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Presentation Notes
https://www.education.pa.gov/Postsecondary-Adult/CollegeCareer/Pages/Private-Licensed-Schools.aspx
Applicant Resources
Applications are valid/active for one year from the date of submission and or the date of Board vote of Approved Pending or Deferral. 

Example 1: A school submits an application on June 4, 2021 for consideration at the August 12, 2021 Board meeting. The school receives the Board Administrator’s first staff review letter/cure letter allowing 10 days to make revisions and corrections. The school submits revisions within that 10-day cure period; however, those revisions were not adequate to complete the application and move it forward to the Board agenda for August. That application is considered valid/active until June 4, 2022. The required revisions can be resubmitted at any time within that year to get the applications on the following Board meeting agendas. If revisions are never submitted, the application is considered expired/abandoned and the application process would need to start over again from the application, fees, and deadlines.

Example 2: A school submits an application on June 4, 2021 for consideration at the August 12, 2021 Board meeting. The application is considered complete and determined to be on the Board agenda for August 12, 2021. At the August 12, 2021 Board meeting the Board voted the application approved pending. This application is now valid/active for one year from this date, and would expire August 12, 2022. Any required revisions would need to be submitted prior to August 12, 2022 or it then expires, is considered abandoned and the application process would need to start over again including the application, fees, and deadlines.




New Program Applications

« $1,400 Fee — Facility
e Current application form — Reading Levels
— General Information — Externship
(PDE3003 Summary) — Distance Education

— Equipment _ CDL
— Program Outline

— Enrollment Agreement
— Instructor List

— Catalog
— Instructor — Documents
Qualifications o
— Submission

— Job Opportunities
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Presentation Notes
Please ensure you are always going to our website to use the most recent/current application. Do not use a saved copy on your computer as we are making changes whether minor or major at any time. If the wrong version is submitted you run the risk of being required to transfer the data to the correct version for review.


New Program Application Instructions

« Complete all shaded boxes
* Type in text box or embed document
« Some cells automatically populate from previous entries
— Instructor list populates to qualifications
— Course list populates to instructor list and syllabi
» Populates for convenience and consistency
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Presentation Notes
DO NOT unlock the application. If it is determined an application was unlocked your application will automatically not move forward and you will be required to complete and submit a new application. 



PDE3003 Summary — General Information

New Program Seminar Date

Length of Program

— Insufficient hours is common error
— Don’t assume prior knowledge

— Don’t assume high discipline w/high independent
learning skills

Tuition, registration fees, other fees

Diploma vs. Certificate

— Diploma = multiple classes/multiple syllabi
— Certificate = one class/one syllabus

Start date — after Board meeting
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Presentation Notes
New Program Seminar Date would be today – the date you are attending the New Director Seminar. OR It could be the date of the New School Applicant Orientation as there too the New Program Application is reviewed.


 New programs cannot be degrees

« Specialized Associate Degrees require additional
approval by the Secretary of Education after approval by
the PLS Board at the diploma level

« Approval to award any degree above the AST or ASB
requires authorization as a college
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Presentation Notes
Only exception to new programs cannot be degrees is if you are an already approved provider of AST-ASB programs.
All new program applications regardless of degree, diploma, or certificate are uploaded via the SharePoint and are reviewed by your BA.



Certificate vs. Certification

« Certificate — a credential awarded by the school upon
successful completion of a course

» Certification — a credential awarded by a third party after
meeting established criteria — usually involves passing a
third-party exam
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Accreditation vs. Licensure

 License — permission to operate

* Accreditation — by an authorized private agency that
confirms that the education and practice meets certain
quality standards
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Entrance Requirements
|
« Ensure that all students admitted can reasonably be expected

to handle the curriculum

— Reading level for admission compared to reading level of
texts

— Consider a reading or other academic test i.e., Wonderlic
SLE https://www.wonderlictestprep.com/scholastic-level-
exam-sle

— High school diploma or GED does not demonstrate 12th
grade reading ability

« Ensure that all students who meet admission criteria can
reasonably expect to qualify for employment after completing
the training
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Presentation Notes
Using the job opportunities you have supporting the need for your program, include within your entrance requirements anything that is required but your program will not provide. For example, if they are required to have a valid driver’s license, their own vehicle, their own tools etc. you should include these as entrance requirements OR you need to have clear disclosures within your school communications (catalog and enrollment agreement) that these things could be expected for hire. Same would go for relocation if jobs are at a greater distance from the school – a disclaimer about the need to relocate is possible to find employment.

