Version 20190807	STATE OF IOWA	Catalog Approval Worksheet
Iowa State Approving Agency
Iowa Department of Education
Grimes State Office Building, 2nd Floor
400 East 14th Street, Des Moines, IA 50319-0146

Catalog Approval Worksheet
The following information is required in order to be in compliance with current Department of Veterans Affairs (VA) regulations.
Instructions
· Make an electronic copy of this worksheet.
· Complete this worksheet by typing information directly into the document.
· All items require a response.
· Enter “N/A” if an item is not applicable.
· Sign and date the completed worksheet.
· Email the following documents to vetsed@iowa.gov:
· A scanned copy of this completed, signed, and dated worksheet.
· Course catalog.
· Graduate catalog, if applicable.
· Student handbook, if applicable.
· Veterans or GI Bill recipients handbook, if applicable
· Any other relevant policy documents, if applicable.
· Academic calendar, if not published in the course catalog or student handbook, or other policy document.
· Detailed (itemized) listed of tuition, fees, and other charges.
Important!
All links within the course catalog, student handbook, and other supporting documents must be disabled. Our office will not accept any documents that have active links.
Feel free to contact our office if you have questions or need clarification. Our email address is vetsed@iowa.gov. 


School Information
Name of school:										
Street address: 										
City, State, ZIP Code: 									
School web address: 									
Facility code: 										
Point of contact (name, title): 									
Phone number: 										
Email address: 										
1. List all institutional accrediting bodies (HLC, Iowa Department of Education, etc.) associated with your school.



2. List all accrediting bodies associated with specific programs (NATEF, Iowa Board of Nursing, etc.) offered at your school.





[bookmark: _GoBack]


Extensions
VA defines an extension as "a location of an educational institution that is geographically apart from and is operationally dependent on the main campus or a branch campus of the educational institution" (38 CFR 21.4266(a)(5)).
· Using this definition, list all extension of your school. Exclude clinical or internship sites.
· Enter “N/A” if your school does not have any extensions.
	Extension name
	Address
	City, State, ZIP Code

	Example: Downtown Center
	123 Main Street
	Herein, IA 59999

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Titles of catalogs, handbooks, and policy manuals
· Please list all catalogs, handbooks, policy manuals, and other documents that you plan to certify.
· Enter an identifier (“Pub ID”) that you can use to reference each publication in subsequent sections of this worksheet. Refer to the examples below.
· Remember to email a PDF of each listed document to vetsed@iowa.gov.
	Title of publication
	Vol./No.
	Publication date
	Pub ID

	Example Undergraduate Academic Catalog
	
	June 9, 2015
	UG Cat

	Example Student Handbook
	Vol. 8, No. 6
	
	Handbook

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





Information; policies
· Enter the publication’s identifier (“Pub ID”) from the previous section and the corresponding page number that locates each item or policy.
· Each item must be addressed in at least one publication.
· If an item or policy is not addressed in any document, then you must email an addendum specifically addressing that item.
	Item
	Publication(s)
	Page(s)

	Example: Title IX policies
	Handbook
	42

	Example: Credit by examination
	UG Cat
	11

	Volume, number, or publication date of publication
	
	

	Name of school
	
	

	Name of governing body; list of members
	
	

	List or directory of officials and faculty
	
	

	Calendar with appropriate information
	
	

	Enrollment policies
	
	

	Admission requirements
	
	

	Attendance policies
	
	

	Standards of progress, general
	
	

	Standards of progress, grading
	
	

	Standards of progress: satisfactory academic progress
	
	

	Standards of progress, probationary period
	
	

	Standards of progress, re-entrance
	
	

	Student progress records
	
	

	Student progress records, maintenance
	
	

	Student records, availability to student
	
	

	Student conduct
	
	

	Dismissal for unsatisfactory conduct
	
	

	Detailed schedule of tuition
	
	

	Detailed schedule of mandatory fees
	
	

	Detailed schedule of other fees
	
	

	Refunds, general
	
	

	Refunds, unused portion of tuition
	
	

	Refunds, unused portion of fees
	
	

	Refunds, unused portion of other charges
	
	

	Compliance with Section 103 of Veterans Benefits and Transition Act of 2018
	
	

	Facility, general description
	
	

	Graduation requirements
	
	

	Evaluation and granting of prior credit
	
	





New Programs
· List all new programs that have been added since the previous catalog.
· Enter “N/A” if your school does not have any new programs.
· If you plan to email a spreadsheet of new programs, please enter “Refer to [name of spreadsheet]” in the table below.
· Use names of the programs as they would appear on a student’s transcript.
· Do not list new minors, concentrations, emphases, etc.
	Name of new program
	Award
	Pub ID
	Page

	Example: Basket weaving
	AAS
	Ex1
	25

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Name Changes
· List all programs that have changed names since the previous catalog.
· Enter “N/A” if no names changed.
· If you plan to email a spreadsheet of name changes, please enter “Refer to [name of spreadsheet]” in the table below.
· List new names as they would appear on a student’s transcripts.
· Do not list name changes for minors, concentrations, emphases, etc.
	Old name
	New name

	Example: BA Basket making
	Example: BA Basket weaving

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





Discontinued programs
· In this section, list all programs that have either
· Been discontinued since the previous catalog, or
· Are being phased out.
· The school must have stopped accepting students into the listed programs.
· Enter “N/A” if your school has not discontinued any programs.
· If you plan to email a spreadsheet of discontinued programs, please enter “Refer to [name of spreadsheet]” in the table below.
· Do not list minors, concentrations, emphases, etc., that are being discontinued or phased out.
	Program name
	Discontinued
	Phasing out

	Example: BFA Basket weaving
	
	X

	Example: MFA Basket weaving
	X
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Certification
I certify that all documents identified in this worksheet are true and correct as to content and policy.


													
Signature									Date


													
Printed name, title								Phone
Remember
After you complete this worksheet, scan it as a PDF document and email the PDF along with all other supporting documents to vetsed@iowa.gov.
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