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Change of Award Form
☐Instructions 
This Change of Award (COA) Form is designed as an abbreviated Self Study and is for accredited programs that are applying to switch their accredited Award option from one type of award, such as an associate degree, to another award, such as a diploma. MAERB Policy 120 details the guidelines for that change.  This COA form asks the program to provide information that is specifically relevant to the change in Award level as well as provide an overview of the program.  
In submitting this information to the MAERB office, you will zip the documents and upload the zipped file at the Submissions tab of the MAERB website, using the username and password previously sent to you by the MAERB staff and following the instructions, “Submitting Documents, MAERB Website,” on the Site Visits and Program Resources page under the Resources tab at www.maerb.org.      
The MAERB office then reviews your uploaded COA report and appendices and will contact you if there are missing elements.  Then there is a “paper” review conducted by a MAERB board member.  Materials need to be submitted and approved by MAERB prior to the implementation of the new award-granting option. Depending on the request, the information may need to go to the CAAHEP Board to be approved.      
In order to easily navigate the COA Form in MS Word, you should display the navigation pane.  To do so, click on the View tab and then click on Navigation Pane.  
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You will then be able to click the various headings to go to a specific section.  The Navigation Pane enables you to quickly review all the sections of your COA report.  
The COA Form is a MS Word fillable form that needs to be completed.  Also, there are several appendices that the program will need to submit to supplement the information in the COA report.  
Because the document is locked, spellcheck is not operative.  We recommend that you create any narratives in a separate Word document, so that you can efficiently copy and paste into the COA.  
In the following section, you will find a list of all the additional documents that need to be included in your Appendices.  In addition, there are mandatory naming conventions for your Appendices that you will need to follow.  You must submit the COA report as a Word document (not as a PDF) together with the appropriate Appendices.  
☐Change of Award (COA) Appendices
Outlined below are the different Appendices required to accompany this Change of Award (COA) Report; these appendices provide supporting documentation for the CAAHEP Standards.  The following charts provide the mandatory naming conventions (in the column “Single Document/Folder Name”) for your folders and stand-alone documents, along with a detailed description of each.  At the end of this COA Form, you will find a chart (in “Instructions and Schema for Organizing the Change of Award Report Submission”) that outlines precisely how to organize your COA report for submission.  
☐Standard I Appendices
	I.APP
	
	Standard I Folder for Appendices



	Type
	Single Document/Folder Name
	Description from Self-Study

	Single Document
	IA.OrgCh
	Appendix I-B   Organizational Chart(s) displaying the school’s management structure from executive officers to administrative staff, with specific attention paid to the medical assisting program’s personnel within the institutional structure.  

	



☒Standard II Appendices
	II.APP
	Standard II Folder for Appendices



	Type
	Single Document/Folder Name
	Description from Self-Study

	Single Document
	IIA.PrgGoals
	Appendix II-A  Written Statement of Program Goals 

As is outlined in the Standard, every program needs to develop goals in order to best evaluate the specific needs for program planning, implementation, and evaluation.  Every program responds to this requirement differently.  The goal can be the “minimum expectations” that is outlined in Standard II.A.  Please include a document that outlines what the specific goals will be for the program whose award is changing. 

	Single Document
	IIB.AdvMtg
	Appendix II-C   Copy(ies) of the Advisory Committee Minutes that specifically references this change in award.  

NOTE:  If there are minutes of several meetings, use a folder with the name “IIB.AdvMtg” and label the individual files “YY.MMAdv.” 

	Single Document
	IIC.MinExp
	Document where the minimum expectations goal is published (Standard II.A: “To prepare medical assistants who are competent in the cognitive (knowledge), psychomotor (skills), and affective (behavior) learning domains to enter the profession.”) 

It is required that the minimum expectations goal in Standard II.C be a part of the program documentation.  It can be stated in the Academic Catalog, the Student Handbook, the Advisory Meeting Agenda, or the Strategic Plan.  The location can vary, but the verbatim statement does need to be documented.   You can, as stated above, just use this minimum expectations statement as your goal.  



☐Standard III Appendices
	
III.APP
	Standard III Folder for Appendices 



	Type
	Single Document/Folder Name
	Description from Self-Study

	Folder
	IIIA.ProgDirWkbk
	Appendix III-A Program Director Workbook	
Please note that, if the Program Director has already been approved by MAERB, there is no need to submit a Program Director Workbook.