Whatever your entrance requirements are your student file should include copies of the evidence these requirements were met.

https://www.wonderlictestprep.com/scholastic-level-exam-sle

Occupational Skills

* Narrative or list of the major occupational skills the
student will learn

* Do not list the jobs in this section — list the skills
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Employment Opportunities

 List the job titles for which graduates should be qualified
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Branch Address

* Provide the address if you will offer this program at an
approved branch

— Entire program must be offered at the branch

— Branches must be in the same county or a contiguous
county

— Cannot have a branch campus until AFTER initial
licensure approval

 Site visit required
« $750 site visit fee
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Remote Facility

 If part of the training is provided at remote site, list the
address

— Driving range, clinical facility, lab
« Site visit required
« $750 additional site visit fee
 Remote vs. Externship Site
— Oversight by instruction = remote
— Oversight by employee of business = externship
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PDE3003 Equipment

« List all equipment
« Give specifications — model number, speed, etc.

 If there is any doubt about whether it is equipment or
supplies, list it

« Be mindful of the the ratio based on your intended start-
up cohort in addition to the number already on campus

 If you need to order equipment

— You are not expected to have purchased the equipment prior to
approval

— You will want to show evidence of research of cost or have
purchase orders prepared for purchase post approval

— This evidence can be embedded on the Documents tab
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PDE3004 Program Outline

» Course List — sequence of offering
» Course names populate to PDE3003 Instructor List and

 If you will be offering any part of the program via
Distance Education — those courses must have a
different course number listed

 Clock Hours or Credits

— Be sure the clock hours and credits are consistent
with the syllabi and the catalog

 Select how the course will be offered

 |f there is a distance education component, list the
platform to be used.
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Syllabi

« Syllabi

— A syllabus must be provided per delivery modality/course
number

— Must be detailed

— Refer to sample syllabus on PLS website (ground and distance
education versions available)

— All required elements must be in each syllabus
— Don't forget to include a syllabus for the externship!

% pennsylvania
DEPARTMENT OF EDUCATION

15



Elements of Each Syllabus

« Course nameltitle

* Course number

« Delivery modality (on-ground or distance education)
* QObjectives

« Course description

e Course schedule

« Total clock hours = lecture hours / lab hours

* [nstructor

* Prerequisites
(different from admissions requirements)
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Elements of Each Syllabus

 Policies

« Specific policies on make-up work/hours and specify
whether there is any charge for make-up work/hours

« Grading system
« Author/Title/Publisher of Texts and Software
* Course outline

DETAILED

DETAILED

DETAILED
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Sample Syllabus — Page 1

COURSE TITLE: ELECTROCARDIOGRAFH TECHNIGQUE & APFLICATION
PRERE QUISITE : AHC101 Idroduction to Health Caveers; BIO101 Anatownr & Plorsiology 1
INSTRUCT OR: TBA

COURSE SCHEDULE: Classes are scheduled betareen 5:00 AM and 10000 PM, weekdays (deperdent upon day or
evering sessions)

COURSE LENGTH: 24 lechire hoars £ 24 lab hours £ 3.0 Quarter Credits

COURSE OVERYIEW: fAcquiring a deeper unders tanding of the cardicvasoular systemn and how it fanctions, stadernts
practce basie electrocardiogmph patient cave teclmiques | applying lezal and ethical resporsibilities . Students leswn the
use of medical instm mentation, electrocardiogram theory, idertification of and respomse to mechanical problems,
meogmhon of cardiac thythm and response to emergercy findings.

COURSE OBJE CTIVES: U ponsuccessfal completion of this course, the studentwillbe able to:

1. Define the key terms associated with electocardiographs.

2. Descrbe the cardiac cyele and the comduction systens that controls the cardiac eyels.

3. Descrbe the elechocardiogram

4. Mlaintain equiprvent for safety and acearacy; ide rtifir avd elisninate cr veport interference and
mechanical problems.

