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Welcome to the CEA annual Report Training webinar for the 2024 CEA annual report. My name is Rachel Herman. I'm the accreditation process and technology manager at CEA.

The purpose of the webinar today is to explain the parts of the CEA annual report. We're going to talk about the 2024 CE A annual report and the portal. Let's start by broadly describing the CEA annual report. When you look at the portal, you'll notice that it's actually quite sparse and very simple. That's on purpose.

We wanted to make it as visually simple as possible. Most of the instructions are within the PDF instructional documents, not on the screen in the portal that you'll see. We recommend that you keep those instructions handy, so while you're submitting the report, while you're filling in the screen, you'll be able to understand what we're asking for and it'll make it easier to submit the entire thing. And I'll make a couple of other recommendations as we go along.

The details of the annual report are in the CEA Policies and procedures, section 8 5 1, which is available on the CEA website. You'll see in that section of the p and p that the annual report is described as having three components, annual review, financial reporting, and sustaining fees. I'll elaborate on each of those in a few moments. According to the pand p, the due date for submission of the annual report is February 15th. Each year and every year, every single accredited site must submit an annual report. 

So these three components, let's talk about those. The first one in the p and p is called the annual review. The annual review has several subsections and you'll see them when you go into the portal. You'll see them delineated as the subsections once you complete the sustaining fees section. So the contact information, the reason that the portal is designed the way it is, is because of the way we used to do the annual report, which is to send you a few word documents that you would fill in and then you would email them back to us. The portal is adapted based on that. All three of the different Word documents that we used to send, all three of them had contact information on each one. We've combined that into one area for contact information for all of the different components or sections.

So contact information is what you'll see first, and an attestation page is required for everyone. The eligibility subsection confirms that the site continues to meet the eligibility requirements for CEA In the enrollment and faculty data. Subsection, you're required to report on your enrollment for 2023, January through December, 2023, the calendar year of 2023, and you're gonna make a comparison to the previous year's number. This section, enrollment and faculty data is where the new thing is. We are now asking for a headcount for distance education. If you offer any part of your program, any part of the accredited offerings through distance education, we're asking for a headcount. A headcount is the number of students enrolled in distance education in the calendar year of 2023. Each student is counted one time per year regardless of the number of courses they were enrolled in or the number of terms. So if a student took one course one time in 2023, they count as one. We use that same description, that same definition for the number of faculty. So if you had a faculty person who taught one course one time in 2023, they count as one. If that same faculty member taught 10 courses, 10 times, they count as one. That's what we mean by headcount. That definition is in the written instructions for the annual review form, and other definitions are there as well. So that's the new thing that you'll see for 2024.

Annual report package student achievement data, subsection is where you report your student pass, fail and or progression data with an analysis of that data. In the regulatory compliance subsection, you are asked to verify continued eligibility and report any changes or updates to local, state, federal, governmental or national approval or licensing. The attestation subsection is the electronic equivalent of a submission signature. 

In the financial reporting section, you'll upload annual financial reports including a summary report, a balance sheet, and a profit and loss. Some folks call this revenues and expenditures, either one statement. You'll also need to provide annual revenue and expenses, figures, and indicate the fiscal year end date.

In the sustaining fees section, you provide a calculation of student weeks based on calendar year enrollment numbers

105

00:05:29.515 --> 00:05:34.405

from January 1st, 2023 through December 31st, 2023.

106

00:05:35.085 --> 00:05:38.365

Regardless of your academic calendar, we are looking for

107

00:05:38.995 --> 00:05:42.205

your calendar year enrollment numbers.

108

00:05:42.475 --> 00:05:45.165

Note that you'll need to complete the sustaining fee section

109

00:05:45.535 --> 00:05:49.245

first because those student week numbers are automatically

110

00:05:49.355 --> 00:05:52.125

populated in the annual review section.

111

00:05:52.785 --> 00:05:56.085

So please be sure to arrange the submission schedule

112

00:05:56.305 --> 00:05:59.285

for your program or institution if you have different

113

00:05:59.395 --> 00:06:01.925

individuals completing the different sections.

114

00:06:02.185 --> 00:06:05.765

So on my slide here, I have them in the same order

115

00:06:06.425 --> 00:06:10.085

as they appear in the CEA policies and procedures.

116

00:06:10.635 --> 00:06:12.845

When you look at the portal, you'll notice

117

00:06:13.035 --> 00:06:17.045

that they've been adapted because now they're all online

118

00:06:17.185 --> 00:06:18.445

and they're all together.

119

00:06:19.145 --> 00:06:23.005

So you have to complete the sustaining fees section first.

120

00:06:23.425 --> 00:06:26.925

You can complete the contact information section

121

00:06:27.145 --> 00:06:29.165

or subsection of the annual review first,

122

00:06:29.785 --> 00:06:34.045

but you can't go on past sustaining fees

123

00:06:34.295 --> 00:06:36.285

until you do the sustaining fees.

124

00:06:36.435 --> 00:06:39.885

There's a, a quick question in the chat,

125

00:06:39.945 --> 00:06:43.405

so I'm gonna go ahead and answer those two questions.

126

00:06:43.575 --> 00:06:47.125

First question, sustaining fees are related

127

00:06:47.345 --> 00:06:50.645

to the calendar year of 2023,

128

00:06:50.955 --> 00:06:53.725

January 1st, 2023

129

00:06:53.915 --> 00:06:55.965

through December 30 23.

130

00:06:56.215 --> 00:06:59.205

Sustaining fees are based on your enrollment numbers

131

00:06:59.705 --> 00:07:02.405

for 2023 calendar year.

132

00:07:02.985 --> 00:07:05.245

The reason I'm emphasizing it so much is

133

00:07:05.245 --> 00:07:08.845

because the, it is called the 2024 annual report

134

00:07:08.845 --> 00:07:12.045

because it's due February 15th, 2024,

135

00:07:12.145 --> 00:07:15.245

but it's just like a US style income taxes.

136

00:07:15.665 --> 00:07:18.765

We fill out the form in the year

137

00:07:19.435 --> 00:07:23.645

following the data that the form is based on.

138

00:07:23.865 --> 00:07:25.565

So if you think about it that way, hopefully

139

00:07:25.825 --> 00:07:27.445

that's a little bit helpful.

140

00:07:27.675 --> 00:07:30.125

There's also a second question.

141

00:07:30.545 --> 00:07:31.725

If I don't offer

142

00:07:31.785 --> 00:07:34.565

and have never offered distance education,

143

00:07:34.915 --> 00:07:36.125

there's really no change.