	Single Document
	PDWkbk
	Program Director Workbook

	Single Document
	JobDes
	Program Director Job Description

	Single Document
	Resume
	Resume

	Single Document
	Transcript
	Transcripts

	Single Document
	InstrMeth

	Instructional Methodology documentation

	Single Document
	Certificate
	Copy of certificate documenting achievement and currency in one of the five NCCA-accredited credentials:  CMA (AAMA), RMA (AMT), NCMA (NCCT), CCMA (NHA), CMAC (AMCA)

	

	Folder
	IIIB.FacAttFrm
	Faculty Attestation Forms for all faculty that are teaching at least one course that is unique to the medical assisting program.  If the faculty have a faculty workbook or Faculty Attestation Form on file in the MAERB office, no additional information is needed in this COA report regarding MA faculty.	



	Single Document (# of Faculty)
	LastName.First Initial
	One Faculty Attestation Form for each MA faculty member who hasn’t yet been reported to the MAERB office.   



	Folder
	IIIC.PracCrdWkbk
	Appendix III-C Practicum Coordinator Workbooks	
Please note that, if the Practicum Coordinator/s has already been approved by MAERB, there is no need to submit any materials for that person.

	 Folders (# of Practicum Coordinators)
	LastName.First Initial
	One folder for each Practicum Coordinator that contains the workbook and supplementary materials that should be named as outlined below.  



	Single Document
	PCWkbk
	Practicum Coordinator Workbook

	Single Document
	JobDes
	Practicum Coordinator Job Description

	Single Document
	Resume
	Resume



	Folder
	IIID.Syllabi
	Appendix III-F   Syllabi for courses in which the MAERB Core Curriculum objectives are taught and assessed.  You do not need to include General Education courses if they do not include objectives or competencies from the MAERB Core Curriculum. 		



	Single Documents (# of Syllabi)
	Ten Character Description of the Courses (individual documents)
	Examples:
MA190Admin
MA201MdTrm
MA211Clin1
MA212Clin2
	



	Folder
	IIIE.PracPol
	Appendix III-G    Description of how practicums are established and how students are evaluated throughout their practicum experience, as appropriate (including your program’s Policy on the practicum).

Provide the policies and requirements for students that relate to the completion of the Practicum requirement, such as the following:

· Syllabi, only for those which contain policies on the practicum
· Weekly on-campus meeting schedule and/or practicum site schedule for students
· Attendance policy
· Uniforms
· Professionalism (appearance, attitude, behavior)
· Weekly journals 
· Weekly evaluation of the student by the Practicum site
· Final Practicum evaluation by the practicum coordinator



	Single Documents (# of Policies)
	Ten Character Description of the Policies (individual documents; not all these documents may apply, as the policies might be consolidated in the syllabus)
	Examples:
SyllPrac
SchedPrac
AttendPol
UniformPol
ProfBehave
WklyJour
WklyEval
FinEval
	
Syllabus for Practicum
Schedule for Practicum
Attendance Policy
Uniform Policy
Professional Behavior
Weekly Journal
Weekly Evaluation
Final Evaluation



	Folder
	IIIF.CurrMap
	A completed (Excel) Curriculum Map using the template available at the MAERB website, included in the folder with the COA Form 



☐Standard V Appendices
You need to include in your COA report the material listed below only if that material is going to change due to the change in award.  It is perfectly appropriate to include draft versions of what will be changed with the change of award, as the publication may be delayed until the change in award has been approved.  If there has been no change for a given item, you will need to insert a correctly named document.  Inside the document, just indicate “Not Applicable.”  
	
V.APP
	Standard V Folder for Appendices



	Type
	Single Document/
Folder Name
	Description 

	Folder
	VA.Pubs
	Copy of announcements, catalogs, publications, handbooks, and advertising pertaining to the Medical Assisting program	

Below is a sampling of possible documents, along with the respective naming convention for each.  					