5. Iderhfy the basic equipment and supplies required for eleckocariography.

6. Demorstate proper lead placement .

7. Descrbe and demonstrate the stephiy-step procedure for dotaining an EEG and wse
demimertation skills to identifiy electrocardingraphs.

8. Calrulate rate and identify rhythms.

9. Recogmze a cardiac emergenc ¥ as seenon the EKG.

MEDLA, TEXT & RESCOURCE RE QUIRE MENT §:
Colm, E. & GilroyDaochan, M. (2002): Flip and See ECG . 2" Edition S aanders Else viey Publishing.

Toung, &, et al (2006): Kim's The Medical Assistant an Applied Loamming Approach 9 ediion. Text & Wodthook:
Samder (Elsevier) Pablishing.

INSTRUCTIONAL STRATE GIES:
This cour e cambires lechire instuctons withlab application Irstmctonal stratezies nchde lectare, demeonstration,
dismassion, practieal applicatios, sinml abon and presentations .

COURSE OUT LINE*
1. Feview A natomy and Plysiology of C andiovas oular s ystemn; cardiae eyels, conduction pathrarays; role of the
ECG Aide; parpose of Electrocardiograms.
Termivology, eqaiprent and supplies requived for ECG.
ECG Instumertation; lead placement ard wectors.
Hormal ECGs, calmlating rate, introduction to rhytlems.
Patierd preparation for ECG tests ; frding the heartbeat taling anECG
Haming rhythims, types of thythnes, clues to idertifiring rhythins,

Tl B L b
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Presentation Notes
There is a ground course syllabus example as well as an online/distance education course syllabus available on our website https://www.education.pa.gov/Postsecondary-Adult/CollegeCareer/Pages/PLS-Applicant-Resources.aspx 


Sample Syllabus — Page 2

25 conmnon dys rhyrthrmas

Charting ECG s

Feading ECGs

Recognizing interference, loose leads amd other malfinetions
Fecogmizing, responding to, mporting emergen v sibtations
Feview & Final Exam.

B

# 5 ession Course Cutline may change as needed, and shall be detenmined by the instructor. Contert shall not change,
and if' so, stadents shallbe given prior notice. However, deperding onthe term, the course breakout in sessions per
weak may vary, but all cormtact hours shall be we twithin the term, and within the elass schedule parameters.

Iakeup sessions maybe seheduled during hours other than the regularly-s che duled meeting imes, including breaks

and weekends .

GRADING RE QUIREMENT §:

Final grades will be determirved as follows:

GEADE BEREAKDOWH GRADE SCALE

Criemes 2004 100-20 & 40

Tasts 280 23920 B 30

Lah &ssignments 30 7270 C 20

Final Exam 280 89 & Below F 0o
100%

ATTENDANCE RE CUTREMENTS5:
It 15 important for the school fobe nobified when a stadent is not able 4o attend class, Itis the stadent’s respomsitbility fo
inquire hout make-up work for both elass room lectures and Laboratory sessiors.

Tardiness andfor absence fiom any part of'a classilab will corstibate a partial shsence. & fotal of three partial sbsences
will constitate a fill ahsence.

For farther infornation on the attendance policy, conault the ourrert edition of the Med Vance [rstitate catalog and
applicable stadent handbook.

MAKE-UP WOREK:

It is the stadent’s respors hility to inquire about make-upwork forbothelas sroom and laboratory sessions. The
instruetor will not = -teach material, therefore thete is no charge for make-up work, Forimformation reg amding make-up
wotk, please conmult the ourent edition of the catalog and applicable studert handb ook,

INSTRUCT OR RE SPONSIBILITIE §:

1. Atthe beginmng of'each coirse, the imtmetor will provide a course syllabus to eachstudentin the class.

2. The irstuctor will evaliate each student’s participation, assigrmments, assessments and projects based on the grading
crteria pub lished inthe syllabus.

