Guidelines.


	





PREAMBLE

It is the Institution’s responsibility to demonstrate that their programmes, procedures, policies, and processes are within The National Accreditation & Equivalency Council of The Bahamas (NAECOB) recognized standards and scope of authority. NAECOB reserves the right to circumscribe its review functions to the types of Institutions and programmes that are within its recognized standards & scope of authority and to liaise with specialized consultants. NAECOB also reserves the right to decline undertaking the review of Institutions and programmes that are determined to be outside of NAECOB’s purview, capacity, competence, or where information presented by the Institution is not apropos for a substantive evaluation.
THE MEANING OF CANDIDACY 
Applying for candidacy is the required route towards accreditation of new and/or developing registered Institutions that offer educational programmes in the commonwealth of The Bahamas.  Candidate Institutions have a maximum of five (5) years from the point of candidacy in which to attain accredited status from The National Accreditation & Equivalency Council of The Bahamas (NAECOB). Please note that the attainment of candidacy status does not ensure that the Institution will be accredited.
CRITERIA FOR CANDIDACY
Only Institutions that initially submitted an application for registration with NAECOB and were approved are eligible to now start the application for Institutional accreditation candidacy. To be eligible to apply for Institutional Accreditation Candidacy an Institution must meet the following criteria below:

1. The Institution should have the legal authorization by the respective licensing agency in their jurisdiction to operate; they must be in operation for at least one (1) year.

2. The Institution must have been under the same ownership, at the same location (main campus) for at least one year of continuous operation.

3. The institution must offer Post-Secondary education programmes where the student will graduate with at least an Associate Degree in an economically viable discipline. 
4. The Institution must have fair admissions policies and procedures that are aligned with best practices and benchmarks in higher education.

5. The Institution should have completed at least one graduation exercise from a cohort with the longest offered programme major at the time of application.
6. The Institution should have at least twenty-five (25%) of the student population attending in full-time (FT) status; related documents with this data must be submitted.
7. The Institution must have full time (FT) on-site administrative and support staff in the respective department/unit with the requisite qualifications and experience. They must have been employed with the Institution for at least six (6) months prior to submitting an application.

8. The Institution must have sufficient qualified and experienced faculty assigned accordingly to support the delivery of educational programmes.

9. The Institution must have the appropriate administrative systems, technologies, processes, and capabilities in support of the educational programmes offered.
10. The Institution must have the necessary learning resources in support of instructional staff, administrative staff, students and other related stakeholders in the teaching and learning environment.

11. The Institution must have the physical space and demonstrate efficient management of their facilities in support of the teaching and learning environment.

12. The Institution must have the necessary student services in place to support educational programmes and co-curricular activities of its student population.
13. The Institution must have sufficient financial resources in support of its academic and administrative operations. Externally audited financial statements of at least one-year must be submitted.
14. The Institution must have a clearly defined structure of governance which is the final authority with respect to the formulation and implementation of basic policies that govern the Institution.
15. The Institution must have a developed strategic plan for the continued educational, physical, and financial growth of the Institution; the plan should map at least three (3) years of activities.
16. The Institution must be able to submit an annual report demonstrating at least one year of operation data and outcomes.

17. The Institution must have authorization from the governing body or relevant authority has been granted to offer the programme.

18. The programme is consistent with the Institutions stated mission and educational goals.

19. The Institution has a system for internal programme approval, review, and monitoring.

20. There is a detailed programme specification developed.

21. The Institution’s resources adequately support its education programme offering.
22. The Institution must agree to comply with all requirements of The National Accreditation & Equivalency Council of The Bahamas (NAECOB).
APPLICATION FOR CANDIDACY

If a registered Institution believes that it meets the Criteria for Candidacy and wishes to be considered for candidate status, its Chief Executive Officer should first contact Executive Director of The National Accreditation & Equivalency Council of The Bahamas (NAECOB). NAECOB requires that representatives of the Institution meet with the Executive Director to discuss application procedures and materials. After this meeting, the Institution's Chief Executive Officer may submit the following to the Executive Director’s office: 
1. Letter Of Intent (LOI) stating that the governing board has authorized the Institution to seek affiliation with NAECOB.

2. Report of Eligibility (ROE)* must be submitted to NAECOB outlining how the Institution meets each of the Criteria for Candidacy.
3. Ownership Disclosure Form 
4. Copy of the Institution’s Business License  
5. Associated Fees
After the aforementioned listing is submitted, the Institution will receive a communication from NAECOB acknowledging the submission; The Institution thereafter must acknowledge the receipt of communication and information involving next steps.

*On review of the Report of Eligibility, an advisory visit will be requested by the Executive Director of NAECOB in consultation with its Council Members.  The advisory visit’s purpose is to verify and validate the information submitted by the Institution in the Report of Eligibility. The available dates, times, and associated fees for the eligibility site visit will be communicated in the email as well. 

After the Advisory Site Visit findings are reviewed, the Institution will be advised on whether to begin the formal ‘Application for Institutional Accreditation Candidacy process.
THE SELF-STUDY REPORT 

The self-study process is the central part of determining an Institution’s eligibility and readiness for accreditation. The Institution performs a comprehensive self-introspective review of its related internal and external operations that support its organizational mission and goals. This rigorous self-analysis of programmes, resources, policies, procedures, and services, among other areas of evaluation, will determine its alignment with NAECOB’s guidelines, and on a larger scale its compliance with regional and international standards in Higher Education.

The self-study report is mailed or hand-delivered twelve (12) weeks prior to the On-Site Visit.  Each member of the determined visiting team is to be mailed a bound copy of the report. The selection process of the preliminary visiting team as well as the format of the evaluation will be discussed in further detail once the Institution has submitted their Application for Institutional Accreditation Candidacy package. 

