Job Managers

Approval File Manager









        Yes   No

	1.  
	Names and titles of schools officials (Use section below)
	
	

	2.  
	Dates of school registration, vacation periods and office hours (Use section below)
	
	

	3.
	Copies of VA Forms 22-1998 or 22-8669 showing approved programs and courses (Use copies of actual forms)
	
	

	4.
	School policy (Use copy or section below)
	
	

	5. 
	Unsatisfactory progress procedure (Use copy or section below)
	
	

	6.
	Charges for tuition, fees, books & supplies  (Use copy or section below)
	
	

	7.
	Dates for resident NCD courses  (Use copy or section below)
	
	

	8.
	Enrollment limitations  (Use section below)
	
	

	9.
	85/15 certifications & waivers  (Use section below)
	
	

	10.
	Problem areas noted by SAA  (Use section below)
	
	

	11.
	Correspondence or other communications bearing on survey  (Use copy or section below)
	
	


	1.
	School Officials
	Name
	Title
	Phone #

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	2.  
	School

Information
	Registration Dates
	Vacation Periods
	Office Hours

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	4.
	Unsatisfactory Progress Policy

	
	

	5.
	Unsatisfactory Progress Procedures

	
	

	6.
	Approved

Charges
	Tuition
	Fees
	Books
	Supplies

	
	
	
	
	
	

	7.  
	NCD

Resident 

Courses
	Beginning Dates
	Ending Dates
	Break Periods

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	8.
	Enrollment Limitations

	
	

	9.
	85/15 Certifications & Waivers

	
	

	10.
	Problem Areas Noted By SAA

	
	

	11.
	Correspondence/Communications Bearing On Survey

	
	


Prior Survey Manager











        Yes   No

	1.  
	Discrepancies (Use section below)
	
	

	2.  
	School record system & location (Use section below)
	
	

	3.
	Types of forms (Use section below)
	
	


	1.
	Discrepancies

	
	

	2.  
	School 

Records
	System
	Location

	
	
	
	

	
	
	
	

	3.  
	School Forms

	
	


Individual Case Manager
(Use for each individual case)

	1.  
	Student’s prior education & training (Found on application and discharge papers.  Use section below)
	
	

	2.  
	Credit granted for prior training (Found on enrollment certification.  Use section below)
	
	

	3.
	Attendance at branch location (Found on enrollment certification.  Use section below)
	
	

	4.  
	Award changes  (May be found in the BDN record. Use section below)
	
	

	5. 
	Students receiving tutorial assistance or education loans (Circle which)
	
	

	6.  
	Students enrolled in practical training or cooperative programs (Found on enrollment certification, or BDN  record.  Circle which is being taken.)
	
	

	7.  
	Students whose checks are mailed to non-residence addresses  (Found on enrollment certification, or BDN  record)
	
	

	8.  
	Other information  (Pending issues, etc.)
	
	


	1/2  
	Prior 

Training
	Student’s Report
	Credit Granted

	
	
	
	

	3.  
	Branch 

Training
	Location
	Dates

	
	
	
	


	4.
	Recent Award Changes

	
	

	7.  
	Non-Residence Address Where Checks Are Mailed

	
	

	8.
	Other Information

	
	


	Checklist for Optional Class Checks
	
	

	
	Yes
	No

	1. Did the class start and end at the scheduled times?
	
	

	2. Were hours of instruction and class breaks in accord with approval requirements?
	
	

	3. Was attendance properly and accurately recorded?
	
	

	4. If there was an enrollment limitation, was it exceeded?
	
	

	5. Is there a high absentee rate?
	
	

	6. Are attendance records adequate for reporting under the school’s approved attendance policy?
	
	

	7. Do records for prior dates show similar attendance patterns?
	
	

	8. Are the space and equipment adequate for the number of students assigned?
	
	

	9. Were any other problems encountered?
	
	


	Course Name
	Instructor Name
	Date
	Time

	
	
	
	

	
	
	
	


	Type of Attendance Records

	


	How Attendance Policy Is Enforced

	


	Item #
	Additional Comments Matching the Above Items

	
	

	
	

	
	

	
	


	Other Problems Noted

	


	Checklist for Optional Student Interviews

	

	Cite the authority for the interview. (Title 38, USC section 527) 

	Advise disclosure covered under the Privacy Act.  


	Course Name
	Prior Training

	
	


	Check Delivery Address
	If Mailed To School

	
	Why:

Delivered unopened?

Who endorses it?




	Benefits:

	Is check amount correct?

Are checks received on time?

Any trouble with VA benefits?




	School Attendance

	Any complaints about the school?

Any extended periods of absence or vacation since last enrollment?




	NCD Facilities Only

	How are break periods arranged?

Amount of tuition & Fees:

Do you know refund policy?  (if not explain)

Did you get a copy of the catalog or bulletin?

When and how is attendance taken?

What is the school’s attendance policy, and how is it enforced?

Are you receiving good instruction?

Do you expect to be employed in the field for which you are being trained?




	OJT/Apprenticeship Only

	What date did you begin your employment at this establishment?

What date did you begin your training in this program?

What are some job operations you have been taught?

Have you been given a copy of your training agreement?

Did the training agreement include the training program and wage schedule approved by the SAA?

Do you receive related instruction?  (When do you attend classes?)

What are the wages that you are paid?
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