3. Acourate records of'each stadent’s attendarve and zrades willbe maintained by tlhe instuctor, and retained at the
campus . Attend ance will be reported at the conchision of each class meetings; course grade averages willbe
reported at the mid-term and final weeks, as a rumnmm

4. Unammcmnced quizzes and special projects maybe given at the ims tmctor’s discretion

STUDENT: TEACHEE RATIO

For information on maxinmmelass capacity and stadent to teacher ratio for lectare and lah oratony courses, please
corsult the oument edition of the catalog.

pennsylvania

DEPARTMENT OF EDUCATION
19



Sample Syllabus — Page 3

Schedule: 48 hous presented B hours perwreek x 6 weeks.

Texie:

Colm, E. & GilrowDochan, M. (2002): Flip and See ECG, 2" Edition S aurders Elsevier Publishing.

Toung, & et al (20087 Kim’s The Medical Assistant, an Applied Learming dpproach, 3 edition. Text & Wodhook:
Saunders (Elsevier) Publishing,

Week 1 Lechure 4 hours Text, lab Assignments:
Hauars: 14 Introdnction to conrse, materials, pub lhication & mshuection, Class notes, participation in lab
reviewr of syllabus; reviewr Anatorn and lab equipt & | activities; read Eim’s Chapter 48,
Plysiclogy of C ardicvrasmlay swstam, cardiac supplias
cyels, corduction patherays ; wls of the ECG
Aide, purpose of Electocadiograms.
Weelk 1 Lecture 2 hours Lab 2 hours Text, lah Agsessmeniz: chapter guizitest
Hauars 58 Drismuss terminclogy associated with ECGs, mshuetion, A ssignmuends:
demors tate equiprrent and supplies requived for  lab equipt & | Class modes, parbieipation inlab
EC; orlertation of ECG exam womilab, supplies artivites;, conplete Kinn’s chapter
48 waorkbook assigroments.
Week 2 Lecture 2 hours Lah 2 haurs Tezxt, lah Assarsmenie: vocdbulavy quizitest
Hours 3-12 Explain EC G Irs bumentation, demonstrate lead mshachon, Assignmends: Class notes,
place ment and disoussfexplain vectors; practice lab equipt & | parbcipationin lab activities; read
lead placement. supplies Colm’s assigned chapters.
Week 2 Lecture 2 hours Lah 2 haurs Text, lah Assessmeniz: lead placement quiz
Hours 153-16 | Explain & view normal ECGs;, demors bate instmction, A srignmaenis:
calmlating rate, ntvoduce thyrthns . Practice lab equipt &z | Class motes, participation in lab
calmulating rate. supplies artivities, read Cahn's assigned
chapters.
Week 3 Lecture 2 hours Lah 2 hours Tezxt, lab A ssignments:
Hours 17-20 | Describe patient preparation for EC G tests; Instmetion, Class notes, participation in lab
firding the heartheat, talang anECG. Practice lah equipt & | activities, read Cohin's assigned
ECiGs. supplies chapters.
Week 3 Lecture 4 hours Text, lah Assessmenis: rate calmlabion quiz
Hauars 21-24 | Hanung rlythos, types of thythms; chies to mshuection, A ssignmuends:
identifiring rlyrthms . lab equipt & | Class modes, participation inlab
supplias artivities, read Cobin®s assignad
chapters.
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PDE3003 Instructor List

« Remember all courses auto populate from the prior
worksheet, list the associated primary instructor for each
course (whichever the modality)

« Names from PDE3003 Instructor List worksheet will
populate to PDE279 Instructor Qualifications
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PDE279 Instructor Qualifications

 Instructor name populates from PDE3003 Instructor List
« Complete all sections
* |nclude an updated resume

« Make sure information from the embedded resume
matches information entered on the PDE279

 Make sure the resume and PDE279 include the
Instructor’s current employment with the school

» Verification of Qualifications — states documentation for
only one of the qualifications is needed, recommend
providing evidence for all
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Job Opportunities

« Demonstrate that there are jobs for graduates

 Demonstrate that the program provides the
right skills for jobs

* Local jobs or provide a disclaimer regarding relocation

* May not require any skills, experience, or credentials
that are not either required for admission or
taught in the program

* No jobs that require degrees
— Unless required for admission
* No jobs that require job experience
— Unless required for admission
* No jobs without any training requirements

pennsylvania

DEPARTMENT OF EDUCATION
23


Presenter
Presentation Notes
A common question asked is if a program is 100% distance education whether with a licensed or registered school and where the job pool should come from. If it is a licensed school, the job opportunities should primarily focus on a radius of the school and then can extend out throughout the state. For a registered school show jobs across Pennsylvania and would highly suggest adding job market trends/needs for the state as well as the nation.



