**To Edit or Print the Annual Report, please see instructions at the end of this document.

Log in to the Annual Report at https://arc-
stsa.learningbuilder.com/account/login using the user ID received via
email and the password set in previous years. If you need to reset your
program password, you can do so by selecting “forgot password” and
follow prompts to set your password.

ARC/STSA Accreditation portal!

o Al ° |
< %
**Please email ARQuestions@arcstsa.org if you need your User ID N e
resent. - i
Ensure your Annual Report reflects the correct dates at the top for the Example:
reporting year. Surgical Assisting Annual Report (08/01/2024 to 07/31/2025)

Surgical Technology Annual Report (08/01/2024 to 07/31/2025)

Refer to the reporting periods chart on the ARC/STSA website Maintaining Accreditation page
for the current year reporting periods

Program outcomes for the past three years of Annual Reports are R Cutsaen Sonuan HEvoe oo

displayed at the top of the Annual Report. '

**please note, there is no ‘Save’ button; the report will automatically
save any data entered prior to logging out or leaving the report.

**Please note, reporting years outcomes are shown in order of oldest to
newest.

2023

2024

2025
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Report whether any learning objectives outlined in the current Core
Curriculum (CCST or CCSA) are taught using distance education delivery
by selecting Provide Response. If you indicate that any learning
objective content is delivered by distance education, you must provide
an explanation. Please refer to the Distance Education Policy.

Also report on any satellite or separate instructional site (SIS) campuses,
if applicable, by selecting Add a Satellite/SIS Campus. You can report
your campus name, city, state, campus type, and whether it is approved
by ARC/STSA.

Please Note: If your Separate Instructional Site was in operation prior to
January 1, 2024, and its approval was grandfathered in, submit a copy of
the completed Distance Education Survey submitted in 2023.

@ Program Enhancements

Please add any Program Enhancements here. (show more)

Program Information

Required
Distance Education

_

Q Awaiting Response

Report any changes to assessment and admissions information. You can
either indicate No Changes or select Yes and report the changes in your
program for review.

 Assessment and Admissions Information

Describe any changes in the program during this reporting period

Program Changes

Required

Frequency of Student Evaluation

Required

Student Evaluation Methods and Tools
Required

Process of Reviewing Student Evaluations
Required

Admissions Policy or Process

Documentation

Report on the PAC meeting and the applicable absent PAC members for
the reporting period.

**please note, programs are only able to enter one PAC meeting; this
meeting must have taken place within the August 1 — July 31 outcomes
reporting period applicable to the Annual Report being completed.

© Communities of Interest Information

Program Information

Required

PAC Meetings

Required

PAC Member Attendance

Documentation

Please note, for sections in which the program needs to enter a date, if the calendar does not go back far enough in a year, the program can manually

enter a date following the format of MM/DD/YYYY.
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Report the details of your President/CEO, Dean, Program Director; and
Clinical Coordinator (if applicable) and identify if they are a new

© & CURRENT Program Personnel Summary

Please enter all CURRENT program personnel. {show more)

Title First Name: Last Name New Appointment
appointment and ARC/STSA approved.
President / CEQ © completing
Please note: programs should report only current program personnel s
in this section of the report.
Dean © Completing
ST ONLY: Please note, the program should only complete the Clinical iomten
Coordinator field if the role is not fulfilled by the Program Director. Reqires
Program Director © Completing
Information
I Clinical Coordinator © completing
Program Personnel
Information
SA ONLY © & CURRENT Program Personnel Summary
Report the details of your Medical Director and identify if they are a R —
Title First Name Last Name New Appointment
new appointment since the last Annual Report. -
President / CEO © completing
Program Personnel
Information
Required
Dean © completing
Program Personnel
Information
Required
Program Director © completing
Program Personnel
Information
Required
Medical Director © completing
Program Per‘sannel
I Ciinical Coordinator © completing
Program Personnel
Information

Report all clinical affiliates utilizing the Clinical Affiliate Site Reporting
Form.

As a best practice, for auto-renew or contracts with no expiration
date, clinical affiliation agreements should be reviewed each term for
sufficiency and updated every three-five (3-5) years.

Clinical Affiliate Site Standard: Complete Affiliate Site Details x

Please submit a cument copy of the Clinical Affiliate Site Reporting form. ¢

l..lnlnad.&ln:ntcllnlcal Affiliate Sie Chanas frcmn Brany or Upload
Reporting Form™:
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SA ONLY

Report any changes to your Preceptors and Preceptor Delegates and
complete a standard attestation. You can either indicate No Changes or
select Yes and report the changes in your program for review.