INSTITUTIONS THAT ARE GRANTED CANDIDACY STATUS
Applicant Institutions that successfully demonstrate readiness through their accreditation readiness reports (ARR), preliminary on-site visit(s), and submit a formal response to the on-site visitation report, will be granted Candidate for Institutional Accreditation Status. 

Updated accreditation readiness reports and candidate progress visits will be required once candidacy status has been granted to the Institution where they will reflect on any substantive changes, developments, and solutions implemented in areas highlighted in the initial ARR and on-site visitation report. Please note that this review does not serve as the Self-Study evaluation for Institutional Accreditation Status.
FROM CANDIDACY STATUS TO ACCREDITATION STATUS
The evaluation for accreditation status process will typically begin at the end of the third year of candidate status.  NAECOB will provide the Institution with additional information, advice, resources, and support ahead of this process’s commencement.  

Termination or loss of candidacy status occurs if the Institution does not attain accreditation status by the fourth year of candidacy due-process and/or if the Institution no longer meets criteria for candidacy that they initially satisfied at the beginning of the application process or if the Institution violates any instructions or guidelines outlined by NAECOB. 

PUBLIC STATEMENTS CONCERNING CANDIDATE STATUS 

Please note that submitting an ‘Application for Institutional Accreditation Candidacy’ to NAECOB does not establish accreditation with NAECOB.  An Institution granted Institutional Accreditation Candidacy status must only use the following statement whenever it makes reference to its affiliation with NAECOB:

PLEASE NOTE:

· When the above statement is communicated in digital or print media, there should be a header of ‘Current Accreditation Status’ above it.
· When the above statement is communicated on the Institution’s website, the associated URL must have the term ‘Current Accreditation Status’ in it.
· If an Institution releases a statement that is not as outlined above and/or misrepresents its affiliation with NAECOB, then the Institution will be instructed to take corrective action. 

· Should the Institution fail to comply, NAECOB through its Executive Director will first release a public statement providing correct information.

· Secondly, the Institution faces a penalty of the termination of their Institutional Accreditation Candidacy application.

Submitted by:

	


Name of Institution 
	


Physical Address of Institution 
Submitted to:

Dr. Iva Dahl, Executive Director
National Accreditation & Equivalency Council of The Bahamas

RND Plaza West

John F. Kennedy Drive

Nassau, The Bahamas

	


Date of Submission

APPLICATION CERTIFICATION AND DISCLOSURE STATEMENT

	The administration of
	

	Name of Institution


1. Will abide by an ethical code of conduct that is required by NAECOB for all Institutions that offer any form of training and education in The Commonwealth of The Bahamas.

2. Is committed to investing the staff, resources, funds, time, and effort necessary to complete a comprehensive self-study report for Institutional Accreditation Candidacy.
3. Is committed to investing the staff, resources, funds, time, and effort to make any necessary improvements to the Institution’s existing administrative and academic operations as identified by the self-study for Institutional Accreditation Candidacy.
4. Will present all required documents and information outlined in the Institutional Accreditation Candidacy standards of NAECOB that are necessary for the candidacy review process.

5. Agrees that NAECOB may make known to the public sector, private sector, other regional and international accrediting bodies, other Institutions, organizations, or agencies all information regarding the publication of the Institution’s Institutional Accreditation Candidacy status.

6. Certifies that the information submitted in this application and supporting documents are original in content, accurate, and complete. 

7. Agrees to comply with all requirements of NAECOB.
	

	Name of Chief Administrative Officer


	

	Title of Chief Administrative Officer


	

	Signature of Chief Administrative Officer                                                                                                                                          Date


SECTION 1-A - PLEASE PROVIDE THE FOLLOWING INFORMATION:
	1. Name of Institution
	

	

	


2. Address of Institution  (Main Campus)
	

	Street Address                                                                                                                                           Postal Address

	

	Telephone Number 





Telefax Number

	

	Website

	Email


3. Provide a Brief History/Background about the Institution. (Attach Separately)
4. Chief Executive Officer (CEO) of the Institution. 

	


	Name of Chief Executive Officer  (Attach their  Resume, Transcript[s] and  a Copy  of Academic Qualification[s])

	

	Title/Role of Chief Executive  Officer  

	

	Street Address                                                                                                                                                Postal Address

	

	Telephone Number 





Telefax Number

	


Email Address

5. Chief Administrative Officer of the Institution. (e.g. Principal, President, Director…etc.)
	

	Name of Chief Administrative Officer  (Attach their  Resume, Transcript[s] and  a Copy  of Academic Qualification[s])

	

	Title/Role of Chief Administrative  Officer  

	

	Street Address                                                                                                                                                Postal Address

	

	Telephone Number 





Telefax Number

	


Email Address

6. Chief Academic Officer of the Institution. (e.g. Academic Dean, Provost, VP of Academic Affairs…etc.)  
	

	Name of Chief Academic Officer  (Attach their  Resume, Transcript[s] and  a Copy  of Academic Qualification[s])

	

	Title/Role of Chief Academic  Officer  

	

	Street Address                                                                                                                                                Postal Address

	

	Telephone Number 





Telefax Number

	


Email Address

7. Accreditation Liaison Officer (ALO). (Please Note: The CEO cannot serve as the ALO)
	

	Name of Accreditation Liaison Officer  (Attach their  Resume, Transcript[s] and  a Copy  of Academic Qualification[s])

	

	Street Address                                                                                                                                                Postal Address

	

	Telephone Number 





Telefax Number

	


Email

SECTION 1-B - PLEASE PROVIDE THE FOLLOWING INFORMATION:

1.  Has the Institution started an Institutional Accreditation Candidacy process with another recognized accreditation body/agency? [  ] YES [ ] NO

If YES please list the following formation:  
Date Applied
	Name of Accreditation Body/Agency



2. Has the Institution ever achieved Institutional Accreditation Candidacy status before with another recognized accreditation body/agency?  [ ] YES     [ ] NO

If YES please list the following formation:  
Date Scheduled for Next Team Visit
	Name of Accreditation Body/Agency



	Address of Accreditation Body/Agency



	Date of Initial Accreditation




List all programmes with the accompanying information that have been accredited. (Attach separately if necessary)

· Programme

· Accrediting Body

· Date of Initial Accreditation

· Date of Last Review

· Current Status
3. Has the Institution ever had an application for Institutional Accreditation Candidacy denied?  [ ] YES     [ ] NO

If YES please list the following formation:  
Date Denied
	Name of Accreditation Body/Agency




4. Has the Institution ever had their approved Institutional Accreditation Candidacy status revoked? [ ] YES     [ ] NO
If YES please list the following formation:  

Date Revoked
	Name of Accreditation Body/Agency




5. Has the Institution changed ownership in the past three (3) years?  [ ] YES [ ] NO

(If YES, submit a copy of the application and approval of the change of ownership from the appropriate licensing agency)
6.  What is the ownership type of the Institution? 
	
	Sole Proprietorship     
	
	
	Religious   

	
	
	
	
	

	
	Privately Held Business Corporation     
	
	
	Limited Liability Partnership Company          

	
	
	
	
	

	
	Non-Profit Organization       
	
	
	Limited Partnership Company    

	
	
	
	
	

	
	Publicly Held Business Corporation              
	
	
	OTHER  (please specify)




	


7.  Are there any legislation pending for or against the Institution? [ ] YES [ ] NO

If YES, describe the pending litigation.
8.  Has the Institution had its registration status or licensure suspended or terminated?        [ ] YES [ ] NO

If YES, provide a copy of the registration or licensure body/agency’s notification.
9.  Has the Institution employed a consultant for assistance as it proceeds through the Institutional Accreditation Candidacy status process?  [ ] YES [  ] NO
If YES, please provide a copy of the consultant’s resume with this application. 
Date of Initial Hire
	Name of Consultant (Attach their  Resume, Transcript[s] and  a Copy  of Academic Qualification[s])


	Name of Consultant’s/Consulting Company


	Address of  Consultant’s/Consulting Company




10.  Have any owners, administrators, or governing board members of the Institution currently facing impending criminal investigations or have been convicted of a crime before? [ ] YES [ ] NO

If YES, describe the pending litigation.
11.  Have any owners, administrators, or governing board members of the Institution ever been convicted of a crime before? [ ] YES [ ] NO

If YES, describe the past litigation.
12(a) Branch/Satellite campuses must have the same owner as the Institutions main campus.  The Branch/Satellite campus should bear the same name of the main campus. List all Branch/Satellite campuses.
	

	Name of Branch/Satellite Campus 

	

	Name of On-Site Administrator 

	

	Title of On-Site Administrator


	Branch/Satellite Campus Street Address                                                                                                                                           Postal Address

	

	Telephone Number 





Telefax Number

	

	Website

	


Email Address

12b. Provide the following information about each Academic Degree Programme offered at the Branch/Satellite Campus. 

	Designation
	Degree Name
	Duration
	Mode Of Delivery

	E.g.  Associate of Science


	E.g.  Psychology


	E.g.  2 years


	E.g.  Face-to-Face & Web-Enhanced 



	E.g.  Bachelor of Science


	E.g.  Nursing


	E.g.  4  years


	E.g.  Blended/Hybrid Learning

	E.g.  Master of Science


	E.g.  Business Administration (MBA)


	E.g.  18 months


	E.g.  100% Online


12c. Provide the following information on the Instructional Staff Member(s) assigned to the Branch/Satellite Campus.  (Attach Separately)
· Fill out a separate ‘profile table’ illustrated below for each Instructional Staff Member.

· Attach the Instructional Staff Member’s (i) resume, (ii) official transcript(s) and (iii) copy of academic qualification(s) to each of their profile table.
	Instructional Staff Profile Table  (Branch/Satellite Campus)

	Full Name


	

	Gender
	

	Nationality
	

	Work Number


	
	Home Number
	
	Cell Number


	

	Email


	

	Years and Type of Experience

	

	Subject(s) to be Taught
	

	Full Time or Part-Time
	

	Total Teaching Load  

(Hours Per Week)
	

	Credentials /

Qualifications
	Name of Institution (s)


	Address of Institution(s)
	Qualification(s) Achieved

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


12d. Provide the following information on the Administrative and Support Staff Member(s) assigned to the Branch/Satellite Campus.  (Attach Separately)
· Fill out a separate ‘profile table’ illustrated below for each Administrative & Support Staff Member.

· Attach the Administrative & Support Staff Member’s (i) resume, (ii) official transcript(s) and (iii) copy of academic qualification(s) to each of their profile table.