	Single Document
	StCat
	Student Catalog

	Single Document
	StHand
	Student Handbook

	Single Document
	CrseCat 
	Course Catalog



	Single Document
	VB.TechStan
	Technical Standards required to participate in the program

	Single Document
	VC.OccRisks
	Occupational Risks for the profession

	Single Document
	VD.ProgAcc
	Statement of CAAHEP Accreditation Status 

	Single Document
	VE.FacGrvPol
	Copy of the Faculty grievance policy/procedure	

	Single Document
	VF.StGrvPol
	Copy of the Student grievance policy/procedure	

	Single Document
	VG.Appeals
	Copy of the Student appeals process 

	Folder
	VH.ActAffAgr
	The affiliation agreement or memorandum of understanding that the program has with each active practicum site



	Single Documents
	Abbreviated Name of Practicum site (10 characters)
	



	Single Document
	VI.AdmPol
	Admissions policy

Include the program’s policy regarding admission into the medical assisting program, including pre-requisites, if any.  It may be that the medical assisting program uses the institutional policy; if so, that policy should be included.

	Single Document
	VJ.AdvPl
	Advanced placement policy(ies), via transfer of credit, experiential learning, or other method	

The program’s policies regarding transfer of credits and credit for experiential learning need to be included. If your program does not accept advanced placement, transfer credit, or credit for experiential learning, there needs to be a policy/statement that explains that to the students.	

	Single Document
	VK.ArtAgr
	If the program has articulation agreements for transfer of credits, the information needs to be submitted.  If there are no articulation agreements, include a sheet of paper, stating “Not Applicable.” 

	Single Document
	VL.SftyPol
	Policies and procedures assuring adequate safety of patients, students, and faculty. 



General Information
	Title of Medical Assisting Program 
	Click here to enter text.
	Address of Institutional Webpage for Program, if applicable
	Click here to enter text.
	Award currently granted
	Choose an item.
	Award being applied for
	Choose an item.


	Sponsoring Institution
	Click here to enter text.
	Mailing Address 1
	Click here to enter text.
	Mailing Address 2
	Click here to enter text.
	City, State, Zip
	Click here to enter text.
	Institution Phone Number
	Click here to enter text.
	Website
	Click here to enter text.


Name and Contact information for person with the central responsibility for the preparation and submission of the Change of Award (COA) Report.  
	Name and Credentials
	Click here to enter text.
	Title
	Click here to enter text.
	Mailing Address
	Click here to enter text.
	City, State, Zip
	Click here to enter text.
	Phone Number
	Click here to enter text.
	Email
	Click here to enter text.


Contact Information
Chief Executive Officer (to whom all correspondence will be directed)
	Name and Credentials
	Click here to enter text.
	Title
	Click here to enter text.
	Mailing Address
	Click here to enter text.
	City, State, Zip
	Click here to enter text.
	Phone Number (include hyphens)
	Click here to enter text.
	Email
	Click here to enter text.


Dean or comparable administrator (MAERB wants the information about the person to whom medical assisting Program Director directly reports)
	Name and Credentials
	Click here to enter text.
	Title
	Click here to enter text.
	Mailing Address
	Click here to enter text.
	City, State, Zip
	Click here to enter text.
	Phone Number (include hyphens)
	Click here to enter text.
	Email
	Click here to enter text.


Program Director
	Name and Credentials
	Click here to enter text.
	Title
	Click here to enter text.
	Mailing Address
	Click here to enter text.
	City, State, Zip
	Click here to enter text.
	Phone Number (include hyphens)
	Click here to enter text.
	Email
	Click here to enter text.


Practicum Coordinator 1
	Name and Credentials
	Click here to enter text.
	Title
	Click here to enter text.
	Mailing Address
	Click here to enter text.
	City, State, Zip
	Click here to enter text.
	Phone Number (include hyphens)
	Click here to enter text.
	Email
	Click here to enter text.


Practicum Coordinator 2 (if applicable)
	Name and Credentials
	Click here to enter text.
	Title
	Click here to enter text.
	Mailing Address
	Click here to enter text.
	City, State, Zip
	Click here to enter text.
	Phone Number (include hyphens)
	Click here to enter text.
	Email
	Click here to enter text.


Practicum Coordinator 3 (if applicable)  
	Name and Credentials
	Click here to enter text.
	Title
	Click here to enter text.
	Mailing Address
	Click here to enter text.
	City, State, Zip
	Click here to enter text.
	Phone Number (include hyphens)
	Click here to enter text.
	Email
	Click here to enter text.


If there are more than three Practicum Coordinators, please list the names below:
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.


