Volume II, III, IV, and V
NTC Lesson Six
(Expanded)

Reporting State Approving Agency Activities

[image: image1.png]gﬁ?’%:

E 3




The collective reporting of SAAs must provide numbers, arrived at with consistency, which generate valid data when aggregated.  Data must provide the U. S. Department of Veterans Affairs with the capability of pulling statistics which have the integrity to demonstrate that the intent and purpose of the education programs in Title 38 U. S. Code are being served and that the provisions for their administration, as detailed in Chapter 36, are being observed by all parties.

The reporting premise is to keep it simple.  Actions are to be counted and reported rather than items.  Weighting is not to be a factor nor is it to be used.  The building of numbers, for numbers’ sake, is not an objective.  Conservative reporting is the benchmark.  The revised report (VAF 22-7398) is targeted to valid, reportable actions and designed to better demonstrate workload and program management diversity.  The design of the report prioritizes and separates information about how SAAs do their job.

Each reporting period should reflect the actual number of program approvals granted or issued; the number of other approval actions taken; the number of visits made and the number of countable activities for Technical Assistance, Outreach and Liaison and the totals for the federal fiscal year to-date.  A new count begins each October 1, the federal fiscal year, which is also the beginning of an SAA performance period to be measured.

COUNT ACTIONS! – NOT ITEMS!
Definitions

What is a facility?

Throughout this lesson reference is to “facilities” which is all encompassing: Universities, Colleges, Schools; Job Training sites, Apprenticeship locations; Community and Technical Colleges, Institutions; Teaching Hospitals, Medical Centers; High Schools; and single purpose schools such as Barber, Beauty, Bible, Business, Flight, Nursing, Technical, Trade, and Truck Driver Training.  These will all be called “facilities”.

What is a  program?

Reference is also to “Programs” which will mean a defined or structured series of educational or occupational activities leading to the award of a degree, diploma, certificate, WPO/TCO, or any design for the earning of a credential signifying completion or graduation.

Basic Principles
Read the Law

Counts taken and recorded on the VAF 22-7398 are founded in law and further enhanced by regulation.

38 USC § 3674(c)

1.
If it is counted and reported it must be in writing

38 USC § 3678

2.
If it is in a Notice of approval letter and specifically listed or stated it may be counted
38 USC § 3678(4)

3.
A separate count may be taken for each program which is specifically listed in a Notice of approval letter
38 USC § 3678, 3675, 3676,

4.
A separate count may be taken for each facility publication which 

3677, 3687


has been read, analyzed, and had policies in it evaluated

5.
A separate count may be taken for each other approval action 


which is necessary, required, or mandated and does not come within the definitions of 3. and 4. above

38 USC § 3689(b)(5), (6),

6.
Branch facilities for which a separate Notice of approval letter is 

and (c)


prepared may have  a count taken for evaluating the location or site and another for evaluating the administrative capabilities

38 USC § 3678, 3675, 3676

7.
Activities which are unique to a Branch such as a calendar, faculty, schedule of charges, et.al., may each have one count taken if specifically stated in a Notice of approval letter for the Branch

38 USC § 3693

8.
Visits to a facility which conducts both IHL and NCD or APP and OJT levels of instruction, and both levels are supervised during the visit, may have a count taken for each level

38 USC § 3674(c)

9.
A visit to a facility during which more than one major purpose is served may have a count taken for each purpose served at each level served if a separate report is written for each major purpose

10.
Work counts may be taken for other essential actions which have been reduced to writing on a one-by-one basis

11.
A count may be taken for technical assistance rendered on a one-by-one basis.  This may be conducted in the SAA office.  Workshops and seminars conducted specifically for enlightenment and training about approval functions and facility responsibility, and for which a file is established or a report is written, may be counted

12.
A count may be taken for each outreach activity which has as its purpose increased usage of the MGIB and for which a file is established or a report is written.  The count should be taken for the agency or office rather than for each professional who might be a participant or present

13.
A count may be taken for each liaison activity which has as its purpose interaction with other concerned professionals or groups of concerned entities to include DVA, military, education associations, employer groups, customer service and so on, so long as a file is established or a report is written.  The count should be taken for the agency or office rather than for each professional who might be a participant or present

The VAF 22-7398 Report
Section I

SECTION I - NUMBER OF FACILITIES WITH 
APPROVED PROGRAM(S)
Active Facilities

Active Facilities
Educational
The basic document for arriving at a count of active facilities for educational facilities is the DVA Report RCS 20-0260.  Locations without facility codes should not be counted here.  Work counts may be taken in other sections.  Use the latest one, or multiples if reporting quarterly, which has been received.  It is not absolutely essential that the RCS 20-0260 match the month or months in the reporting period so long as there is not duplication in use of the RCS reports.  Note in the Remarks section VI B. the report or reports being used for the reporting period.  Other verifiable data may be developed and used by the reporting SAA when the RCS 20-0260 is incomplete or unreliable.