144

00:07:36.275 --> 00:07:39.925

Correct. You'll see in that section called enrollment

145

00:07:39.925 --> 00:07:42.125

and faculty data, you'll see a row

146

00:07:42.675 --> 00:07:44.365

that says distance education headcount

147

00:07:44.505 --> 00:07:47.965

and you'll write in zero and zero if you've never offered

148

00:07:48.305 --> 00:07:52.485

and do not offer distance education if you did in

149

00:07:52.485 --> 00:07:53.485

2023.

150

00:07:53.745 --> 00:07:57.525

We wanna know the numbers if you did in 2022.

151

00:07:57.865 --> 00:08:01.125

We wanna know the numbers. There's another question asks,

152

00:08:01.425 --> 00:08:06.085

is the calendar year our spring 2023 term

153

00:08:06.185 --> 00:08:08.005

and fall 2023 term?

154

00:08:08.645 --> 00:08:11.765

Probably you call that spring and fall. Great.

155

00:08:11.905 --> 00:08:13.085

That's what we're talking about.

156

00:08:13.465 --> 00:08:14.805

If you call it something else,

157

00:08:15.255 --> 00:08:19.005

we're talking about the calendar year 2023.

158

00:08:19.345 --> 00:08:21.085

All right, let's keep going.

159

00:08:21.305 --> 00:08:24.805

So this slide, it's just showing you the subsections

160

00:08:25.305 --> 00:08:29.605

of the annual review and the due date is February 5th.

161

00:08:29.705 --> 00:08:32.805

For those of you who've been with CEA for a long time,

162

00:08:33.105 --> 00:08:36.045

you know that we've come a long way in modifying various

163

00:08:36.235 --> 00:08:38.205

processes at CEA.

164

00:08:38.645 --> 00:08:40.365

I won't go into all of them here.

165

00:08:40.855 --> 00:08:44.045

We're very interested in continued improvement.

166

00:08:44.355 --> 00:08:48.125

Just like you, we want to find ways to improve as well.

167

00:08:48.825 --> 00:08:51.685

We think that this one stop shop portal is really

168

00:08:51.685 --> 00:08:52.885

quite easy to use.

169

00:08:53.405 --> 00:08:55.405

Everyone I've talked to has reported

170

00:08:55.435 --> 00:08:58.885

that this is much easier than the previous method,

171

00:08:59.265 --> 00:09:02.165

so we hope that you also experience this

172

00:09:02.265 --> 00:09:06.765

as a fairly pain-free task and are able to do it easily.

173

00:09:07.065 --> 00:09:10.405

You are reporting on the student weeks of programs

174

00:09:10.405 --> 00:09:13.205

that are within the scope of your accreditation review,

175

00:09:13.865 --> 00:09:16.405

so if the programs were reviewed by CEA,

176

00:09:16.985 --> 00:09:18.965

you should report on those programs.

177

00:09:19.225 --> 00:09:22.445

If you have what CEA calls ephemeral programs

178

00:09:22.745 --> 00:09:24.765

and they were not included in the review

179

00:09:24.765 --> 00:09:28.765

and they typically not included, do not include the number

180

00:09:28.765 --> 00:09:31.525

of students in those programs tasks.

181

00:09:32.185 --> 00:09:33.685

Do I recommend that you start

182

00:09:33.685 --> 00:09:35.205

with the sustaining fees first?

183

00:09:35.545 --> 00:09:37.685

Yes. Start with the sustaining fees first,

184

00:09:38.015 --> 00:09:41.405

let's talk about the process from beginning to end.

185

00:09:41.505 --> 00:09:44.445

If you are new to the process, you're gonna start

186

00:09:44.465 --> 00:09:48.205

by creating or the primary contact for your site is going

187

00:09:48.205 --> 00:09:49.845

to create a profile.

188

00:09:50.115 --> 00:09:51.165

This is really easy

189

00:09:51.265 --> 00:09:55.405

to do when you first see the CEA annual report

190

00:09:55.745 --> 00:09:57.005

portal page.

191

00:09:57.425 --> 00:09:59.765

It will say Sign up if you haven't already.

192

00:10:00.025 --> 00:10:02.085

You can click on the blue words sign up,

193

00:10:02.585 --> 00:10:05.445

and I personally don't think you'll actually need any

194

00:10:05.445 --> 00:10:07.365

written instructions for how to do that.

195

00:10:07.755 --> 00:10:11.725

Most of us in 2023 have signed up for various portals

196

00:10:11.785 --> 00:10:14.445

and created profiles on various webpages.

197

00:10:14.965 --> 00:10:17.005

I, it's not overly complex.

198

00:10:17.075 --> 00:10:19.605

However, I did create written instructions

199

00:10:19.625 --> 00:10:22.125

and they are on the CEA resources page.

200

00:10:22.385 --> 00:10:26.005

If you need an extra little bit of instruction for how

201

00:10:26.025 --> 00:10:29.365

to create a profile, when you create your profile,

202

00:10:29.685 --> 00:10:33.245

I will receive an automated notification that you have done

203

00:10:33.345 --> 00:10:38.125

so we'll connect manually your profile to your site record,

204

00:10:38.265 --> 00:10:41.365

and I'll email you a confirmation that that's been completed

205

00:10:41.465 --> 00:10:43.165

and then you'll be able to log back in

206

00:10:43.225 --> 00:10:46.045

and start with the contact information

207

00:10:46.185 --> 00:10:49.365

or add the sustaining fees so you'll confirm

208

00:10:49.465 --> 00:10:51.485

or correct that contact information.

209

00:10:51.505 --> 00:10:53.765

You'll review your printed instructions

210

00:10:53.865 --> 00:10:56.885

or look at the digital version of the written instructions.

211

00:10:57.395 --> 00:11:00.245

Then you'll gather the required information like your

212

00:11:00.245 --> 00:11:02.205

enrollment numbers, your financial information,

213

00:11:02.355 --> 00:11:04.885

your pass fail data, complete

214

00:11:05.005 --> 00:11:07.005

that sustaining fees section first.

215

00:11:07.235 --> 00:11:09.285

Then you'll complete the annual review

216

00:11:09.385 --> 00:11:11.005

and financial reporting sections,

217

00:11:11.465 --> 00:11:14.245

and you'll submit everything by February 15th.

218

00:11:14.385 --> 00:11:16.245

If you have any questions along the way,

219

00:11:16.345 --> 00:11:20.725

you can email annual report@ceaaccredit.org.

220

00:11:20.865 --> 00:11:22.285

I'm happy to answer those questions.

221

00:11:22.985 --> 00:11:25.045

If I'm not able to answer you right away,

222

00:11:25.145 --> 00:11:27.885

my colleagues are also monitoring that email box

223

00:11:28.305 --> 00:11:31.405

and they will respond if I am delayed.

224

00:11:31.465 --> 00:11:34.325

Couple extra questions have come in.