Job Opportunities Continued

 Embed actual ad — do not retype information
(screen shots placed in a Word doc work best)

« Show name of employer, date of ad, job location
* Include entire ad — not just a list of openings
« Letters from prospective employers can be used

. Occ]lcjpational Outlook can be helpful but is not sufficient by
itsel

« Reference Board Policy Memorandum # 74

 Itis strongly encouraged you form an advisory board or
advisory committee which will review your proposed
curriculum as well as offer feedback/guidance regarding the
iIndustry trends and needs. A committee is at minimum 5
individuals.
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Presentation Notes
Again, it is highly encouraged to hold an advisory committee during program design. You should have the following prepared for submission on the documents tab:
Names, titles, business name and information of each attendee
Copies of qualifications of those attending (i.e., resume, licensure, certification etc.)
An agenda
Minutes/notes to include who suggested/said what during the meeting



Facility

 Embed a floor plan
— Can be self-prepared
— Include dimensions for instructional space
— Show major equipment
* Provide a usage plan for shared space
 Certificate of occupancy for all locations
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Reading Levels of Texts

« Complete all information needed in the Texts and
Reading Level section

 List the Grade Level of each text

» List the Method used to determine reading level:
— Publisher
— Reading level specialist
— Flesch-Kincaid

« Consider admissions requirements based on reading
level
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Presentation Notes
Remember entrance requirements when selecting textbooks. If you are going to administer an entrance exam like Wonderlic, make sure you understand the scores and how they equate to reading levels etc. 



Externships

Embed each of the following items:

« Site selection criteria

« Sample written agreement

« Site responsibilities

« School responsibilities

« Evaluation instrument

 Embed externship syllabus in the Syllabus worksheet
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Externship Hours

* Enough to ensure appropriate experience to compete for
jobs

* Enough to ensure compliance with certification
requirements

* Do not turn the program into on-the-job training
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Externship Supervision

* The school must supervise the externship
* The externship site should be visited
« Externship vs Clinical Lab
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Externship Sites

 Embed completed agreements from prospective sites to
demonstrate that sites are available for all students in
each cohort

» Highly recommended not requiring students to find their
own site — ok to permit self-selection but problematic to
require self-selection.
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Externship Evaluation Rubric

 Embed evaluation rubric
« Atool for site to use to formally evaluate student extern

for the school
» Specific to professional skills
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Distance Education

* Provide a narrative for each section separately do not
provide one all encompassing document

« Read the directions in their entirety ensuring full access
IS granted

* Provide URL, username, and password for necessary
distance ed elements

* Provide link to recorded video demonstration — sample
lecture/classroom

* Provide access to at least 25% of curriculum requesting
to have DE included in the curriculum

» List equipment students will need to acc Istance ed.
pennsylvania
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Presentation Notes
When describing the faculty training process to teach via distance education ensure a thorough plan of training is outlined to include topics and timelines associated with the training and what platform or tools were used. Maxknowledge is a common resource used https://www.maxknowledge.com/ 



CDL Program

« Carefully all directions and sections —precise
requirements for supporting documentation

« Sections to be completed
— Administration
— Instructors
— Admissions
— Equipment
— Tractor/Vehicle
— Trailer
— Program
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Enrolilment Agreement

« Embed the agreement

* No form is provided

« Complete the checklist

« All items on the checklist are required

* Must duplicate information provided in the school catalog
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Catalog

« If the school catalog is available online, provide the web
address

« |f the school catalog is not available online, embed a
copy of the catalog
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Presentation Notes
When developing your internal policies and procedures ensure anything that impacts the student is disclosed within the catalog. Ensure to visit our website and review all Board Policy Memos that would be relevant to your policies and procedures to guarantee compliance. https://www.education.pa.gov/Postsecondary-Adult/CollegeCareer/Pages/PLS-Board-Policy-Memos.aspx 



Embed a Document

 Embed a document when entered text extends beyond
the provided text box

 Embed as an icon

— |f the full document covers the screen, it is not
embedded as an icon.