Accredited and

The RCS 20-0260 can be used to determine whether a facility is IHL or

Non-accredited

NCD.  The reporting SAA must further develop the RCS information so as to be able to report whether the facility has been approved by the reporting SAA under the 3675 or the 3676 section of the law.

Apprenticeship and

Complete information on activity at job-training sites is not included in 

On-the-job Training

the RCS 20-0260 report.  The reporting SAA will need to develop this information.  It will need to differentiate between apprenticeship approvals and on-the-job training approvals.  In order to count them as an active facility the reporting SAA must verify activity for the reporting period.  The name, claim number, and date of last report sent to the DVA for hours worked during the reporting period will suffice as verifiable activity.  Note in the Remarks section VI B. how activity was verified.

Correspondence

Correspondence facilities are included in the RCS 20-0260 report and are reported by the DVA under IHL and NCD counts.  Correspondence facilities will have to be identified by the reporting SAA, subtracted from the IHL and NCD totals of the RCS 20-0260 report, added together for IHL and NCD, and reported as one total under the CORR block.

Flight
Flight facilities are not included in the DVA RCS 20-0260 report.  In order to count them as an active facility an SAA must develop and verify activity for the reporting period.  The Remarks section VI B. should have a statement as to how activity was verified.  The name, claim number, and a date of billable flying will suffice as verifiable activity.  Even though all flight facilities are approved under section 3676 and are considered NCD for purposes of payment they are to be reported separately under FLT and are not to be included in the NCD count.  DO NOT DOUBLE COUNT.

Inactive Facilities

Inactive Facilities - Approval Maintained

It is common practice for SAAs to carry facilities on their list of facilities with approved programs which have sporadic or seasonal or infrequent activity.  If an SAA maintains an approval file on a facility and updates and keeps the file current on a regular basis then it is an inactive facility with approval maintained.  In order to count it in this category, however, it must have an assigned facility code or codes from the DVA which will activate if the facility enrolls and certifies a student.

Refer to “Active Facilities”

The same separations between IHL and NCD, APP and OJT and 3675, 

for interpretations

3676, 3677 and 3687 apply here as does for the active line.  Refer back to “active facilities” for those interpretations.

Blanket approvals

Blanket approvals such as “all public high schools in the state” are not facilities and may not be counted here.  This kind of action qualifies as a work count under II(b) or V 1.

No activity for three years
Facilities having had no enrollment activity for three consecutive years or more are not to be reported.  Preferably the approval should be canceled and removed from the list and files.  (Facilities have the option and prerogative of requesting approval again should the need arise or for requesting continued approval without interruption.  Work counts may be taken in Section IIA and IIB for continued approvals.)  The three year period for not reporting begins October 1, 1996.

Suspended facility
If any facility has been suspended for cause since the last report, asterisk the appropriate box or boxes and explain it in the Remarks section VI B.  State the name, cause, and effective date.

Section II
SECTION II - APPROVALS

Counts taken in this section will be separated into counts for programs approved during the reporting period and counts for those other actions which have been taken and are necessary to support and define the conduction of programs by facilities.

38 USC § 3678

38 USC, Section 3678, requires a State approving Agency to issue a letter to the facility setting forth the programs which have been approved and to furnish an official copy to the DVA.  Condition number (4) in the section requires that the Notice of approval letter contain the name of each program approved.  The section also requires the DVA be notified of any amendments to the approval.

38 USC § 3670, 3672

38 USC, Section 3670, specifically sets forth the responsibility of the SAA for program approvals.  Section 3672 expands that further to include such other information determined to be necessary by agreement between the SAA and the DVA.  The counting and reporting of other approval actions is an opportunity to represent those actions which are not a part of an initial approval or a comprehensive re-evaluation of programs or an evaluation of a previously approved program which has had a revision or change to content; but are an essential part of the administration and support of program offerings.

Section II A.

A.  Program Approval Actions

Programs defined
A program is defined as a planned, defined, structured, narrated or described series of education, occupation,  or training activities which leads to the awarding of a recognized credential such as a Degree, Diploma, Certificate, or other notification signifying completion or graduation.  The approvals of these are to be reported without regard to their relevance to the 3675, 3676, 3677, or 3687 sections of the law.  Initial, re-evaluated, or revised programs dealing with academic or instructional content will be counted here.  The only decision is between IHL or NCD and APP or OJT.  Correspondence and Flight programs offered by bona fide correspondence and flight facilities are to be reported in the aggregate without regard to whether they are degree-granting or diploma or certificate awarding.  DO NOT DOUBLE COUNT 

Educational facilities
The approval of programs for educational facilties is publication based.  It is dependent upon catalog information certified to be true and correct which accurately and succinctly describes the objectives of programs; displays a plan, curriculum, or work process/training course outline which is sufficient to determine graduation requirements; includes subject descriptions which are specific enough to demonstrate content, delivery method, and weight toward meeting graduation requirements in either credit, time, or skill levels; and policies which provide for ethical admissions practices, the monitoring of satisfactory pursuits in the areas of grades or progress, attendance, and conduct; and measurement or conditions for satisfactory completion or graduation.