Standard I
Current Program Design
	Length of current program, in months
	Click here to enter text.
	Current total credit or clock hours
	Click here to enter text.
	Type of academic terms (semester, quarters, blocks) 
	Click here to enter text.
	Number of cohorts currently admitted per year
	Click here to enter text.
	Total current enrollment
	Click here to enter text.


Explain how the length of the program, the total credit hours, the academic terms, and the number of cohorts admitted will change due to the proposed change of award.  
	Click here to enter text.


If the program is changing its accredited award from an associate degree to a certificate or diploma, will the associate degree 1) continue to exist as an accredited award, 2) continue as an unaccredited award, or 3) will the associate degree no longer be offered?  If #2, will students who achieve the associate degree be automatically awarded the certificate (or diploma) upon completion of those requirements?  
If the program is changing its accredited award from a certificate or diploma to an associate degree, will the certificate/diploma award 1) continue to exist as an accredited award, 2) continue as an unaccredited award, or 3) will the certificate/diploma no longer be offered?  
	Click here to enter text.


Program Modality 
	Is any portion of the program offered via distance education?  
	Click here to enter text.
	If so, what percentage of the program is offered through distance education? 
	Click here to enter text.
	Are any of the psychomotor and/or affective competencies in either “Foundations of Clinical Practices” or “Safety and Emergency Practices” of the MAERB Core Curriculum taught through distance education? 
	Click here to enter text.


If the answer is yes about assessing the psychomotor and/or affective competencies in “Anatomy and Physiology,” “Foundations of Clinical Practices,” or “Safety and Emergency Practices,” please contact your Program Manager in order to ensure that you are in compliance with MAERB’s requirements in that area.  
Standard II
Program Goals and Minimum Expectations
Minimum Expectations
	Where is the minimum expectations goal (Standard II.A) published?  (Advisory Committee Minutes, College Catalog, Student Handbook, and so on?)  
	Click here to enter text.


Does the program have any additional educational goals for the students beyond 1) graduates being able to enter into the profession, 2) the teaching of the MAERB Core Curriculum, and 3) incorporation of the representative activities in the Educational Competencies for Medical Assistants?  If so, explain these additional goals and how the program assesses the students’ completion of them.   
If this does not apply to the program, indicate “Not Applicable.”  
	

Click here to enter text.



[bookmark: _Hlk488242464]Program Advisory Committee 

	Representative
	Name
	Agency/Organization

	Current Student
	Click here to enter text.	Click here to enter text.
	Graduate
	Click here to enter text.	Click here to enter text.
	Faculty
	Click here to enter text.	Click here to enter text.
	Program Sponsor Administration
	Click here to enter text.	Click here to enter text.
	Employer
	Click here to enter text.	Click here to enter text.
	MD, DO, NP, or PA
	Click here to enter text.	Click here to enter text.
	Public (an individual who has never been employed in a healthcare environment and is not employed at an institution of higher learning with CAAHEP accredited programs) 
	Click here to enter text.	Click here to enter text.
	Others: Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Others: Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Others: Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Others: Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Others: Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Others: Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Others: Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Others: Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Others: Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Others: Click here to enter text.
	Click here to enter text.	Click here to enter text.


Briefly describe the background and work history of the Public Member to ensure that the qualifications comply with MAERB Policy 230:
	Click here to enter text.


List the dates on which the Advisory Committee has met over the past three years.  There should be at least one date below. If the program does not have a history of having met prior to the most recent year, just mark the field N/A:
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.


Standard III
Curriculum 
In terms of the change of award, please detail specifically what curricular changes are being made to the current program.  If the courses for the MAERB Core Curriculum haven’t changed because of this Change of Award, you can just state that.  
	Click here to enter text.


Are there any changes being made in the practicum requirement?  Explain the changes.  If the practicum requirement hasn’t changed because of this Change of Award, you can just state that. 
	Click here to enter text.


	How many hours of practicum are required in the program?  
	Click here to enter text.


Please indicate if any of these support services will change with the change of award.  If there is no change, just indicate “No Change.”  
	Academic Advising
	Click here to enter text.
	Personal Counseling
	Click here to enter text.
	Academic Tutoring
	Click here to enter text.
	Financial Aid
	Click here to enter text.
	Computer Resources
	Click here to enter text.
	Library
	Click here to enter text.
	On-line Academic Resources
	Click here to enter text.
	Health Services
	Click here to enter text.
	Career Counseling 
	Click here to enter text.
	Other Support Service	Click here to enter text.
	Other Support Service	Click here to enter text.
	Other Support Service	Click here to enter text.
	Other Support Service	Click here to enter text.