	Administrative & Support Staff Profile Table (Branch/Satellite Campus)

	Full Name


	

	Gender
	

	Nationality
	

	Work Number


	
	Home Number
	
	Cell Number


	

	Email


	

	Department  
	

	Areas of Responsibilities
	

	Full Time or Part-Time
	

	Credentials /

Qualifications
	Name of Institution (s)


	Address of Institution(s)
	Qualification(s) Achieved

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


13. Any partnership(s) between the Institution and another Institution or business entity in an Instructional Service Center agreement to offer classes and/or related co-curricular activities must be shared. Provide a copy of agreement as well as the following information about the Instructional Service Center(s):

	

	Name of Instructional Service Center 

	

	Name of On-Site Administrator 

	

	Title of On-Site Administrator


	Instructional Service Center Street Address                                                                                                                                      Postal Address

	

	Telephone Number 





Telefax Number

	

	Website

	


Email

SECTION 2 - INSTITUTIONAL ACCREDITATION STANDARDS

Please provide the following information outlined under each Institutional Accreditation Standard.
STANDARD 1: MISSION AND GOALS
The Institution must have a clearly defined statement of the mission and purpose of the Institution. Include the vision, core values, and Institutional goals in regards to students, faculty, staff, community educational programs, technology, partnerships, infrastructure, funding activities, and other activities…etc. Provide a copy of the Institution’s mission statement that clearly defines its purpose of the Institution, which it serves and what it intends to accomplish in the field of education.
1.1  Provide a copy of the institution’s mission statement that clearly defines its purpose of the institution, which it serves and what it intends to accomplish in the field of education. 
1.2 Provide a copy of your vision statement that clearly communicates the long-term aspiration long-term objectives that the Institution would like to achieve or accomplish.
1.3 Provide a copy of your core values that serve as the guiding principles for Institutional behavior and action across its units.
1.4 Provide a copy of your Institutional goals in support of the mission that will translate throughout each unit of the organization. 
1.5 Provide a recent copy of the Institution’s school catalog that outlines the various policies and procedures across academic and administrative units, among others.
1.6 Provide a copy of the Institution’s student handbook that outlines the expectations for the conduct and behavior of student at your Institution, as well as other related policies and procedures govern student life.
STANDARD 2 – INSTITUTIONAL GOVERNANCE AND ADMINISTRATION
The Institution must have a clearly defined structure of governance which is the final authority with respect to the formulation and implementation of basic policies that govern the Institution. Governance policies must clearly define the selection process, policy development and review process, decision-making roles and responsibilities assignments, and remuneration, if any, associated with board members.
2.1 Provide information on the ownership type of the Institution with related legislative authorization or licensing documents attached.

2.2 Provide the name, contact information, titles, affiliations, occupations, and resumes of all owners of the Institution.

2.3 For private/for-profit/proprietary Institutions, provide information on Institutional procedures for the continuity of leadership.
2.4 Provide the name, occupation, contact information and resume of the Chief Executive Officer (CEO).  Provide evidence that the CEO was appointed by the board. The CEO cannot be the presiding officer (chairman /chairwoman) of the board. 

2.5 Provide the name, contact information, titles, affiliation, occupations, and resumes of members of the Institution’s board of directors. Identify those who receive remuneration. 

2.6 Provide the Institution’s organizational chart outlining governance responsibilities of the administration structure, include names and titles.

2.7 Provide information on the policies and procedures associated with the Institution’s active governing board members, explaining their structure, authority and autonomy.
STANDARD 3 – EDUCATIONAL PROGRAMMES 

The Institution must have clearly defined objectives, evidence-based content, and academic rigor in the educational programmes offerings and congruent with the Institution’s mission and goals. Educational programme standards are reviewed under the following sub-standards: (i) Programme Mission and Goals, (ii) Programme Governance and Administration, (iii) Academic Programme Resources and Support, (iv) Programme Effectiveness, and (v) Quality Assurance and Enhancement.
(i)     PROGRAMME MISSION AND GOALS -The Institution must have a concise description about the purpose of the programme, as well as the guiding principles and values specific to it.  It highlights the philosophical position behind the programme goals in broad terms, the stakeholders or audience the programme targets, what those who train in it will achieve educationally and career wise, as well as how the training will contribute to the community or country on a whole. Programme goals list the content of the programme specific to the parameters of what students will understand (knowledge), apply (psychomotor skills) and appreciate (affective).
1.1 Provide a clearly defined statement about the mission and purpose of each academic programme.

1.2 Provide information about the how each academic programme’s mission supports the Institutional mission and goals.

1.3 Provide information about how each academic programme will enhance the knowledge, skills, and attitude of students who undertake it.
1.4 Provide information about the career paths that each academic programme will prepare students for.

1.5 Provide information about how each academic programme’s objectives and learning outcomes are in line with Higher Education best practices and benchmarks.

1.6 Provide profile information about the Director of each academic programme and/or the Director of the department in which each academic programme resides. Profile Information should list each member’s (i) Full Name, (ii) Role, (iii) Work #, (iv) Cell #, (v) Email and (vi) Credentials (resumes, transcripts and copies of their academic qualification[s]).
(ii)      PROGRAMME GOVERNANCE AND ADMINISTRATION - The Institution must define the people, policies, and procedures, associated with the planning, development, implementation, monitoring & evaluation of each academic programme. It speaks to the framework(s) in which programme development decisions are made, as well as the quality assurance mechanisms that are in place that guides the governing and administering of each academic programme.
2.1 Provide information about the policies and procedures that govern programme needs analysis, design, development, implementation, and evaluation.

2.2 Provide information on the admissions policies requirements at your Institution across all academic programmes.  Explain on what basis these admission requirements were determined. If it applies, outline the admissions policies for distance education programme offerings. 

2.3 Provide information about the administrative steps involved in each academic programme approval process.

2.4 Provide information about the structure of governance and administration of the programme planning committee responsible for authorizing new and revised academic programmes.

2.5 Provide profile information about the members of the programme planning committee responsible for authorizing new and revised academic programmes.  Profile Information should list each member’s (i) Full Name, (ii) Role, (iii) Work #, (iv) Cell #, (v) Email and (vi) Credentials (resumes, transcripts and copies of their academic qualification[s]).