The approval of programs for apprenticeship or on-the-job training facilities is dependent upon information which accurately and succinctly describes the training program, displays a work process/training course outline which is sufficient to determine completion requirements, identifies related instruction, if required, and a wage scale.

Job-training facilities

The programs approved for a branch facility are usually the same as those already approved for the parent campus.  If the program approvals granted the parent extend to the branch they are not to be counted again as a program evaluated.  (See how to count Branches in Section II B.)  Should a branch offer programs which have not been approved in the parent campus Notice a count may be taken for each program offered exclusively at the branch and listed in a Notice of approval letter for the branch.  DO NOT DOUBLE COUNT.

Out-of state facilities
Out-of-state facilities on military bases must be fully administratively 

on military bases
capable.  They are to be treated, for counting purposes, as would a primary or parent facility.  This causes some confusion since the out-of-state facility on the military base usually refers to itself as a branch of the parent.  SAA responsibilities involve all of the approval criteria evaluation for these facilities as for primary locations.  Prepare a Notice of approval letter, list the programs being taught at the base by the out-of-state facility and follow the counting instructions already detailed for primary or parent facilities.  Base the count taken on the programs detailed in the MOU rather than those in the publication for the parent campus.  This applies to program approvals and disapprovals.

Report programs

 approved

Approved

This count is limited to approval of programs, as defined above.  The first rule is if it is to be counted as an approved program it must be in writing, named in a Notice of approval letter.  Included here are initial, re-evaluated, and revised programs which deal with academic or instructional content.  The Notice of approval letter may take any of several forms.

Based upon facility's

publications

This may be a letter which includes all the approvable programs in a publication.  It may be a list attached to and referenced in a Notice of approval letter.  It may also be a letter which adds another program to a list of programs which were approved by an earlier Notice based upon a publication.  It may also be programs previously approved in a now superseded issue of a publication and reviewed again in a subsequent issue which is replacing the prior publication.  If it is in a publication, or an amendment or supplement to a publication, and it gets listed as an approved program in a Notice of approval letter it may be counted and reported.

Job-site information
Initial program approvals at Apprenticeship or On-the-Job Training facilities may have one count taken for each apprenticeship or OJT program named in a Notice of approval letter.  If one facility has more than one apprenticeship program approved a count may be taken for each program.  Likewise, if a site has more than one OJT program approved and they lead to different job objectives, then a count may be taken for each.  Counts should be taken only for programs approved and sent to the DVA.  SAAs doing APP approvals for their states should report only those sent to the DVA.

Changes to a previously
A count may be taken for any revision, change, correction, or update to 

approved program
a program or WPO/TCO already approved in name but with changes to the structure of the program or to the subject content.  Take a count for changes to instructional content requiring a re-evaluation as to approvability.  Other changes will qualify as a work count in Section II B. – Other Approval Actions.

Summary

Summary

38 USC §3034, 3470, 3672
1.
Separate programs into objectives: educational, professional, or vocational

38 USC § 3675, 3676

2.
List programs in ascending order under the objective: job objectives, 

3677, 3687


certificates, diplomas, degrees, et.al.  Show minimum graduation or completion requirements for each program

3.
Take one count for each program listed, by type of facility.  Refine and report by type of facility

4.
Take one count for each revision, change, correction, or update to the educational program or WPO/TCO which is substantive and deals only with academic or instructional content

5.
Record counts taken on the notice or attach a slip which details the counts taken

COUNT ACTIONS – NOT ITEMS!
Report programs

Disapproved
disapproved

This count is limited to disapproval of programs.  If it is to be counted it must be in writing.  This may be in a formal notice in which disapproval is detailed; it may be a Report of Contact if a disapproval decision is rendered over the telephone or in person to a visitor to the SAA office; so long as a report is written or a file is established.  Any action taken to disapprove, cancel, or withdraw the approval of a program at a facility or branch will be counted here.

Disapproval validates

The approval function is validated when SAAs can demonstrate that a 

SAA function 

reliable activity takes place which results in decisions to disapprove as well as to grant approvals.  Programs for which approval has been requested  and which are found to be unapprovable are to be counted and reported.

38 USC § 3672, 3679

The law – 38 USC – makes no reference to withdrawing or canceling an approval.  It speaks only to disapprovals.  The legal difference between withdrawing and canceling an approval is subtle.  A canceled approval is one that is no longer needed, i.e., a program is no longer being taught or conducted, etc.  A withdrawn approval is for cause; i.e., the facility has violated approval requirements to the extent that it is being denied further acknowledgment of a program as SAA approved.  In either event, the law views it as disapproved.