— Only the symbol should be visible in the application
when embedded as an icon.
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How to Embed a Document

* Insert

* QObject

* Create from File

» Click ‘display as icon’

« Browse — select file from your computer
« Click ok
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Embed Screenshot

by distance education.

' link to the Learning Maj Object ? S
Create Mew  Create from File
File name:
| Erowse...
— | —
[ Link to file
2 or GED). If a standardized| ‘ [ pisplay as icon
Type directly in the box. Result
g Inserts the contents of the file into your
P . document so that you can edit it later
E using the program which created the

source file,

r, milling). A statement such
10 become Exscutive Secratad

tent in this isld. Cancel
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An embedded document

Clock Hours:
Semester Credits:
Quarter Credits:

Lessons:

o s

=
H:\Forms\Sample

Forms - demas),

| Sample svlabus 9- |
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How to Get a PDF into a Word Doc

Have your PDF document open

1.File — Print

2._P_rti_nt|_er —_tgihoose OneNote (if you have never used this before, you will need to open OneNote first to
initialize i

3.Print — OneNote should open (do NOT change anything.)

4.Select Okay

Your document is now open in a new window/document

5. File — Export (Select Word Doc .docx)

6. Export

7. Save document (Select desired location and rename it)

8. Close OneNote

9. Close the PDF document

_10f. ;zind your saved word document — Open it (can delete the 15t added page with the printout/time stamp

info

You need to adjust the margins

11. Layout

12. Margins

13. Custom Margins (set all margins top, bottom, left, and right to zero 0)

14. Okay (popup about margins being outside printing area Ignore this)

15. Save the document one last time and now follow the directions to embed a Word document into your
applications.
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Program Application Submission

« Submit the completed application forms via SharePoint

(o to: https://collab.pde.pa.gov/PLS/SitePages/
Application%20Submission.aspx

 Enter User ID: PLSAPP

 Enter Password: PLS#apply1

* Click to add document

 Browse to select the file

« Enter basic information as requested
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https://collab.pde.pa.gov/PLS/SitePages/

Registered Login

« Schools may establish a unique account to access
SharePoint

* Advantage — can see applications you have submitted

**All schools should have received communications from
our office to move to a Registered User account. If you
need those directions to establish this, please reach out to
your Board Administrator.
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Generic vs. Registered

« (Generic — easy access

— No confirmation of submission

— Same security — no one sees your submission
* Registered User

— Must set up account

— Delays

— Can see ONLY your own applications

— Must provide access information to PLS staff
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Submission - SharePoint

Browse

it

PLS » Application Submission
Private Li Sdl s
PLS Al catio ubmission Portal Generic User Application Submission Registered User Application Submission Division Review Board Review Site Owner Review FRC Renewals Team View College AST ASB This Site: PLS
Distance Education Reglafra:mn Distance Education Review

Recently Modified

DY Higher and Career Education Application Submission Portal

Welcome to the Postsecondary Application Submission Portal through which you can upload new or revised applications. Click on one of the following:

Generic User Appl
Submission

ication

Apalication Submission I « Generic School Usersl— If you logged into this site using the generic login (PLSAPP), please click here to submit an application
PA State Distance
Erltrotian Kagistrbuny * Registered School Users -1If you logged into this site using your PA Login username and password, please click here to view your existing applications and/or submit

‘4] Recycle Bin

(2 Al Site Content

=)

an application.
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Submission - SharePoint

PLS  Application Submission Portal eneric User Application Submissi Registered User Application Submission  Division Review  Board Review  Site Owner Review FRC  Renewals Team View College  AST ASB This site: PLS

PLS » Generic User Application Submission

Private License Schools

Distance Education Registration  Distance Education Review

Recently Modifiad

Division Review

Registered
Application Si

ission

er Application
on

Application Submission

te Distance
Education Registration

Al Recycle Bin

2 Al Site Content

Generic Postsecondary Application Submission

Welcome to the Generic Postsecondary Application Submission screen through which you can upload new or revised school license or program applications

» New Application Submission - To submit a new application, please note the following requirements, and then click Add document (below) to begin the upload process:

Although you can enter comments when you upload an application, the comments may or may not be reviewed. If you have questions or concerns, please call (717) 783-8228
In order for your application to be successfully submitted, both forms MUST be completed

= Application submi n may take a few minul Once your application has been successfully submitted,

is screen will appear again. You will not see your application listed on this screen.