2.6 Provide evidence that demonstrates that the current programme(s) being submitted for Programme Accreditation Candidacy were approved by the programme planning committee.

2.7 Provide the related minutes, documents, reports and findings that came about during the programme planning process for each programme.

(iii)      ACADEMIC PROGRAMME RESOURCES AND SUPPORT - The Institution must demonstrate that it has the necessary resources, infrastructure, and support to successfully deliver the programme’s mission and goals in its entirety; that is, the physical resources, learning resources, human resources, and financial resources.
3.1 Physical Resources – Provide information about the existing physical space infrastructure, facilities, learning materials and supplies in support of effective academic programme delivery.

3.2 Learning Resources - Provide information about the existing technological resources, inclusive of administrative systems, learning management systems, school management systems, and Electronic Library databases…etc., in support of each academic programme.

3.3 Human Resources: Instructional Staff - Provide information about the existing qualified and experienced Instructional Staff members that support the effective delivery of each academic programme.  Present this information using the ‘Instructional Staff Profile Table’ template that is accessible on NAECOB’s website.

3.4 Human Resources: Administrative & Support Staff – Provide information about the existing administrative & support staff that support the Institution in its mission and goals.  Present this information using the ‘Administrative & Support Staff Profile Table’ template that is accessible on NAECOB’s website.

3.5 Financial Resources - Provide information about the existing financial resources in support of the mission and goals of academic programme delivery and related areas.  Externally audited financial statements of at least two-years must be submitted.

3.6 Partnerships and Agreements I - Provide information on any partnership(s) between the Institution and another Institution or business entity in an Instructional Service Center agreement or the like, to offer classes and/or related co-curricular activities. Provide a copy of agreement(s).

3.7 Partnerships and Agreements II - Provide information on whether the Institution is affiliated with or will seek Articulation Agreement(s) or Memoranda of Understanding (MOUs) with established/accredited Institutions either local or overseas in support of each academic programme. Provide a copy of the agreement(s).

(iv) PROGRAMME EFFECTIVENESS - The Institution must present evidence-based data and information that proves market demand and relevancy for academic programmes offered by the Institution. As well as documents and demonstrates the mechanisms in place to measure, monitor, and evaluate programme effectiveness throughout the planning and delivery life-cycle of a given programme.
4.1 Provide evidence that there is a proven market demand and relevance for each academic programme.

4.2 Provide information on the process by which curricula is designed and developed, including information on the current programmatic standards and best practices used as benchmarks.

4.3 Provide information on the quality assurance process in selecting the general education courses, core courses, and major courses appropriate to the discipline of each educational programme major offered by the Institution that meets local and international standards.

4.4 Provide evidence that  the entry requirements of each academic programme is relevant and appropriate for the discipline.

4.5 Provide information on the academic provisions in place for identifying and providing support for admitted students who are not fully prepared for college level study.

4.6 Provide evidence that  the programme and course objectives of each academic programme are relevant to the discipline.

4.7 Provide evidence that academic rigor is built into the delivery and assessment of each academic programme.

4.8 Provide evidence that the learning outcomes of each course in a given academic programme target student performance, competence, is measurable and observable.

4.9 Provide a comprehensive and up-to-date inventory of  the course materials and learning reources associated with each academic programme..

4.10 Provide evidence that the delivery of academic programme takes into account the diverse learning styles of students.

4.11 Provide evidence that the delivery of academic programme incorporates various teaching, assessment, and evaluation methods. 

4.12  Provide evidence that mechanisms are in place to efficiently monitor, assess, and evaluate the impact of teacher instruction. Provide a blank copy of faculty evaluation form.
4.13  Provide evidence that mechanisms are in place to efficiently monitor, assess, and evaluate the impact of student learning. Provide a blank copy of course evaluation form.
4.14  Provide evidence that formative and summative assessment methods align with programme objectives and learning outcomes.

4.15  Provide evidence that assessment data about student performance in academic programmes are captured effectively and are accessible to related stakeholders.

4.16  Provide evidence that aassessment data about Instructional Staff performance in academic programmes are captured effectively and are accessible to related stakeholders.

4.17  Provide evidence that aassessment data about administrative & support staff performance in supporting academic programmes are captured effectively and are accessible to related stakeholders.

4.18  Provide evidence of the student services that effectively supports academic programme delivery. 

4.19  Provide information on the assessment and evaluation process in the awarding of higher education credential of each academic programme. Include sample(s) of award(s).

4.20  Provide information on the assessment and evaluation process of transfer credits towards each academic programme.

4.21 Provide information and evidence that the Institution has graduated at least one cohort in its principal educational programmes before NAECOB’s evaluation of their application for Institutional accreditation candidacy. 

4.22  Provide a copy of the schedule of classes at the time of submission. Ensure that the course code, course name, classroom numbers, meeting times, assigned instructor and enrollment roster for each class is included).  
4.23  Provide a list of students per academic programme who are currently enrolled at the Institution at the time of the site visit. 
4.24  Provide agreements and schedules of internships, externships, apprenticeships, clinical experience, and/or field experiences associated with and educational programme. 
4.25  Provide handbooks/manuals of internships, externships, apprenticeships, clinical experience, and/or field experiences associated with and educational programme. 
4.26  Provide programme planning meeting Minutes for the most recent meetings.
4.27  Provide copies of or links to all advertising associated with educational programmes.
(v) QUALITY ASSURANCE AND ENHANCEMENT - The Institution must have embedded quality enhancement policies and procedures throughout the life of the programme. Further, the Institution should demonstrate forward thinking and planning that continuously measures and evaluates the need for programme resources and support mechanisms. 
5.1  Provide evidence that mechanisms are in place to ensure that curricula in support of academic programme delivery are revised periodically for current and future needs.