L d © CURRENT Clinical Details

Please add each CURRENT clinical affiliate site by selecting Add Affiliate Site

Site Name

Required

Clinical Preceptors
Required

Clinical Preceptor Delegates

Report if the program has made any changes to the required courses for
program completion or coursework. If the program has made changes,
provide a narrative of what has changed. If no changes were made, the
question will be completed successfully.

Curriculum: Provide Documentation

Please respond to the question and provide documentation if requested.

Question:
cesade?

Answer: Yes

Has the program made any changes to required courses for program completion or coursework 3s defined in the CCST7e or

Expiration Date OR

© Awaiting Response

o Awaiting Response

(@ Add Affiliate Site

Describe the Changes* PR

Report whether there was a graduating cohort during the reporting
period and provide a completed Outcomes Tracking Tool. Additionally, if
the program did have a graduating cohort(s), the program will enter
program outcomes for each graduated cohort by selecting “Add Cohort”
above the Outcomes Standard — No Outcomes question.

If the program did not have a graduating cohort, then you will complete
a narrative detailing the reason for not having a graduating cohort.

**|f a program accidentally adds an extra cohort, select delete and
close the pop-up. Once the program refreshes the report, the deleted
cohort will disappear.

Dutcomes Standard - No Outcomes: Respond to Question x

Question

S B I Uakx X &

<&
it
i

mm cance

Did the program graduate s cohart during the reparting period?

rdicate "Yes! and upload a completed copy of the Dutecenes Tracking Tacls), and then add cohort data to the repart by
sebecting the blue add on the previows screen

nificate "Ho.” and pravide an analysis explaining why no cohart exists to report

Cane

e}

Enter information for each Cohort completed during the Annual Report period. (show more)

Required
Outcomes Standard - No Qutcomes

Yes

=

The OTT uploaded with your Annual Report submission should be fully complete and should match the outcomes entered. Staff will review the OTT against
the outcomes submitted and will reach out to have the program correct any errors. Please ensure all areas of the OTT are complete, including all

calculations. Incomplete OTTs will be returned for correction and resubmission.
Please note, the program may use student initials for the Annual Report Outcomes Tracking Tool submission, if preferred.
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Once all areas of the first section are complete, you can report on
Program Information by selecting Continue to Program Information in
the top or bottom right.

Completing Annual Report

In the second section of the report, input the Current Year Program
Information and report your enrollment information, Consortium
information (if applicable), and Program Budget. Once you complete
these sections, you can select Continue to calculate your outcomes
information.

Surgical Technology Annual Report: Complete Annual Report: Program Budget x

Please select the Continue butlon to complete your submission of your Annual report and determine if any Plans of Action are required once

all sections are completed.

Curent >
Program
Information

Enroliment
Information

v

Consortium
Information

v

Program
Budget

Please provide your Program Budget information below:.

Supplies and | P
Equipment Budget*:

Capital Expenditure
Budget*:

Professional
Development Budget*:

Provide an analysis of

the adequacy and

appropriateness of the %
program budget*:

< Previous

Enrollment Information _— ; Current New Students
— Enrolled*:
Current New Students Enrolled and Current Re-Entry/Transfer Students A
Enrolled E::re:;r::;fer
e Indicate the total number of students enrolled into the program Enroliment S‘lulnts Enrolled?*:
within the current reporting period (AR reporting chart available Information
on our Website) Total Number of )
e  For programs that enroll more than 1 cohort within the reporting ﬁ”fonrsr:;'fo”; ? Students Enrolled™
period, the total number of students enrolled would be the total Number of Cohorts per
number of students enrolled within the multiple cohorts E Year*:
e  Total Number of students is the number of students enrolled plus Budget Enroliment - Max
number of re-entry/transfer students Students per Cohort*:
Number of Cohorts per year
e Total number of cohorts enrolled for the current reporting period Approved MEC Total:  1.00
Enrollment — Max Students per Cohort Approved Clinical MEC 1.0
e  Of the current enrolled cohorts, the highest number of students Total:
enrolled in one (1) cohort (e.g. for a program with enrolled 2
cohorts; cohort 1, 8 students were enrolled and cohort 2, 12 ::::::;*:Le"gm (In
students were enrolled - 12 would be entered here)
List any future cohort start and anticipated completion dates Please list all cohort o - - o a—
e Program must enter the start date of the cohort(s) enrolled in the start and anticipated oA Vi
program within the current reporting period corresponding with f::ﬂf:;:::’:;:::; BT U e & 5= Nomal - 23 =
the information provided above and their anticipated graduation period.*:

date (Start Date mm/dd/yyyy — Anticipated Completion Date
mm/dd/yyyy)
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In the third section of the report, current reporting year outcomes as
entered by the program will be displayed, as well as any Plans of Action
that are required.