225

00:11:34.435 --> 00:11:37.245

What if my information changes like my phone?

226

00:11:37.665 --> 00:11:40.525

Number one, the contact information page.

227

00:11:40.665 --> 00:11:43.165

You'll notice that you can indicate if any

228

00:11:43.165 --> 00:11:44.565

of the information is incorrect.

229

00:11:44.955 --> 00:11:46.645

When you indicate that it's incorrect,

230

00:11:46.905 --> 00:11:49.085

you can simply write in the corrected information.

231

00:11:49.415 --> 00:11:51.565

We'll make those changes. On the administrative

232

00:11:51.755 --> 00:11:53.325

side of the portal.

233

00:11:53.515 --> 00:11:57.005

There's a question about exemptions from parts

234

00:11:57.225 --> 00:12:00.605

of the annual report, and I can talk about that at the end,

235

00:12:00.905 --> 00:12:05.165

but just to be clear, all accredited sites must complete an

236

00:12:05.165 --> 00:12:07.405

annual report every year.

237

00:12:07.715 --> 00:12:11.725

Some years you may not do all the parts or subsections,

238

00:12:12.145 --> 00:12:16.125

but you have to do an annual report every year regardless

239

00:12:16.305 --> 00:12:20.085

of other events related to your CEA accreditation.

240

00:12:20.305 --> 00:12:22.965

So creating that primary contact profile,

241

00:12:23.075 --> 00:12:26.685

there's the instructions on the CEA resources page.

242

00:12:26.905 --> 00:12:30.325

You go into the portal, click sign up.

243

00:12:30.745 --> 00:12:35.045

It takes about two minutes to to create a profile,

244

00:12:35.265 --> 00:12:36.405

so it looks like this.

245

00:12:36.665 --> 00:12:39.725

You see the red circle around, sign up, you click there,

246

00:12:39.995 --> 00:12:42.325

it's a short form, fill it in,

247

00:12:42.335 --> 00:12:44.445

write in the capture field, click sign up.

248

00:12:44.665 --> 00:12:46.885

The next thing I recommend that you do is

249

00:12:46.885 --> 00:12:50.205

to review the instructions from CEA.

250

00:12:50.295 --> 00:12:52.645

Those instructions are all downloadable

251

00:12:52.785 --> 00:12:54.925

or viewable digitally over the web.

252

00:12:55.455 --> 00:12:56.925

There are three PDFs

253

00:12:56.985 --> 00:13:01.165

and one Excel spreadsheet takes about 30 minutes

254

00:13:01.465 --> 00:13:03.765

to review those asks if it's possible

255

00:13:03.825 --> 00:13:06.965

to access our previous report submissions.

256

00:13:07.025 --> 00:13:08.525

That's where I'm having a little bit

257

00:13:08.525 --> 00:13:10.445

of a technical difficulty right now.

258

00:13:10.705 --> 00:13:14.125

My developer DA is a developer, is working on

259

00:13:14.705 --> 00:13:18.085

the 2021 and 2022 summaries.

260

00:13:18.465 --> 00:13:20.925

You can see the 2023 summary.

261

00:13:21.585 --> 00:13:24.045

If at the bottom of the dashboard you'll see the word

262

00:13:24.115 --> 00:13:26.525

summaries and then you'll see the years

263

00:13:26.555 --> 00:13:29.805

that you have submitted and 2022

264

00:13:29.805 --> 00:13:32.245

and 2021 are currently being maintained.

265

00:13:32.355 --> 00:13:33.885

Some of the software has changed,

266

00:13:33.945 --> 00:13:35.485

and so our coding had to change.

267

00:13:35.535 --> 00:13:36.645

We're still working on that.

268

00:13:37.145 --> 00:13:38.925

If you need those years,

269

00:13:38.925 --> 00:13:42.845

contact me either write annual report@cea-accredit.org

270

00:13:43.025 --> 00:13:45.605

and I can mail them to you through email

271

00:13:45.865 --> 00:13:50.685

or you can uh, write annual report@ceaaccredit.org

272

00:13:50.705 --> 00:13:54.285

and I'll get you a version of what your 2022

273

00:13:54.345 --> 00:13:56.645

and 2021 submissions were.

274

00:13:56.705 --> 00:13:59.485

If your 2023 is available on the website

275

00:13:59.485 --> 00:14:03.245

and all of those will be available for you very soon.

276

00:14:03.545 --> 00:14:07.005

To make the process go more smoothly, I recommend

277

00:14:07.005 --> 00:14:09.445

that you gather the required documentation.

278

00:14:09.735 --> 00:14:11.525

After you look at the instructions,

279

00:14:11.625 --> 00:14:13.885

the instructions tell you what documentation you need,

280

00:14:13.955 --> 00:14:18.525

then gather that documentation and then go into the portal.

281

00:14:18.945 --> 00:14:23.685

To fill in the cells, you'll need the 2023 enrollment data.

282

00:14:23.855 --> 00:14:27.445

Again, it's the calendar year, whatever terms that you ran.

283

00:14:27.625 --> 00:14:29.925

You'll need financial reporting documents.

284

00:14:29.935 --> 00:14:34.165

There are four files that you'll upload with responses

285

00:14:34.305 --> 00:14:36.045

to some of the prompts in the portal

286

00:14:36.625 --> 00:14:39.165

and then the annual review documents.

287

00:14:39.555 --> 00:14:42.885

This varies a little bit, depends on the complexity

288

00:14:43.025 --> 00:14:44.125

of your offerings,

289

00:14:44.465 --> 00:14:47.245

but you absolutely need the pass fail data

290

00:14:47.745 --> 00:14:50.845

and any regulatory compliance documents.

291

00:14:51.265 --> 00:14:54.805

You can stop and start the annual report

292

00:14:54.985 --> 00:14:56.005

as you're filling it in,

293

00:14:56.265 --> 00:15:00.645

but you can also knock it out all in one go if you've

294

00:15:00.805 --> 00:15:02.565

gathered the documents ahead of time.

295

00:15:02.655 --> 00:15:05.285

Completing the sustaining fees section, this is

296

00:15:05.285 --> 00:15:08.285

where you need those enrollment numbers,

297

00:15:08.745 --> 00:15:10.485

so you'll read the instructions

298

00:15:10.825 --> 00:15:13.925

and then you'll make sure you're sign signed into the site

299

00:15:13.925 --> 00:15:15.445

that you want to report on.

300

00:15:15.585 --> 00:15:19.045

You'll complete the information about who's filling this in.

301

00:15:19.265 --> 00:15:22.525

You'll fill in numbers for your full-time students first,

302

00:15:23.025 --> 00:15:26.925

so whatever you call you session, term

303

00:15:27.105 --> 00:15:29.765

or semester, you'll name that.