« Application Revision Submission - To submit a revision to an existing application, please note the following requirements, and then click Add document (below) to begin the upload process

A revised application should have exactly the same filename as the original application
Although you can enter comments when you upload an application, the comments may or may not be reviewed. If you have questions or concerns, please call (717) 783-8228.
= Application submission may take a few minutes. Once your application has been successfully submitted, this screen will appear again. You will not see your application listed on this screen.

4 Add document I
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Submission — Browse for File

Upload Document

Upload Document

Browse to the document Yo
intend to upload.

|¥] Add as a new version to existing files

Version Comments
Version Comments:

Type comments describing
what has changed in this
WErson.
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Submission — Complete Form

‘J 13 Copy x

Check Cancel Paste Delete
In Hem

Commit Clipboard Actions

Note: ure to carefi enter all of the information below. Once you click Save on this
screen, your application has been saved and submitted. Your application will not be histed on
the Application Submission screen. Staff will contact you by e-mail within the next month to
inform you of any rev s that are needed prior to consideration by the Board. You will receive
notice by e-mail to rm you whether the application has been accepted for review by the

B at the ne e plicant for a new school license must also
submit at least one application ram approval, Please note that the Board has established
a limit of three new program ap

questions regarding your application submission, please call (717) 783-8228.

WARNING: YOU MUST COMPLETE THIS FORM

o The document was uploaded successfully and is checked out to you. Check that the fields below are correct and that all
required fields are filed out, The file will not be accessible to other users until you chedkin,

Content Type Choose a content type
Choose a content type Program.
PLS New School i
Name * | PLS New Program M-——-—’
License Renewal
Program Name * PLS Financial Report
Specialized Associate Degree  (for which the application is being
College

School Name *
What is the name of the school submitting the applica
CEO*
Who is the CEO responsible for the application?
Email *
What is the valid email address to which co ondence related to the
ap tion should be sent?

Staff Reviewsr =

WVersion: 1.0
Created at i PM by Landis, Patrica A (PDE)
Last modified at 1/22/ 12:44PM by Lands, Pairica A (PDE)
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* Name file with indication of school name and program
name

* Do not use punctuation

 ALWAYS use the EXACT same file name for each
resubmission of revised applications
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Corrective Action Period

* Review letter from staff
« One 10-day corrective action period
 Deadlines
— Deadlines are rigid
— If deadline is missed, can submit for next meeting
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Board Meetings and Deadlines

Please see our website for the current
Board Meeting dates and the corresponding
Submission Deadlines.

https://www.education.pa.gov/Postsecondar
v-Adult/CollegeCareer/Pages/Private-
Licensed-Schools.aspx

pennsylvania

DEPARTMENT OF EDUCATION
50
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Common Pitfalls

« Complete all necessary information for each section
« Mail check PRIOR to deadline

 Make sure school name and program name are noted
with payment submission

* Ensure that any changes needed are incorporated
consistently throughout the application

 Be consistent

* Do not wait until the deadline to submit the application to
SharePoint
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Common Pitfalls

» |f experienced in another state, do not follow their
procedures — take the time to learn the PA requirements

* Do not expect the Board to change requirements
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Fees
N

« $1,400 check per program
(3 programs maximum per meeting agenda)
« $750 per site visit, if remote locations are required
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Submitting Payment

* Note school name and program when submitting
payment

« Payable to: PA Department of Education
* Mail check to:
Division of Law Enforcement Education & Trade Schools
Pennsylvania Department of Education
333 Market Street 12" Floor
Harrisburg, PA 17126
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Late Recelpt of Fees

« Checks must arrive by the submission deadline date
» Mail payment at least one week in advance

« DO NOT MAIL THE CHECK ON THE SUBMISSION
DEADLINE

 If the check is not received by the submission deadline,
review will be delayed until the next application cycle
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Submissions

« All applications must be submitted by deadline

 All revisions must be submitted to staff by deadline in
“review letter”
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