Based upon critique

A disapproval must be in writing in order for a count to be taken.  

of programs

This may take any of several forms. It may be a specific letter which says the request for approval of a program is disapproved, denied, or withheld.  It may be included in a Notice of approval letter as a section or paragraph which clarifies that certain offerings in a publication are disapproved or are denied approval for the enrollment of DVA sponsored students.  It may be a Report of Contact prepared in response to a prolonged telephone conversation or to a conclusion reached during a visit to the SAA office.  (Note:  Disapproved facilities are to be reported in Section II. B.  Limit the count here to disapproved programs.)

Facility discontinues

If a facility discontinues offering a program previously approved or 

offering a program

changes the objective of a program to the extent that it is no longer approvable, disapprove the program and take one count for each program previously approved which is now disapproved.

Disapproval of previously approved programs also happens when a Notice of approval letter is prepared based upon a new publication issue; lists the programs being approved based upon the new publication; omits programs which were listed in the Notice of approval letter for the prior publication issue; and the new Notice supersedes all prior approvals.  These disapprovals may be identified by comparing the present Notice and the prior one and taking one count for each program which was listed in the prior Notice and is not named in the present Notice.  A list of superseded programs should be established either by a paragraph in the Notice of approval letter or by attaching a separate list to the DVA’s official copy.

Blanket disapprovals

Generic statements such as “any offering not specifically approved by statement in this notice” are informational to the facility but are not considered actions to disapprove programs  which have been critiqued and found to fall short of meeting criteria for program approval.  Such a statement is not a countable or reportable action.

Summary

Summary

38 USC § 3672, 3679
1.
Identify unapprovable program offerings in publications or supplemental requests

2.
List as disapproved in a Notice of approval letter based on a publication, or deny in a narrative in response to a supplemental request or request from an unapproved facility

3.
Respond to unapprovable apprenticeship or job-training requests with a narrative or letter

4.
Prepare a Report of Contact for any disapproval of program decisions rendered over the telephone or in person in the SAA office

5.
Take one count each for programs which are disapproved by actual statement or with superseding approvals based on publications.  Refine and report by type of facility

6.
Record the counts taken on the Notice of approval or attach a slip which details the counts taken

COUNT ACTIONS – NOT ITEMS!
Section II. B.

B.  Other Approval Actions

Other Approval

Actions taken to assess program and policy information contained in 

Actions Defined
facilities’ publications; contents of a supplement or an addendum to facilities publications; revisions to policies and practices; or any other actions taken in writing that substantiate the continuation of an existing approval will be counted here.

Examples
Examples of these kinds of actions are the reading, analyzing, and evaluating of information in publications such as catalogs and handbooks; the preview and acceptance of calendars; schedules of tuitions, fees, and other charges; revised wage scales; class schedules for NCD offerings; new and revised practices, policies, and apprenticeship standards (except for instructional content); personnel; non-resident delivery methods; remedial and deficiency instruction; branch locations and administrative capabilities; and other practices which may be unique to a state.

Report other actions
Approved
taken to grant approval

Counts for Catalogs
One count may be taken for each publication transmitted to the DVA and specifically identified in the Notice of approval letter.  Multiple publications may be transmitted in one Notice of approval letter.  More than one publication may be included between two covers and one count may be taken for each.  A publication exclusively for a Branch may have a count taken in addition to parent campus publications.  So long as the Notice of approval letter identifies and lists the publications being transmitted and a list of approved programs is based upon the publications being transmitted, then counts may be taken for publications as an Other Approval Action.

Supplements and addenda with applications
One and two page supplements and addenda to applications for approval 

or continued approval based on publications are considered as an integral part of a publication.  They should not receive a separate count.  Student or faculty handbooks which have described in them significant policy and practices needing analysis or evaluation may be counted as though they are a publication so long as they are specifically identified in the Notice of approval letter.  Professional judgment may also lead one to conclude that they are not of significant value to the approval decisions and therefore elect to treat them as a supplement or addendum and take no count for them.  This occurs when there is only one or two paragraphs or pages in the publication which is applicable for approval purposes.

Action applies to

When one approval action applies to two levels of offerings - IHL and 

IHL and NCD

NCD - take only one count and tally it to the IHL side of the matrix.  Examples of this may be a calendar which is sufficient for both levels; schedules of charges which are equally applicable to both levels; personnel who are teaching or administering both levels.  DO NOT DOUBLE COUNT.

Job-training

Revisions, changes, corrections, and updates to Apprenticeship and On-the-Job-Training approvals in such areas as revised wage scales, apprenticeship standards, training agreements, and re-location of a facility are considered other approval actions.  One count may be reported for each action taken to revise, change, correct, or update anything about the approval except the instructional content of the program which is counted in Section II A.