304

00:15:29.985 --> 00:15:33.765

You'll tell us how many weeks are in that term or session.

305

00:15:34.035 --> 00:15:35.805

Then you'll tell us the number of students.

306

00:15:36.465 --> 00:15:39.685

It will automatically calculate the number of student weeks.

307

00:15:39.985 --> 00:15:43.405

If you're curious why CEA uses student weeks for

308

00:15:43.705 --> 00:15:47.405

or sustaining fees rather than headcount, it's

309

00:15:47.405 --> 00:15:50.485

because of the variety of lengths of terms

310

00:15:51.305 --> 00:15:53.845

in English language programs around the world.

311

00:15:54.475 --> 00:15:57.845

Some are four weeks, some are six weeks, some are one week.

312

00:15:58.065 --> 00:16:01.325

So the, the variety of terms of the program

313

00:16:01.425 --> 00:16:04.525

or how they're described makes it better for us

314

00:16:04.545 --> 00:16:08.205

to use the idea of a student week rather than

315

00:16:08.885 --> 00:16:12.565

a session length or some prescribed amount.

316

00:16:13.185 --> 00:16:15.965

So this will automatically calculate for you,

317

00:16:16.425 --> 00:16:17.525

and so you do full-time.

318

00:16:17.845 --> 00:16:21.525

Students first students are considered full-time if they're

319

00:16:21.965 --> 00:16:25.245

enrolled full-time based on the definition

320

00:16:25.245 --> 00:16:26.885

that you have for full-time.

321

00:16:27.315 --> 00:16:31.325

Typically that is 18 or more instructional hours or 12

322

00:16:31.425 --> 00:16:34.925

or more credit hours for their enrollment period.

323

00:16:35.555 --> 00:16:38.085

Part-time is anything less than that, so

324

00:16:38.085 --> 00:16:40.405

after you complete the full-time,

325

00:16:40.825 --> 00:16:43.685

you will then fill in the part-time student weeks.

326

00:16:43.895 --> 00:16:46.445

Again, this calculates automatically for you.

327

00:16:46.905 --> 00:16:50.245

You can use as many rows as you need,

328

00:16:50.385 --> 00:16:54.445

and then you'll see a summary of what you have filled in.

329

00:16:54.535 --> 00:16:57.885

It'll tell you who filled it in based on what you input.

330

00:16:58.385 --> 00:17:00.525

It will tell you the numbers of student weeks

331

00:17:00.905 --> 00:17:02.045

and it'll have a total.

332

00:17:02.375 --> 00:17:04.765

It'll ask you to confirm and submit.

333

00:17:05.345 --> 00:17:08.565

It will also ask you how you wish to pay

334

00:17:08.665 --> 00:17:11.565

by credit card international wire, or by check.

335

00:17:11.905 --> 00:17:13.045

Please note that

336

00:17:13.265 --> 00:17:15.885

as a nonprofit does not absorb the credit card

337

00:17:15.935 --> 00:17:16.965

processing fee.

338

00:17:17.345 --> 00:17:19.005

We do pass that along to you.

339

00:17:19.235 --> 00:17:21.125

It's typically around 3%,

340

00:17:21.425 --> 00:17:24.005

and there's a checkbox that asks you to confirm

341

00:17:24.005 --> 00:17:28.445

that the numbers are accurate, including auxiliary locations

342

00:17:28.625 --> 00:17:33.005

and any distance education courses that are within the scope

343

00:17:33.145 --> 00:17:35.365

of your accreditation decision.

344

00:17:40.305 --> 00:17:43.775

Affiliated site IDs refers to multi-sites,

345

00:17:44.195 --> 00:17:47.455

so if you have more than one site in your group,

346

00:17:47.875 --> 00:17:52.285

you'll also be asked to put in the other site ID numbers

347

00:17:52.585 --> 00:17:54.445

and they will show up there.

348

00:17:54.585 --> 00:17:58.125

That's the little check box saying that you have accurately

349

00:17:58.685 --> 00:18:01.605

included all the students in the different auxiliary

350

00:18:01.925 --> 00:18:03.845

locations and Disin said if that's applicable.

351

00:18:03.985 --> 00:18:06.565

And then the payment method, when all of this is correct,

352

00:18:06.665 --> 00:18:08.045

you'll click submit.

353

00:18:08.505 --> 00:18:11.285

It locks that section of the portal,

354

00:18:11.545 --> 00:18:13.525

and so if you need to make changes, you have

355

00:18:13.525 --> 00:18:17.405

to contact me at annual report@ceacredit.org

356

00:18:17.465 --> 00:18:18.525

and I can unlock it.

357

00:18:18.865 --> 00:18:20.925

If for some reason you might have made an error

358

00:18:20.925 --> 00:18:22.205

or you need to make a change later.

359

00:18:26.265 --> 00:18:30.165

Oh, right, so that is the sustaining fees section.

360

00:18:30.735 --> 00:18:33.405

After you submit the sustaining fees section,

361

00:18:33.505 --> 00:18:35.445

an invoice will be generated

362

00:18:35.545 --> 00:18:38.045

and it'll be sent via email to the person

363

00:18:38.075 --> 00:18:40.045

that you indicated it should be sent to.

364

00:18:40.585 --> 00:18:43.045

The invoice will have payment instructions on it.

365

00:18:43.225 --> 00:18:45.525

One of the things that we're often asked about is

366

00:18:45.785 --> 00:18:49.085

how the due date and the payment can work out.

367

00:18:49.265 --> 00:18:51.085

The due date is February 15th, right?

368

00:18:51.785 --> 00:18:54.365

The invoice is generated when you

369

00:18:54.925 --> 00:18:56.245

complete the sustaining fee section.

370

00:18:56.425 --> 00:18:58.605

So if you complete the sustaining fee section,

371

00:18:59.105 --> 00:19:01.645

it still takes us a little bit to create the invoice,

372

00:19:01.945 --> 00:19:06.805

so you probably can't pay the invoice on February 15th if

373

00:19:06.825 --> 00:19:08.365

that's when you complete the section.

374

00:19:08.715 --> 00:19:10.005

There's nothing wrong with that.

375

00:19:10.365 --> 00:19:13.285

CEA will not levy any penalties for that.

376

00:19:13.705 --> 00:19:17.645

The invoice will tell you when the deadline to pay is,

377

00:19:17.905 --> 00:19:20.325

so please don't worry too much about that.

378

00:19:20.845 --> 00:19:23.285

CEA is not a debt collector

379

00:19:23.425 --> 00:19:24.685

and doesn't, you know,

380

00:19:24.685 --> 00:19:27.445

particularly worry about that part of it.