5.2 Provide evidence that mechanisms are in place to ensure that assessment and evaluation tools in support of academic programme delivery are revised periodically for current and future needs.

5.3 Provide evidence that mechanisms are in place to ensure that policies, procedures and processes in support of each academic programme delivery are revised periodically for current and future needs.

5.4 Provide evidence that mechanisms are in place to ensure that financial and budgetary resources in support of academic programme delivery are revised periodically for current and future needs.

5.5 Provide evidence that mechanisms are in place to ensure that the learning resources in support of each academic programme delivery are evaluated periodically for current and future needs.

5.6 Provide evidence that mechanisms are in place to ensure that the human resources in support of each academic programme delivery are evaluated periodically for current and future needs.

5.7 Provide evidence that mechanisms are in place to ensure professional development opportunities for the human resources that support academic programme delivery for current and future needs.

5.8 Provide evidence that mechanisms are in place to ensure that the physical facilities and infrastructure in support of academic programme delivery are revised periodically for current and future needs.

5.9 Provide evidence that both short term and long term strategic plans have been developed to support current and future needs of academic programme delivery at the departmental level as well as the Institutional level.

Please provide the following information for Each Academic  Degree Programme offered at the institution:

(i) Provide the following information about each Credit Bearing Programme:
	Designation
	Degree Name
	Duration
	Mode Of Delivery

	E.g.  Associate of Science


	E.g.  Psychology


	E.g.  2 years


	E.g.  Face-to-Face & Web-Enhanced 



	E.g.  Bachelor of Science


	E.g.  Nursing


	E.g.  4  years


	E.g.  Blended/Hybrid Learning

	E.g.  Master of Science


	E.g.  Business Administration (MBA)


	E.g.  18 months


	E.g.  100% Online


(ii) ALL Credit-Bearing Programme Outlines MUST feature the following information. 

	Programme Description:

	Programme Goals/Objectives: 

	Programme Department:
	Total # of Credits in Programme:
	Programme Length:
	Programme Mode of Study:               (Face-to-Face / Online/Blended…etc.)

	# of General Education Course Credits:
	# of Core Course Credits:
	# of Major Course Credits:
	# of Elective Course Credits:

	General Entry Requirements (New Students):

	General Entry Requirements (Transfer Students):

	General Entry Requirements (International Students and Other Student Categories if applicable):

	Provide information on each academic provision in place for identifying and providing support for admitted students who are not fully prepared for college level study in each academic programme.




 (Attach Each Programme Outline separately and in front of the corresponding course outlines).

(iii) ALL courses featured in the Programme MUST be laid out in the following format: 
	DEGREE DESIGNATION
	DEGREE NAME
	TOTAL CREDIT HOURS



	
	
	


	GENERAL EDUCATION COURSES

	Course Code
	Course Title
	Course Credit Hour


	
	
	

	CORE COURSES 

	Course Code
	Course Title
	Course Credit Hour


	
	
	

	MAJOR COURSES

	Course Code
	Course Title
	Course Credit Hour


	
	
	


(iv) Programme Sequence - Illustrate the ‘Recommended Sequence’ of ALL courses featured in the programme for both Full-time and Part-time offerings. 

 (v). COURSE OUTLINES - Course Outlines MUST feature the following components 
(Attach Each Separately)
	Course Code:


	Course Name:


	Credit Hour:



	Prerequisite(s):


	Co-requisite(s)
	Contact Hours:
	Semester Length:
	Mode of Delivery/Instruction:
	Date Last Updated:
(month & year)

	Course Description:

	Course Objectives:


	Course Learning Outcomes:


	Course Materials:
Ensure that text book information includes:  (i) Full Name of Textbook, (ii) Author(s), (iii) Edition, (iv) Year Published, (v) Publisher(s), and (vi) ISBN #.

	Course Content:


	Course Assessment & Evaluation:
Ensure to include: (i) a list of formative and summative assignments and their associated percentage weights, (ii) grading scheme used at Institution (i.e. letter grade percentage weight, and GPA equivalent).

	General & Academic Policy Statements: 

Ensure at a minimum the following policies are included on each course outline: (i) Academic Integrity, (Ii) Class Attendance/Absenteeism, (Iii) Technology Requirements For The Course,   (iv) Disruptive Student Conduct Policy, (v) Late Assignment Policy, (vi) Make –Up Exam Policy, and (vii) Course Withdrawal Policy. 
Also included a ‘subject to change’ statement’




Are there any associated labs, clinical, and/or field experiences associated with any of the courses that make up each academic programme? If so please provide the following information:

	LABS

	Course Code
	Course Name
	Credits

	
	
	

	Lab Supervisor
	

	Lab Location
	

	Lab Hours
	

	Lab Equipment/Materials
	

	Submit a copy of the Laboratory Workbook in .PDF format


	CLINICALS

	Course Code
	Course Name
	Credits

	
	
	

	Clinical Supervisor
	

	Clinical Location
	

	Clinical Hours
	

	Clinical Equipment/Materials
	

	Submit a copy of the Clinical Skills Workbook in .PDF format


	FIELD EXPERIENCES

	Course Code
	Course Name
	Credits

	
	
	

	Field Experience Supervisor
	

	Field Experience Location
	

	Field Experience Hours
	

	Field Experience Equipment/Materials
	

	Submit a copy of the Field Experience Workbook in .PDF format


Are there any associated Practicums, Internships or Apprenticeships associated with any of the courses that make up each academic programme? If so please provide the following information:
	PRACTICUM COURSE