Summary

Summary

38 USC § 3672

1.
Take one count for an action to approve such things as:



Publications:  Catalogs, Bulletins, Handbooks



Calendars



Schedules of tuition and fees and other charges



Class schedules (NCD only)



New personnel (added after a catalog or WPO/TCO has been 


accepted)



New or revised policies, practices, and standards



Remedial subjects (one count no matter how many are listed)



Deficiency subjects (one count for each subject which is specified 


to a program or one count for a series which is specifically 


identified and applicable to the facility as a whole)



Prerequisite policy statements - one count for each policy



Independent study  - one count for each course/subject or 


sequence identified and applicable to each program or the 


facility as a whole



Practical training subject - one count for each each course/subject 


or sequence identified and applicable to each program or 


multiple programs



Branches - take one count each for:




Evaluating the location




Evaluating the administrative capability




A publication which is specific to the branch




Any action which is specific to the branch (such as a different 


separate calendar for the branch, or class schedules, or different charges)



Revised wage scales



Revised apprenticeship standards (except for instructional content)



Revised training agreements

2.
Prepare a written Notice of approval or include a statement in a comprehensive approval or re-approval specifically naming the action which is in support of program or facility administration

3.
Take one count for each catalog read, analyzed, evaluated, named in a Notice of approval letter, and transmitted to the DVA 

4.
Actions which are equally applicable to two levels of instruction such as charges, get one count only in the IHL block

5.
Take one count for each action taken to revise any part of an apprenticeship or OJT approval - except for internal changes in the work process/training course outline which will be recorded in Section IIA

6.
Record the counts taken on the notice or attach a slip which details the counts taken

DO NOT DOUBLE COUNT

COUNT ACTIONS - NOT ITEMS!

Report disapprovals

Disapproved
of policies and practices

The same principles of disapproval apply here as in the section on

program disapprovals.  The disapproval or denial must be in writing.  Any action taken to disapprove, withdraw, or cancel the approval of a facility, a branch, a delivery mode, a teaching site, a policy, a practice, et. al., will be counted here.  This includes administrative cancellations for facilities which have been inactive for three or more years.

Closed facility

If a facility closes, cancel the approval for the facility and take 1 count.  When the approval of a facility is canceled or withdrawn, asterisk the appropriate box and give the name, reason, and effective date in the Remarks section VI B.  If the facility offered both IHL and NCD programs take the count in the IHL block.

Other disapproval actions

Actions taken to disapprove anything except programs may be counted and reported in this section.  Note:  It is permissible to include more than one kind of action in one Notice of approval letter.  Record the counts taken on the Notice or attach a slip which details the counts taken.

Summary

Summary

38 USC § 3679
1.
Take one count for each other approval action taken to disapprove any policy, practice, site, personnel, delivery method, or other so long as it is in writing.

2.
Take one count for disapproving a facility regardless of how many programs were offered

3.
Refine and report by type of facility

4.
Record the counts taken on the notice or attach a slip which details the counts taken.

COUNT ACTIONS - NOT ITEMS!

Section III
SECTION III – VISITS TO FACILITIES

38USC § 3674
38USC, Section 3674 authorizes the DVA to enter into contracts and agreements to pay for salary and travel for rendering necessary services in ascertaining the qualifications of facilities; for supervision of such facilities; and for furnishing any other services at the request of the DVA in connection with DVA education programs.

Out-of Office Activity
The counts for visits to facilities are those out-of-office visits to a campus or job site which involve the presence of an SAA professional on a campus or a job-training site. The concept of actions rather than items applies here in counting visits, their scope and purposes.  Written reports of visits should be transmitted to the DVA as they are completed.

Supervision

Supervisory Visits

Only that which has been approved can be supervised.  A supervisory visit is made to a facility which has been previously approved.  Counts for such visits may be taken according to the levels of instruction - IHL or NCD - detailed in the Notice of approval letter.  If the facility is degree-granting only take the count in the IHL block without regard to the approval status of 3675 or 3676.  If the facility is NCD only, take the count in the NCD block.  If the facility has both IHL and NCD programs approved, and both are detailed in the Notice of approval letter, and both levels are supervised while there take two counts, one in the IHL block and the other in the NCD block.  One report may be written for this visit so long as the report explicitly states which level or that both levels were supervised during the visit. A visit to an APP or OJT site will receive one count.  If the facility has both APP and OJT approved and both are supervised, two counts may be taken.  Technical assistance is an integral part of every supervisory visit and is not considered a separate countable action here.  (See Section IV)  Record the counts taken on the report.

Visits over more than one day, or when a lapse between days occurs, is counted as one report of visit or as two when both IHL and NCD are being supervised.  Conclude the report by including all the actions taken during the multiple days.  Include in the report the dates of the multiple days needed to conclude the supervision.  Follow-up visits occuring weeks or months later constitute a separate report and another count.