381

00:19:27.545 --> 00:19:31.325

We try to keep it simple in saying that the, the due date

382

00:19:31.325 --> 00:19:33.125

for the annual report is February 15th,

383

00:19:33.305 --> 00:19:36.485

and then it can get more complicated when folks are like,

384

00:19:36.485 --> 00:19:37.485

well, but I wanna pay.

385

00:19:37.685 --> 00:19:39.325

I wanna follow the instructions, then I wanna pay

386

00:19:39.325 --> 00:19:40.685

by February 15th too.

387

00:19:41.075 --> 00:19:44.005

Well, if you wanna pay by February 15th, you need

388

00:19:44.005 --> 00:19:46.685

to give us the numbers so we can create the invoice

389

00:19:47.065 --> 00:19:50.045

before February 15th, so then you can get the invoice.

390

00:19:50.185 --> 00:19:51.765

So you can pay by February 15th,

391

00:19:52.105 --> 00:19:55.365

but that's not what CEA is worried about.

392

00:19:55.545 --> 00:19:59.405

We want the information by February 15th, the invoice

393

00:19:59.465 --> 00:20:01.805

and payment can come a little bit later.

394

00:20:01.865 --> 00:20:05.765

Ashley asked a question in the chat for headcounts here.

395

00:20:06.355 --> 00:20:09.005

Okay, so this isn't headcount. Please don't.

396

00:20:09.005 --> 00:20:10.685

Don't mistake this. This isn't headcount.

397

00:20:11.035 --> 00:20:12.645

Student weeks is not headcount.

398

00:20:12.715 --> 00:20:17.165

Headcount is only for the faculty and distance education.

399

00:20:17.465 --> 00:20:20.445

Let me say that one more time. Headcount is only

400

00:20:21.065 --> 00:20:23.845

for the annual review subsection called

401

00:20:23.855 --> 00:20:25.645

Enrollment and faculty data.

402

00:20:25.755 --> 00:20:28.765

Student weeks is about all the students

403

00:20:29.645 --> 00:20:31.005

enrolled in each term.

404

00:20:31.665 --> 00:20:34.445

So let's say I have a student who is enrolled in

405

00:20:35.145 --> 00:20:36.205

spring and fall.

406

00:20:37.005 --> 00:20:40.085

I count them once for spring and I count them once for fall.

407

00:20:40.185 --> 00:20:41.245

That's not a headcount.

408

00:20:41.555 --> 00:20:42.565

Headcount is

409

00:20:42.785 --> 00:20:45.325

for the entire year counting each person only once.

410

00:20:45.575 --> 00:20:47.605

Great question. Thank you so much.

411

00:20:47.905 --> 00:20:51.325

We really struggled with determining a vocabulary word,

412

00:20:51.485 --> 00:20:54.885

a terminology choice for the difference

413

00:20:54.885 --> 00:20:56.845

between this idea about enrollment

414

00:20:56.845 --> 00:20:59.645

and this idea about counting each person only once a year.

415

00:21:01.005 --> 00:21:03.455

Hopefully we all kind of flow with that,

416

00:21:03.715 --> 00:21:07.775

but I'm happy to make any kind of clarification

417

00:21:07.995 --> 00:21:10.415

or differentiation as needed.

418

00:21:10.675 --> 00:21:13.255

One other point about sustaining fees related

419

00:21:13.275 --> 00:21:14.415

to multi-sites.

420

00:21:14.595 --> 00:21:18.375

If you are from an organization that has multiple sites

421

00:21:18.375 --> 00:21:21.855

that are accredited by C-E-A-C-E-A does require

422

00:21:21.885 --> 00:21:23.255

that each site,

423

00:21:23.255 --> 00:21:25.455

because accreditation is site by site,

424

00:21:25.605 --> 00:21:28.495

each site must file an annual report,

425

00:21:28.755 --> 00:21:32.895

so your enrollment numbers should be by site, by site,

426

00:21:33.035 --> 00:21:36.535

and that includes anything offered via distance education,

427

00:21:36.835 --> 00:21:38.855

any accredited foreign language programs,

428

00:21:38.855 --> 00:21:41.575

if they're included in your scope of accreditation, review,

429

00:21:41.825 --> 00:21:45.575

youth programs and teacher training certificate programs.

430

00:21:45.845 --> 00:21:48.215

Also, if you have auxiliary locations, you need

431

00:21:48.215 --> 00:21:51.695

to count the students who are enrolled there as well.

432

00:21:51.995 --> 00:21:53.855

All right, let's change gears

433

00:21:54.075 --> 00:21:56.695

and talk about the financial reporting section.

434

00:21:56.995 --> 00:22:00.695

In this section, you'll also indicate who completed it.

435

00:22:00.835 --> 00:22:02.455

You'll talk about, because often

436

00:22:02.455 --> 00:22:03.975

that's a different person than

437

00:22:04.035 --> 00:22:07.495

who might do the pass fail information, the annual review

438

00:22:07.495 --> 00:22:08.655

or contact information.

439

00:22:09.075 --> 00:22:11.655

So you'll in indicate who's completing this section,

440

00:22:11.995 --> 00:22:14.575

you'll upload these documents.

441

00:22:15.035 --> 00:22:17.175

We are calling them balance sheet profit

442

00:22:17.275 --> 00:22:20.895

and loss statement budget for the previous fiscal year

443

00:22:21.355 --> 00:22:23.855

and budget for the next fiscal year.

444

00:22:24.355 --> 00:22:27.295

So by previous fiscal year mean we mean the one

445

00:22:27.295 --> 00:22:31.455

that has already ended as of January one 20, so

446

00:22:31.695 --> 00:22:35.655

whenever your fiscal year ends, the one that has ended prior

447

00:22:36.155 --> 00:22:41.055

to January 1st, 2024 is the previous fiscal year.

448

00:22:41.595 --> 00:22:45.895

The next fiscal year is the one that hasn't ended yet.

449

00:22:46.055 --> 00:22:48.215

I know that's a little bit confusing for some.

450

00:22:48.385 --> 00:22:50.415

Sorry about that. Trying to make it clear.

451

00:22:50.635 --> 00:22:52.655

So you'll upload those documents

452

00:22:52.655 --> 00:22:56.055

and then you'll fill in a few cells related to

453

00:22:56.595 --> 00:23:00.815

actual numbers and if retained earnings is positive,

454

00:23:01.395 --> 00:23:04.575

no explanation is needed if you have a deficit

455

00:23:04.915 --> 00:23:07.295

or a negative net profit margin

456

00:23:07.515 --> 00:23:10.975

for the previous fiscal year, please explain those reasons.

457

00:23:11.145 --> 00:23:13.855

These instructions are included in the written instructions.