What resource will be affected, if any, by the change in award?   
	Click here to enter text.





Standard V
Publications and Disclosure

Will any of the items and policies listed below change due to the change in award?  If so, explain what changes are being made.  If not, simply indicate that there is “No Change.”  NOTE:  If there are changes, you are asked to submit the changed document in the appendix for Standard V.  
	Institutional Accreditation status, including name, address, and phone number of the accrediting agency
	Click here to enter text.
	Admissions policies and practices
	Click here to enter text.
	Technical standards required to participate in the program
	Click here to enter text.
	Occupational risks
	Click here to enter text.
	Policies on advanced placement, transfer of credits and credits for experiential learning
	Click here to enter text.
	Number of credits required for completion of program
	Click here to enter text.
	Availability of articulation agreements for transfer of credit. 
	Click here to enter text.
	Tuition/fees and other costs required to complete the program
	Click here to enter text.
	Policies and processes for withdrawal and for refunds of tuition/fees
	Click here to enter text.
	Policies and processes for assignment of clinical experiences
	Click here to enter text.
	Academic Calendar
	Click here to enter text.
	Student grievance procedure
	Click here to enter text.
	Appeals process
	Click here to enter text.
	Criteria for successful completion of each segment of the curriculum and for graduation
	Click here to enter text.
	Policies by which students may perform clinical work while enrolled in the program
	Click here to enter text.
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Additional Form for Standard III
Curriculum Course List
It is not necessary to list the general education courses.  The only courses that should be listed are the ones that contain the MAERB Core Curriculum.  
	Course Number
	Course Title
	# of Lecture Hours
	# of Lab hours
	# of credits (if applicable)
	Cognitive objectives taught (yes/no)
	Psychomotor/Affective Competencies taught (yes/no)
	Term Taken
	Prerequisite, if any.  

	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.
	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.
	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.
	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.
	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.
	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.
	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.
	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.
	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.
	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.
	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.
	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.
	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.
	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.	Enter here.




Instructions and Schema for Organizing the Change of Award Report Submission
In the section above, you received detailed information about the Appendices that accompany the COA report that you submit.  In this section, there is an extended discussion about how to organize the Appendices, using the naming convention that is outlined in the earlier section for your submission of the COA report. Here are some general rules of practice for organizing your COA submission.    
· Even if you do not need to update any of the material in Standard V Appendices, you will need to insert a document with the correct name.  Inside the document, just indicate “Not Applicable.”  
· There may be times in which you need to submit a folder rather just a file, due to the nature of the program’s documentation.  If that is the case, follow the general practice and logic that is implicit in the naming convention.  
· You may only use PDF files, Excel Files, or Word files for the Appendices.  The examples below are in Word just for the sake of convenience.
In submitting this information to the MAERB office, you will upload it to the MAERB website, using the username and password previously sent to you by the MAERB staff and following the instructions, “Submitting Documents, MAERB Website,” on the Resources tab at www.maerb.org.    You will note that there are mandatory naming conventions and outlined below is a model for how to organize it.  You should abbreviate the name of the institution and add an abbreviated location if you are part of an institution with several programs.  
[image: Graphical user interface, table
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Then the folders that contain the appendices should follow this schema:
	I.APP
	II.APP
	IIB.AdvMtg

	[image: ]
	[image: Graphical user interface, text, application
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	You would include just one document if there is only one set of meetings, but if there are two or more relevant documents,  you can put them into a folder and  label them: YY.MMAdv




	III.APP
	IIIA.ProgDirWkbk
	IIID.Syllabi

	[image: Text
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IIIBFacAttFrm

[image: Graphical user interface, application

Description automatically generated]
IIICPracCrdWkbks

[image: Table

Description automatically generated with medium confidence]
Examples of documents within each Practicum Coordinator folder

[image: Graphical user interface, application
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IIIEPracPol


[image: Graphical user interface, application
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	V.APP
	VA.Pubs
	VH.ActAffAgr

	[image: Graphical user interface, text, application
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