Supervision of very large institutions with multiple administrative units may be spread over several trips.  A separate count may be taken for each administrative unit supervised so long as a separate report is prepared for each.

A count may be taken for a visit for state purposes only if a veteran was also served.  A count may be taken for that portion of the visit which serviced the veteran enrollment and only if a report is prepared and sent to the DVA.  A count may be taken for activitiy furnished the DVA even though no DVA funds are used.  Do not report state activity which does not also have a veteran enrolled.



COUNT LEVELS SUPERVISED! – NOT TRIPS!

Inspection

Inspection Visits

Reporting on this category of visit is limited to visits to a new facility 

New Program

and visits to an approved facility offering a new program which needs an inspection prior to being approved.

New Facility

Any visit made to a facility to assist with any aspect of the approval function prior to the release of the first Notice of approval letter, may be considered an Inspection Visit.  These may include a visit to advise about the responsibilities and process involved in becoming approved; a visit to consult and advise on the preparation of a publication or WPO/TCO; a visit to do a site/facilities inspection/walkabout and to instruct in record-keeping requirements.  Therefore, more than one inspection visit may need to be reported for a new facility prior to its becoming approved.  NOTE:  It is professional judgment as to whether a visit to a new facility is to be reported in “other visits” as a visit at the request of the facility.  A report must be prepared which labels the visit and describes the activities engaged in during the visit.

Prepare a written report detailing information to support the counts taken.  Record the counts taken on the report.

COUNT LEVELS INSPECTED OR ASSISTED! – NOT TRIPS!
Other

Other Visits

These will consist largely of visits made at the Request of the DVA or at the request of a facility for assistance.  Other purposes might include a visit made to investigate a complaint made by a student, faculty, or family member or violations of advertising or student recruiting criteria.  A report must be prepared which details the activities carried out.  If the visit was at the Request of the DVA, the report must be in the format prescribed in the contract.

Prepare a written report detailing information to support the counts taken.  Record the counts taken on the report.  Take a count for either an IHL or NCD visit or an APP or OJT visit.  Take two counts only if the visit involved both the IHL and NCD levels of instruction in the investigation or assistance.  If in doubt, at a facility approved for these two levels, take one count on the IHL side of the matrix.

COUNT LEVELS AT WHICH ACTIVITY WAS FOCUSED! 

– NOT TRIPS!

Multiple Purposes Served

Visits for Multiple Purposes

An SAA may serve more than one major purpose while on a visit to a 

Examples 

facility.  Examples:  The DVA may have referred alleged violations of approval criteria resulting from a compliance survey.  The SAA may decide to supervise also while there.  OR a facility may have requested approval of an additional program which the SAA decides needs an inspection visit prior to approval and the SAA decides to supervise also while there.  These types of dual purpose visits may be counted as though each were made separately so long as a separate report is prepared for each purpose and travel is charged for only one trip.

In these examples, if the facility is approved for instruction at both the IHL and NCD levels and both levels are supervised and the report of supervision is explicit to that effect then two counts may be taken.  If a compliance survey was limited to one level or the new program is at one level only then one count may also be taken in the other visits line at the appropriate level.  If both levels of instruction were subject to the compliance survey then two counts may be taken in the other visits blocks.

During supervisory visits, information may be developed which expands the visit beyond the original intent such as the facility is offering a new program for which it hasn't formally applied for approval.  Technical assistance given during a supervisory visit for any purpose does not get a separate count.  In this example, take a separate count for an inspection visit only if all the activities of an inspection are performed.  Do not confuse technical assistance with other purposes.  Do not double count.
Prepare a separate written report for each major purpose served detailing information to support the counts taken.  Record the counts taken on the report.  Do not take counts for visits which are solely for state purposes.

COUNT LEVELS AT WHICH ACTIVITY OCCURRED! 

– NOT TRIPS!

Summary

Summary

Supervisory visits:

1.
Take one count for a visit to a facility offering only degrees

2.
Take one count for a visit to a facility offering only NCD programs

3.
Take two counts for a visit to a facility offering both degrees and NCD programs - if both levels are supervised during the visit and the report states it

4.
Take one count for a visit to an approved Branch if a separate report is written.  If the facility offers two levels of instruction at the Branch take only one count.  (Branches are evaluated for appropriateness of site and for administrative capabilities)

5.
Take one count for a visit to a job-training site

6.
Take two counts for a visit to a job-training site where both apprentice and on-job-training programs are approved

7.
Prepare a written report describing the facility and activities.  Record the counts taken on the report

Inspection visits:

1.
Take one count for each visit made to a new facility prior to its becoming approved so long as a report is prepared

2. 
Take one count for a visit made to an approved facility for purposes of approval of a new or additional program offering