458

00:23:13.855 --> 00:23:17.215

You can download from the CEA resources page

459

00:23:17.435 --> 00:23:19.255

for the next fiscal year.

460

00:23:19.435 --> 00:23:22.375

Of course, this is projection, this is estimated it's not.

461

00:23:22.475 --> 00:23:24.735

The next year isn't completed yet, so

462

00:23:25.275 --> 00:23:28.455

if the projected profit margin is positive,

463

00:23:28.635 --> 00:23:29.855

no explanation is needed.

464

00:23:29.885 --> 00:23:32.375

However, if you project a deficit

465

00:23:33.155 --> 00:23:36.455

or negative profit margin for the next fiscal year,

466

00:23:36.755 --> 00:23:40.095

please explain the reason or reasons for that deficit

467

00:23:40.315 --> 00:23:42.295

and your plan for recovery.

468

00:23:42.405 --> 00:23:46.085

Finally, every section is gonna have this confirm

469

00:23:46.105 --> 00:23:49.605

and submit kind of summary of what you input, just

470

00:23:49.605 --> 00:23:51.645

to have you double check it one last time

471

00:23:51.785 --> 00:23:53.805

before you tell CEA.

472

00:23:54.065 --> 00:23:57.085

I'm done with this section, so you'll check your numbers,

473

00:23:57.465 --> 00:23:59.885

you'll check to make sure those documents have been uploaded

474

00:24:00.105 --> 00:24:01.565

and you'll click on submit.

475

00:24:02.075 --> 00:24:05.205

Once you click submit, it locks that section,

476

00:24:05.665 --> 00:24:08.405

so if you find you need to make changes later, you need

477

00:24:08.405 --> 00:24:10.885

to email us and we manually reset

478

00:24:11.265 --> 00:24:13.445

so you can correct the information.

479

00:24:13.545 --> 00:24:14.645

All right, we're moving on

480

00:24:14.645 --> 00:24:17.205

to talk about the annual review section,

481

00:24:17.765 --> 00:24:20.765

specifically about student progression data.

482

00:24:21.195 --> 00:24:24.405

This is probably the most difficult part

483

00:24:24.625 --> 00:24:25.765

of the annual report.

484

00:24:26.225 --> 00:24:29.205

The earlier parts I talked about are just reporting facts.

485

00:24:29.425 --> 00:24:30.565

What's your school name?

486

00:24:30.785 --> 00:24:32.845

What's your school ID number with CEA,

487

00:24:33.385 --> 00:24:34.965

who is filling out this form?

488

00:24:35.625 --> 00:24:39.405

Now we're moving into looking at data doing analysis,

489

00:24:39.945 --> 00:24:41.525

so I really recommend

490

00:24:41.525 --> 00:24:44.605

that you read the annual report portal instructions

491

00:24:44.965 --> 00:24:48.605

document, prepare your answers for this section ahead

492

00:24:48.605 --> 00:24:52.685

of time, and then just copy and paste them or type them in.

493

00:24:53.165 --> 00:24:56.485

Detailed instructions about this part are on page eight

494

00:24:56.625 --> 00:25:00.805

of the instructions document, PDF for this section.

495

00:25:01.075 --> 00:25:03.645

Just checking my notes to see if there's, yeah,

496

00:25:04.035 --> 00:25:05.085

it's worth mentioning

497

00:25:05.085 --> 00:25:07.205

that in this section there are multiple prompts,

498

00:25:07.645 --> 00:25:09.685

multiple questions, they're all related to

499

00:25:09.955 --> 00:25:11.165

that specific site.

500

00:25:11.195 --> 00:25:13.245

Your site that you are writing about.

501

00:25:13.435 --> 00:25:15.325

Some of the questions are very simple

502

00:25:16.025 --> 00:25:19.005

and just require description, how many weeks is a term.

503

00:25:19.235 --> 00:25:21.165

Some questions are more complex

504

00:25:21.265 --> 00:25:22.885

and require extra preparation.

505

00:25:23.025 --> 00:25:24.205

That's why I recommend

506

00:25:24.205 --> 00:25:26.365

that you prepare your answers in advance

507

00:25:26.585 --> 00:25:29.565

before you sign into the portal in attempt to finish

508

00:25:30.265 --> 00:25:31.685

the annual report.

509

00:25:35.525 --> 00:25:38.335

Okay, let's talk about those six subsections.

510

00:25:38.435 --> 00:25:41.735

Now, contact information, this is pretty easy.

511

00:25:42.035 --> 00:25:44.615

It should be accurate what you have done.

512

00:25:44.855 --> 00:25:47.775

CEA does have some lagging data input,

513

00:25:47.955 --> 00:25:50.695

so if you had some changes that happened in December,

514

00:25:51.285 --> 00:25:55.615

they may not be reflected in the annual report portal yet

515

00:25:55.725 --> 00:26:00.535

because changes in December have to be input by CEA staff

516

00:26:00.675 --> 00:26:02.735

and that process isn't completed yet.

517

00:26:02.735 --> 00:26:05.895

Hopefully it will be completed by me very soon.

518

00:26:06.005 --> 00:26:08.975

Then there's the eligibility section In this section.

519

00:26:09.155 --> 00:26:11.615

We ask you to tell who is completing it.

520

00:26:12.075 --> 00:26:16.455

We need to know the, we need you to affirm the eligibility

521

00:26:16.795 --> 00:26:18.735

of your site that it continues.

522

00:26:19.155 --> 00:26:20.735

You see these check boxes,

523

00:26:20.955 --> 00:26:24.015

and if that is true, then you click on the checkbox

524

00:26:24.195 --> 00:26:25.775

and click submit.

525

00:26:25.955 --> 00:26:29.575

The next section is enrollment and faculty data.

526

00:26:29.685 --> 00:26:32.135

There's definitions of the terminology

527

00:26:32.165 --> 00:26:35.015

that CEA uses in the written instructions,

528

00:26:35.475 --> 00:26:38.975

and I've put the definition of headcount in red here just

529

00:26:38.975 --> 00:26:40.255

because this is a new thing,

530

00:26:40.635 --> 00:26:43.335

and this is only for this subsection

531

00:26:43.625 --> 00:26:47.365

of the annual review component of the annual report.

532

00:26:47.595 --> 00:26:50.365

Once you get to this section, you'll see

533

00:26:50.365 --> 00:26:53.765

that there's essentially a chart and it says Student weeks.

534

00:26:53.875 --> 00:26:56.045

That number is automatically populated.

535

00:26:56.115 --> 00:26:58.325

There's distance education headcount.

536

00:26:58.465 --> 00:27:01.365

You see the squares or rectangles around that area.