	Course Code
	Course Name
	Credits

	
	
	

	Name of Practicum Site:
	

	Physical Address of Practicum Site:
	

	Contact Person at Practicum Site:
	

	Submit a copy of the Practicum Manual or Handbook in .PDF format


	INTERNSHIP COURSE

	Course Code
	Course Name
	Credits

	
	
	

	Name of Internship Site:
	

	Physical Address of Internship Site:
	

	Contact Person at Internship Site:
	

	Submit a copy of the Internship Manual or Handbook in .PDF format


	APPRENTICESHIP COURSE

	Course Code
	Course Name
	Credits

	
	
	

	Name of Apprenticeship Site:
	

	Physical Address of Apprenticeship Site:
	

	Contact Person at Apprenticeship Site:
	

	Submit a copy of the Apprenticeship Manual or Handbook in .PDF format


18. Please provide the following information where applicable: 
a) One credit hour equals ___________ contact hour.

b) One Laboratory credit hour equal ________ contact hour.

c) One Clinical credit hour equal  _________ contact hour
d) One Practicum credit hour equal  _________ contact hour
STANDARD 4 – LEARNING RESOURCES 
The Institution must own or have access to sufficient learning resources, services, infrastructures, and technologies to adequately support the proposed educational programmes and reflect the capacity to support Institutional mission and goals.
4.1
Provide information about all the learning resources that supports the instructional programmes as well as the Institution’s mission and goals. (Software, Student Management System, E-Library, Learning Management System, instructional equipment & supplies, multimedia resources…etc.). 
4.2 Provide a detailed inventory of all the learning resources that supports the instructional programmes as well as the Institution’s mission and goals. (Software, Student Management System, E-Library, Learning Management System, instructional equipment & supplies, multimedia resources…etc.).
4.3
 Provide the name, address, website, email address and contact number of the learning resource(s) providers /vendors.

4.4
Provide information on the maintenance, repair, replacement, and disposal plan in place for damaged, outdated, and/or obsolete learning resources.

4.5
Provide information demonstrating that the required safety standards are in place for the use of outlined learning resources. 

4.6
Provide a comprehensive technology plan that outlines the related policies and procedures governing the use and maintenance of learning resources, technological infrastructure, and services across the Institution. The plan should feature a student learning outcomes assessment with data on the utilization of the learning resource(s).
STANDARD 5 – PHYSICAL RESOURCES & INFRASTRUCTURE 

The Institution must demonstrate that it has adequate accommodation in terms of space, physical facilities, lighting, and safety provisions. Present a thorough description of physical facilities available that are in support of the Institutions missions and goals. Master plan of facilities, workplace safety information, Occupational Safety and Health Administration (OSHA) compliance or a similar entity...etc.
5.1 
Provide a copy of the floor plan of the Institution.

5.2
Provide information on the Institution’s physical resources, both existing and under construction that are used for classroom instruction, office space, student housing, student activities, and other gathering of stakeholders.

5.3  Provide related information on all rental agreements/contracts, lease agreements/contracts…etc., associated with the Institution’s physical resources and infrastructure. 

5.4
Provide a Physical Plant Plan that outlines the related fiscal management, maintenance services, and operational support for the buildings and facilities.

5.5
Provide copies of approved fire safety inspections, building inspection and occupancy certificates, or similar occupational safety certificate from the respective agency (in your country). Also include copies of related insurance coverages and policies.

5.6
Provide an Emergency Action Plan(s) that outlines the Institutional preparation, response, and recovery actions in mitigating natural or man-made disasters to physical resources and infrastructure.

STANDARD 6 – HUMAN RESOURCES
The Institution has sufficient instructional, administrative, and support staff with the requisite qualifications and experience appropriate for their tasks that fulfills the Institution’s mission and goals.
6.1 Provide information on the profiles of instructional staff employed by the Institution including copies of their resume, degrees, and courses assigned to teach.
6.2 Provide information on the administrative and support staff employed by the Institution including copies of their resume, degrees, and departments they are assigned to work in.
6.3 Provide the most recent copy of the Institution’s faculty handbook/manual.
6.4 Provide the most recent copy of the Institution’s staff handbook/manual.
6.5 Provide information on the support and services available for Instructional staff reflective of the Institution’s mission and goals in teaching and learning.
6.6 Provide information on the support and services available for administrative and support staff reflective of the Institution’s mission and goals in teaching and learning.
6.7 Provide information on the evaluation and assessment procedures of instructional staff.
6.8 Provide information on the evaluation and assessment procedures of administrative and support staff.
6.9 Provide copies of the materials and scripts used by recruitment & admissions staff.
6.10 Provided the Minutes of faculty meetings held within the past twelve (12) months.
6.11 Provide a blank copy of instructional staff  evaluation form.
6.12  Provide a blank copy of administrative staff  evaluation form.

STANDARD 7 – FINANCIAL RESOURCES 

The Institution must present a financial plan for at least 3-years, including future budget projections. Present the Institution’s two (2) most recent independently audited financial statements in the support of the Institution missions and goals outlined. Assess and evaluate the efficiency and effectiveness of how Institutional resources are used in support of the mission.
7.1 
Provide a copy of the Institution’s financial plan of at least three (3) years including current budget(s) and future budget(s) projections. 
7.2        Provide an assessment of the efficiency and effectiveness of institutional resources and evaluate the fiscal management and fiscal controls of business practices.
7.3 
Provide the Institution’s two (2) most recent independently audited financial statements in the support of the Institution missions and goals outlined.
7.4 
Provide information on tuition, fees, and related financial policies associated with student accounts and services.