**please note, Required Plans of Action will show grey, indicating that
the program needs to complete the Plan of Action for that area.

Once the program has completed all Plans of Action, the program will
provide contact information for a member of administration (Dean or
President) to complete their attestation of the accuracy of the data
entered on the Annual Report.

Please note: if this attestation is completed by the Program Director,
the report will not be accepted, and it will be returned to the program.

@ Standards

Program Outcomes - Total
Graduated Students 7
Retention 70
OAE Participation 100
OAE Pass Rate 100
Graduate Placement 100
Employer Surveys Sent 100
Employer Surveys Returned 6667
Employer Surveys Satisfaction 100
Graduate Surveys Sent 100
Graduate Surveys Returned 100
Graguate Surveys Satisfaction 100

Required

Retention Standard (ST)

Required

OAE Pass Rate Standard (ST)

Required

Enroliment Standard (ST)

Required

PAC Mestings Standard (ST)

@ sumitt
© Accest
@ Accepts
@ Acceptes
@ Accert

The prageam is required 1o oblain attestation from both the President and Dean of the Annual Report. We recammend sdvising the #
President and Dean the importance of attesting to the accuracy of the Annual Repant upon submission. Please note, per Standard

LB, the program sponses must Ensure that the program meets the Standards. The Institution is ultimately responsible for the

program and thevefore responsible for sign off/ sppeoval of 8l submizsions 1o the ARC/ETSA and CAAHER

If the: President, Dean, or Program Directos have not been acknowledged by the ARC/ETSA, submit the applicable Program

Personnel Data Form o info@arcstes. o,

First Mame:

Last Hame:

Institutional Title:

Credemials:

Email Address:

Please acknowledge that this

Select Application Verification

individual understands they
must verify the submission of
thizs application/repon.:

m Gl m
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Once the administration’s attestation is complete, the Program Director
will receive an email reminding you to login and formally Submit the
Annual Report and send your report for ARC/STSA review.

[ Completing Plans of Action il

You can print your Annual Report as a hard copy or PDF. You can select
the three dots at the top right of the report, choose Overview, Printer
Friendly, and finally Print.

Programs can change the destination to PDF or a local printer. When
printed as a PDF, programs will be able to designate a save location for
the report.

Surgical Technology Annual Report (08/01/2020 to 07/31/2021)

[ & InReview il

i Reguirements

| Surgical Technology Annual Report

Suriical Technoloii Annual Report (8/1/2020 to 7/31/2021)

Show All || Hide A

Show Incomplete ltems | Detail = Summary

Detail View

View Offline

If you need to edit information in section 1 or section 2 of the report
prior to submission, follow these steps.
e The status of the report in the upper right orange box indicates
“Completing Plans of Action”
e Select the three dots next to the status and select ‘Back’. This
will pop up the Current Program Information window.
e Select ‘Cancel’ or ‘Finish Later’ to return to the first section.
e Please note, the program may need to refresh the browser for
the report to show section 1 status “Completing Annual
Report” before being able to make edits.

Please note that all information previously entered will be retained
when moving back to previous sections in the report.

E B Completing Plans of Action 8 &

l © Outcomes Summary - Previous Years

Surgical Technology Annual Report: Complete Annual Report: Program Budget X

Please select the Continue button to complete your submission of your Annual report and determine if any Plans of Action are required once

all sections are completed

Current
Program
Information

Enroliment
Information

Consortium
Information

Program
Budget

>

v

Please provide your Program Budget information below.

Supplies and
Equipment Budget*:

Capital Expenditure
Budget":

Professional
Development Budget*:

Provide an analysis of
the adequacy and

appropriateness of the 4
program budget*:

< Previous

| inisn Later | [

Return to: Learning Plans

2o InReview

Destination

Pages

Layout

More settings

B Overview

& Edt

12 pages

Save as PDF

Portrait

B Application Overview

*Please note, programs may request to re-open their Annual Report for edits at no charge while the reporting period is still open by contacting the ARC/STSA
at ARQuestions@arcstsa.org. However, once the ARC/STSA has approved the annual report or the reporting period closes, programs will no longer be able to

make edits to the report.

Annual Report Revision Fee Reminder: This fee applies to any changes to an Annual Report made after the Annual Report due date (or extension if requested

prior to the due date).
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