537

00:27:01.665 --> 00:27:03.605

You input both numbers there.

538

00:27:03.605 --> 00:27:06.965

Full-time faculty, you input both numbers there,

539

00:27:07.075 --> 00:27:10.805

part-time faculty, you input both numbers there.

540

00:27:11.105 --> 00:27:12.365

In the difference column,

541

00:27:12.945 --> 00:27:15.725

it will automatically calculate the difference

542

00:27:15.725 --> 00:27:16.965

between the two years.

543

00:27:17.185 --> 00:27:19.725

You'll notice on my slide here that the headers

544

00:27:19.825 --> 00:27:23.605

or the column headers, say 2021 and 2022.

545

00:27:23.845 --> 00:27:27.165

I should have updated that to be 2023 and 2022,

546

00:27:27.625 --> 00:27:29.525

but it's a year to year comparison

547

00:27:30.025 --> 00:27:31.885

of those numbers in the portal.

548

00:27:32.065 --> 00:27:36.645

It is correct. When the difference column shows greater

549

00:27:36.825 --> 00:27:41.085

or less than 20% difference in student weeks

550

00:27:41.345 --> 00:27:45.485

or faculty, then you will see some follow up questions

551

00:27:45.665 --> 00:27:48.485

asking you to explain what the increase

552

00:27:48.505 --> 00:27:50.125

or decrease is due to.

553

00:27:50.475 --> 00:27:53.445

This is part of the analysis that we're asking you

554

00:27:53.465 --> 00:27:56.165

to prepare for the annual report.

555

00:27:56.355 --> 00:27:59.725

Then there's the student achievement data section.

556

00:28:00.115 --> 00:28:01.525

Here, you'll do two things.

557

00:28:02.065 --> 00:28:05.805

You'll first describe your primary English language program

558

00:28:05.985 --> 00:28:08.325

or IEPs, length and structure,

559

00:28:08.625 --> 00:28:10.885

and then you'll provide student progression

560

00:28:11.105 --> 00:28:14.205

or pass fail data and analysis.

561

00:28:14.865 --> 00:28:18.325

The analysis is the thing that seems to take the longest,

562

00:28:18.615 --> 00:28:20.245

which totally makes sense.

563

00:28:20.455 --> 00:28:22.765

Sites report that in this subsection,

564

00:28:23.465 --> 00:28:25.165

the annual review section related

565

00:28:25.185 --> 00:28:26.525

to student progression data.

566

00:28:26.995 --> 00:28:28.525

It's the most time consuming.

567

00:28:28.555 --> 00:28:31.765

Preparing in advance will make everything flow more smoothly

568

00:28:32.435 --> 00:28:34.525

when you're filling out the portal.

569

00:28:34.785 --> 00:28:37.285

So section 4.1, as I said, this is

570

00:28:37.285 --> 00:28:38.645

where you're gonna talk about the length

571

00:28:38.705 --> 00:28:41.565

and structure, the number of levels, the number of weeks,

572

00:28:41.905 --> 00:28:46.085

and it'll automatically calculate the weeks times level.

573

00:28:46.295 --> 00:28:48.325

There are some sites that

574

00:28:48.895 --> 00:28:51.645

every term is not the same length.

575

00:28:51.915 --> 00:28:54.205

There's a follow-up question about that.

576

00:28:54.785 --> 00:28:59.405

If you find that at your site, summer, for example,

577

00:28:59.505 --> 00:29:03.965

is shorter or you have an interim or an inter semester

578

00:29:04.185 --> 00:29:08.045

or some other term that is different than the main terms,

579

00:29:08.155 --> 00:29:09.525

there's a question for that.

580

00:29:09.785 --> 00:29:11.245

You'll just respond to it.

581

00:29:11.275 --> 00:29:13.845

Student achievement data, it asking you,

582

00:29:13.995 --> 00:29:17.445

here is the question about if your turn lengths vary.

583

00:29:17.635 --> 00:29:20.085

Here is the question where it's asking you

584

00:29:20.545 --> 00:29:24.885

to help us understand your pass fail data.

585

00:29:25.145 --> 00:29:28.805

We wanna know how passing or failing is determined.

586

00:29:29.065 --> 00:29:30.645

We give you some examples.

587

00:29:30.795 --> 00:29:33.325

Here is the question where we ask you

588

00:29:33.465 --> 00:29:36.805

to confirm whether you have a reporting requirement,

589

00:29:36.805 --> 00:29:40.285

but here is where we ask you about your target pass fail

590

00:29:40.285 --> 00:29:43.445

rate, and it's based on the analysis, right?

591

00:29:43.545 --> 00:29:45.125

If, if you're doing an analysis

592

00:29:45.125 --> 00:29:47.365

and you're looking for unanticipated trends,

593

00:29:47.665 --> 00:29:49.605

how do you know what's unanticipated?

594

00:29:50.065 --> 00:29:51.965

In order to have that, you need a benchmark.

595

00:29:52.155 --> 00:29:54.165

This is asking you, what's your benchmark?

596

00:29:54.315 --> 00:29:57.845

What do you look at if it might be unanticipated,

597

00:29:58.065 --> 00:29:59.685

and then what's a norm?

598

00:29:59.905 --> 00:30:01.205

What's acceptable?

599

00:30:01.395 --> 00:30:04.965

This question asks you for a year to year comparison,

600

00:30:05.385 --> 00:30:07.085

are the pass rates about the same?

601

00:30:07.585 --> 00:30:08.845

Are they different?

602

00:30:09.065 --> 00:30:10.725

And it gives you some notes

603

00:30:10.945 --> 00:30:13.485

and comments for you to fill this out completely.

604

00:30:14.305 --> 00:30:18.145

And then we also ask you for a within the year comparison,

605

00:30:18.845 --> 00:30:22.065

so we're leading you with explicit questions

606

00:30:22.485 --> 00:30:23.865

to guide your analysis.

607

00:30:24.085 --> 00:30:26.545

And finally, we ask you to upload,

608

00:30:26.685 --> 00:30:29.105

and this is a requirement, we need you

609

00:30:29.105 --> 00:30:31.705

to upload your pass fail data

610

00:30:31.965 --> 00:30:35.465

or other numerical evidence of student achievement rates.

611

00:30:35.525 --> 00:30:39.745

Ashley asks a question about whether CEA

612

00:30:40.365 --> 00:30:43.665

differentiates based on the programs that you offer.

613

00:30:43.675 --> 00:30:45.705

Let's say you offer several different programs,

614

00:30:45.725 --> 00:30:48.985

and she specifically said, what if we have an IEP

615

00:30:49.245 --> 00:30:51.785

and a teacher training certificate program?

616

00:30:52.485 --> 00:30:55.065

Do we do two things or do we do one thing?