3.
Take one count for a visit to approve a new Branch

4.
Prepare a written report detailing information to support counts taken.  Record the counts taken on the report

Other visits:
1.
Take one count for a visit to a facility for investigative purposes

2.
Take two counts for a visit in response to a compliance survey if the survey was directed to two levels of instruction or to both OJT and apprentice training at one facility

3.
Take one count each for all other visits to facilities. If the facility has two codes, tally the count to IHL

4.
Prepare a written report detailing information to support counts taken.  Record the counts taken on the report

Visits which serve multiple purposes:
Take a count for each purpose served at each level served

Record counts taken on the written reports

Do not take counts to be reported to the DVA for which only state 
   purposes were served

Section IV

SECTION IV – TECHNICAL ASSISTANCE
Interactions

For purposes of this section technical assistance is defined as any interaction designed to assist an individual or a facility (approved or unapproved) with any aspect of the approval function.  Technical assistance is integral to every regular supervisory visit to a facility and is not counted separately here.  This section provides an opportunity to report on those exceptional activities which are essential and necessary for customer service.

Where?

It may be rendered in the SAA office, over the telephone, or at a facility.  It is focused on some aspect of participation in the Veterans Education Program.  It explains the process, clarifies areas of confusion or distress or solves a problem being experienced by an individual or a facility.  A written report or a report of contact must be prepared.  These will be retained in the SAA office.  A list of Technical Assistance interactions will be transmitted with the VAF22-7398 stating date, name of individual or facility, one to three word description of assistance rendered, and one to three word description of status.

In order to be counted, a written report or description must be prepared.  There may be some confusion as to whether to count a visit to a facility here or in Section III.  A good rule of thumb is if travel to a facility is involved and the visit is specific to the facility, count it in Section III under Other.  If the facility comes to the SAA count it here.  Exercise professional judgment and make exceptions if circumstances warrant.

Workshops

Although the ultimate customer/consumer is the veteran, the SAA’s

Certifying Officials

particular and exclusive dominion is the education and training providers.  No one else is charged with protecting the interests or enhancing the participation of the providers.  Included here also are workshops, seminars and other SAA called or conducted activities.  Assistance rendered the DVA RO in conducting their workshops and in training their designated certifying officials may be counted.  Travel may be charged.  A file must be established or a report written.

Summary

Summary

1.
Take one count for any visitor (to include a group from one source or for one purpose) to the SAA office who needs help on understanding any aspect of the approval function

2.
Take one count for any contained activity which the SAA conducts at or for a facility

3.
Take one count for any workshop or seminar which the SAA calls and conducts (Do not take multiple counts for staff who participate in conduction)

4.
Take one count for any workshop or activity in conjunction with the DVA RO

5.
Take one count for training of a certifying official for the DVA RO whether at the SAA office or at the facility. (If this takes place during a regular supervisory visit, report it as technical assistance rendered during the visit and do not take a count here)

6.
Take one count for telephone interviews during which an extended discussion of approval criteria and processes are explained even if the inquirer is disqualified during the course of the interview so long as a Report of Contact is prepared.

7.
Record counts taken on the written reports or the report of contact

Section V

SECTION V – OTHER ACTIVITIES

SAAs engage in many activities which support and enhance the Veterans Education Program.  This section provides an opportunity to report those activities which are carried out to increase participation either by users or providers and those activities which integrate the program into professional alliances or with supporters.

Outreach

Outreach

Outreach is defined as any activity designed to inform or encourage those with entitlement to use it.  It is also defined as any activity which encourages potential providers to become approved and to recruit users.

In addition to the provider and user populations regularly serviced there will be other programs and initiatives of interest to the DVA. The annual transmittal letter for the contract will highlight those to be given particular attention.

Take one count for any activity or project which is designed and sponsored by the SAA to increase usage of the MGIB.  Prepare a written report or establish a file.  In lieu of sending a copy of a report, a list may be sent with the VAF22-7398 which includes date, activity, and purpose.

Countable activities might encompass but are not limited to mailings, meetings, mass faxings, presentations, interviews, participation in job fairs, and cold calls to establish APP and OJT programs.  Populations might include TAP, Reserve Centers, NG Units, ESOs, High School guidance counselors, employers, Teacher Educators, unapproved but likely facilities, et.al.  (This is not intended to be a complete list — there are many others out there!)

Liaison

Liaison

Liaison is defined as those essential activities which equates the SAA with other education and training professionals, promotes and encourages exchanges of information and support, raises awareness of the professional nature of the approval function, and generally integrates the SAA and the approval function into the alliances and associations which will serve the interest of the program.

The most essential activity is follow-up on denials of benefits by the DVA.  If the facility is not approved and appears to be approvable a contact should be made and a report of contact prepared.  Take one count for the contact.  If an application is forth coming, it should be accounted for in Sections II and III.  If the facility is not approvable, write the veteran et.al., and send a list of other facilities which are approved.  Take one count for the contact with the veteran.