STANDARD 8 – STUDENT SERVICES & CO-CURRICULAR ACTIVITIES 

The Institution must present evidence based data and information on the student population that highlights how the Institution’s mission and goals supports their student body through academic services and co-curricular activities from the point of enrolment to graduation, as well as with alumni services.

8.1 
Provide an outline of student support services, programmes, and activities in place that are reflective of the institution’s mission and goals in teaching and learning.

8.2   Provide information on the plans the institution has in place to ensure a safe, secure and healthy environment for students, as well other related stakeholders of the campus community.

8.3
Provide information on the policies and procedures associated with the secure maintenance and release of student records.

8.4 
Provide a blank copy of surveys or evaluations issued to students to gauge their opinion on current student services offered by the institution.
8.5   Provide information on the grievance procedures that are in place for students.
8.6   If the institution has an intercollegiate student athletics programme or agreement in place, provide information on how this is managed.
STANDARD 9 – STRATEGIC PLAN AND INSTITUTIONAL EFFECTIVENESS
The Institution must have a comprehensive Institutional-wide strategic plan linked to mission that outlines all ongoing organizational management activities based on Institutional mission and goals. Include operational plans at all units/departments, as well as academic, financial, and other quality assurance plans. Assessment and evaluation activities for Institution effectiveness should also be outlined.
9.1 Provide a comprehensive Institutional-wide strategic plan that outlines all ongoing organizational management activities based on Institutional mission and goals.
9.2 Provide operational plans of all units/departments, as well as academic, financial, and other quality assurance plans. 

9.3 Provide an outline of scheduled periodic assessment and evaluation of the effectiveness of planning activities.

STANDARD 10 – PROGRAMME & INSTITUTIONAL OUTCOMES (ANNUAL REPORT)

The Institution must submit a comprehensive annual report outlining evidence-based data and information concerning programme and Institutional data, organizational activities, and financial performance from the preceding year.
10.1    Provide detailed information on current admissions and enrollment profile of students.
10.2
Provide detailed information on retention and graduation rate and how each is calculated.

10.3 
Provide enrollment data across programme majors for the current year as well as  at least three (3) previous years.

10.4
Provide projected enrollment for period outlined in the Institution’s Financial Plan.   

10.4
Provide a list of students per academic programme who have graduated from the Institution in the past three (3) years.

10.5
Provide a list of students per academic programme who were terminated or withdrawn from the Institution in the past three (3) years.

10.6    Provide a list of students per academic programme who were on a Leave of Absence from the Institution in the past three (3) years.

DECLARATION 
· The undersigned formally declares our intent to seek Institutional accreditation candidacy from The National Accreditation & Equivalency Council of the Bahamas (NAECOB) and requests the review of our Application for Institutional Accreditation Candidacy, and accompanying documents as the initial steps in this process.

· The undersigned understand that no affiliation is formed between the Institution and NAECOB based on their submission of the Application for Institutional Accreditation Candidacy.

· The undersigned understand that an Institution is not allowed to make any public statement about the status of its Application for Institutional Accreditation Candidacy submission other than the approved and exact statement outlined by NAECOB.

· The undersigned understand that the decision as to whether the Institution qualifies for Institutional accreditation candidacy rests solely and exclusively with NAECOB and that the decision(s) are final. 

· I/We [full name(s)] _____________________________ am/are authorized to submit this Application for Institutional Accreditation Candidacy and accompanying documents on behalf of [Institution’s name]. I/We hereby also declare that all the information contained in this Application for Institutional Accreditation Candidacy is, to my/our knowledge, true and correct. 

____________________________________                             ___________________________ 

Signature (Proprietor)                                                                                  Date
____________________________________                             ___________________________ 

Signature (Principal/President/Director)                                                       Date
PLEASE SUBMIT COMPLETED APPLICATION FORM AND ACCOMPANYING DOCUMENTS TO:

Dr. Iva Dahl, Executive Director

National Accreditation and Equivalency

Council of The Bahamas (NAECOB)

RND Plaza West
John F. Kennedy Drive
P.O. Box N-3913
Nassau, The Bahamas
Telephone: 328-8872/3
Email: info@naecob.org
[AIAC]





Application for Institutional Accreditation Candidacy





� HYPERLINK "http://www.naecob.org" �www.naecob.org� 





[Institution’s Name] has been granted Institutional Accreditation Candidacy status by The National Accreditation & Equivalency Council of The Bahamas (NAECOB). The Institutional Accreditation Candidacy status does not suggest that [Institution’s Name] now has accreditation with NAECOB nor does it guarantee that [Institution’s Name] is ensured eventual accreditation. 





Institutional Accreditation Candidacy status solely indicates that the Institution has currently satisfied one of the several steps in progressing towards being fully accredited by NAECOB.





Please direct all inquiries regarding the status of [Institution’s Name] Institutional Accreditation Candidacy to a representative of NAECOB.  Their contact information is outlined below:





The National Accreditation and Equivalency


Council of The Bahamas (NAECOB)


RND PLAZA WEST


JOHN F. KENNEDY DRIVE


P.O. BOX N-3913


NASSAU, THE BAHAMAS


TELEPHONE: 328-8872/3


Email: info@naecob.org








RECOMMENDED SEQUENCE 


(Part-Time Student)





First Semester


Course code – Course Name


Course code – Course Name





Second Semester


Course code – Course Name


Course code – Course Name


Course code – Course Name





Third Semester


Course code – Course Name








RECOMMENDED SEQUENCE 


(Full-Time Student)





First Semester


Course code – Course Name


Course code – Course Name


Course code – Course Name


Course code – Course Name








Second Semester


Course code – Course Name


Course code – Course Name


Course code – Course Name


Course code – Course Name
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