The second priority is interaction with the DVA (CO, RPO, RO) for discussion and exchanges about program administration.  These may be in person, at either office, over the telephone or at other functions where both are in attendance.  A written report should be prepared.

Other activities which might be included as liaison are professional meetings of groups and associations of facility officials; employers, labor groups; accrediting bodies, USDE RO’s; state military and veterans services officers concerned with education; and state education policy, licensing, and regulatory bodies. Take one count for each separate activity.  Attach a list with date, name of activity, and expected results with the VAF22-7398. 

Summary

Summary

1.
Take one count for the agency or office for each outreach activity

2.
Take one count for the agency or office for each liaison activity

3.
Prepare a written report or establish a file

4.
Include a list with date, name of activity, and expected results with the VAF22-7398

Section VI

SECTION VI – CONTRACT MANAGEMENT

38USC § 3674A

38 USC, Section 3674A requires each SAA, with which the DVA has a contract, to establish performance standards, prepare a plan of operation, prepare a contract proposal and a staffing worksheet, prepare a budget and keep supporting records, invoice for reimbursement and administrative allowance, do an annual self-evaluation report and to participate in staff development and a National Training Curriculum.

The implementing instructions for Section 3674 also includes the requirements that the SAA arrange for an audit of their expenditures and accounting for monies received.  This is usually done within the confines of the “Single Agency Audit Act” provisions and is not, therefore, an immediate concern for most SAAs since the agency of location automatically arranges for this.  If in doubt, check with the finance officer of the agency of location.

38USC § 3674

Section 3674 empowers the DVA to require reports on a periodic basis in such detail and in the form and manner required by the DVA.  This section is designed to enable SAA’s to provide  incremental and periodic information on other primary functions performed in support of program approvals and facilities visits.

A.
Plan of operation

Report Approval Actions

1.
Percent of approval actions completed on-time

This may be expressed in one of several ways.  Follows is an attempt to describe some of the more prevalent. (1) An SAA may choose to keep a running tally of items received and average the number of days taken to turn them around for both the year and the reporting period. (2) An SAA may choose to separate items received into categories and establish different time lines for each.  The categories may be reported on separately by attaching a list to the VAF22-7398 or aggregated into a per cent. (3) An SAA may choose to control its receipt of items for approval and report on different kinds of approvals at different reporting times with different standards. Whatever method is used  must be reasonable, be in the plan of operation and if necessary, explained in the remarks section.

Report Visits

2.
Percent of visits completed compared to plan

Visit schedules must be established for the year.  A schedule may be established in any reasonable way an SAA chooses.  Follows is an effort to suggest variations which are trackable, reportable and reasonable. (1) An SAA may establish a schedule by facility name and dates and report on the percent visited within the reporting period. (2) An SAA may establish a schedule by numbers and kinds of facilities and report on each segment separately by attaching a list to the VAF22-7398.  (3) An SAA may establish a mix between in-office activity (due to weather, personnel, or geography considerations) and out-of-office activity and report as appropriate with an explanation in the remarks section.  The schedule must be established in some reasonable manner, included in the plan of operation, and tracked for adherence.

Report Staff 
Development

3.
Number of staff development activities

These may include veteran education-specific training conducted by a senior staffer or a trainer from another SAA, administrative training sessions required by the agency of location, leadership and personnel management training required by the state or agency, NASAA regional meetings, or specific task training as might be selected by the SAA (records management, proof reading).  A file should be established or a memorandum prepared on each activity   A list should be attached to the VAF 22-7398 showing dates and kinds of activity.

Report NTC Activities

4.
Number of NTC activities

These may take any of three forms. (1) Attendance at NASAA/DVA sponsored training based upon the NTC. (2) Agency conducted training by a senior staffer or a trainer from another SAA in an SAA office using the NTC. (3) Self instruction by setting aside a specific time on a periodic basis to self-instruct using the NTC volumes. A list of these activities should be included with the VAF22-7398 showing dates and kind of activity.

B.
Remarks:  

The following have been suggested as appropriate for inclusion here when necessary:


Note which RCS 20-0260 are being used for the reporting period


Note how flight facility activity for the reporting period was verified


Note how APP/OJT facility activity for the reporting period was verified


Note any facility for which approval has been suspended during reporting period


Note any facility which was disapproved by cancellation or withdrawal during the reporting period


Note method of arriving at percent of approval actions completed on time


Note method of scheduling and completing visits


Lists may be included if desirable or necessary:


List of visits made during the reporting period


List of technical assistance interactions


List of liaison activities


List of categories of approval actions and percent completed on 
time


List of staff development activities


List of NTC activities

In lieu of all of the above, an SAA may choose to create a daily activity report which is all encompassing.  An SAA may also include here any other statistics, activities or special circumstances which have occurred or for which a permanent record is desired.
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