617

00:30:55.205 --> 00:30:58.745

In the sustaining fee section, you will report on enrollment

618

00:30:58.805 --> 00:31:01.705

for all accredited offerings.

619

00:31:01.845 --> 00:31:03.985

So anything that's been included in your scope

620

00:31:03.985 --> 00:31:06.705

of accreditation, any programs that have been reviewed

621

00:31:06.725 --> 00:31:09.505

by CEA, you report on their enrollment.

622

00:31:09.525 --> 00:31:11.705

For all of those for the past fail.

623

00:31:12.165 --> 00:31:15.585

For the student achievement section, we require

624

00:31:15.735 --> 00:31:18.265

that you report on the IEP

625

00:31:18.325 --> 00:31:20.785

or the main ELP that you have.

626

00:31:21.085 --> 00:31:25.105

We encourage you to also report on other

627

00:31:25.905 --> 00:31:27.985

offerings that you have, but it isn't required.

628

00:31:28.445 --> 00:31:32.185

So let's say we are all working at a school hypothetically,

629

00:31:32.365 --> 00:31:35.385

and our school has two programs,

630

00:31:35.525 --> 00:31:37.305

the IEP and the teacher training.

631

00:31:37.525 --> 00:31:40.865

The requirement is to report on the IEP progression

632

00:31:41.205 --> 00:31:43.145

or student achievement or pass fail.

633

00:31:43.405 --> 00:31:46.025

We could report on both. Does that make sense? Great.

634

00:31:46.135 --> 00:31:49.665

Priscilla asks for an example of pass fail

635

00:31:49.685 --> 00:31:50.785

or progression data.

636

00:31:51.155 --> 00:31:54.505

There is an example in the written instructions,

637

00:31:55.125 --> 00:31:57.465

and you'll see it in that document

638

00:31:57.645 --> 00:31:59.425

for the annual review section.

639

00:31:59.895 --> 00:32:01.305

There's the final page

640

00:32:01.305 --> 00:32:03.625

of those written instructions has an example

641

00:32:03.725 --> 00:32:04.905

of pass fail data

642

00:32:05.165 --> 00:32:09.545

and it also further elaborates on the analysis of

643

00:32:09.735 --> 00:32:13.585

that sample of pass fail data regulatory compliance,

644

00:32:13.885 --> 00:32:15.145

the CEA policies

645

00:32:15.145 --> 00:32:18.945

and procedures section 8.2 point G requires sites

646

00:32:19.085 --> 00:32:22.625

to report any change in state licensure

647

00:32:23.005 --> 00:32:24.265

or exemption status.

648

00:32:24.565 --> 00:32:28.945

So if your state changes the way that it requires licensure,

649

00:32:29.325 --> 00:32:30.465

you have to tell CEA.

650

00:32:31.045 --> 00:32:34.825

If your particular school gets a license

651

00:32:35.125 --> 00:32:38.865

or gets an exemption, you have to report that to CEA.

652

00:32:39.015 --> 00:32:42.685

Other regulatory compliance documentation could include

653

00:32:42.995 --> 00:32:45.245

letters from a state body

654

00:32:45.515 --> 00:32:48.885

that licenses your site if there is some kind of change.

655

00:32:49.225 --> 00:32:52.045

If you get a letter from federal body

656

00:32:52.235 --> 00:32:56.645

that impacts your licensure certification, compliance

657

00:32:57.075 --> 00:33:00.645

with that body, that could be a regulatory document in the

658

00:33:00.645 --> 00:33:04.605

annual review instructions, it details the questions

659

00:33:05.185 --> 00:33:09.445

and any documents that you might need attestation.

660

00:33:09.945 --> 00:33:13.845

So the attestation section is incredibly simple.

661

00:33:14.465 --> 00:33:19.125

It is essentially a digital signature that isn't one

662

00:33:19.125 --> 00:33:21.645

of the fancy verified signatures.

663

00:33:21.715 --> 00:33:23.005

It's your initials

664

00:33:23.065 --> 00:33:25.685

and your full name of the person who's filling out

665

00:33:25.905 --> 00:33:27.085

the annual review.

666

00:33:27.315 --> 00:33:29.765

That is the end of my presentation.

667

00:33:29.855 --> 00:33:32.165

These are some questions that I've received in the past.

668

00:33:32.715 --> 00:33:35.485

Will the portal save my responses? Yes, yes, it will.

669

00:33:35.945 --> 00:33:37.045

And you can stop and start.

670

00:33:37.225 --> 00:33:41.165

So you can answer a few questions, click, save, exit,

671

00:33:41.425 --> 00:33:42.445

and then return later.

672

00:33:42.705 --> 00:33:46.325

You can look at the responses submitted in 2023

673

00:33:46.905 --> 00:33:49.125

and hopefully soon my developer will figure out

674

00:33:49.435 --> 00:33:52.365

what the coding issue is with the older ones

675

00:33:52.505 --> 00:33:55.845

and you'll be able to see those as well through the portal.

676

00:33:56.265 --> 00:33:59.325

Can I print my annual report from the portal? Yes.

677

00:33:59.545 --> 00:34:01.005

You can print it as a PDF.

678

00:34:01.025 --> 00:34:02.965

If you have a printer attached, you can print it

679

00:34:02.965 --> 00:34:04.765

to your printer and have it on a hard copy.

680

00:34:05.265 --> 00:34:08.245

You can save it as a PDF. It is there for you.

681

00:34:08.385 --> 00:34:10.125

We have no plans to

682

00:34:10.875 --> 00:34:14.485

discontinue the portal in in the next two to three years.

683

00:34:15.025 --> 00:34:17.085

So those will be available to you there.

684

00:34:17.145 --> 00:34:19.485

But they'll also be available for you

685

00:34:19.485 --> 00:34:21.165

to save in your own records.

686

00:34:21.355 --> 00:34:24.765

Sometimes I get asked if I can in this session navigate

687

00:34:24.765 --> 00:34:27.645

to the portal itself and I definitely can do that.

688

00:34:27.825 --> 00:34:29.845

So let me change my share.

689

00:34:30.115 --> 00:34:32.685

Alright, so this is what the portal looks like.

690

00:34:33.075 --> 00:34:34.725

It's again, very sparse.

691

00:34:34.945 --> 00:34:38.205

If you've created a profile, it should still be there.

692

00:34:38.425 --> 00:34:40.525

It should still work the way it worked in the past.

693

00:34:40.785 --> 00:34:42.485

If you need to reset your password,

694

00:34:42.485 --> 00:34:44.445

there's a self-service module you could click

695

00:34:44.445 --> 00:34:45.645

on, forgot password.

696

00:34:45.925 --> 00:34:49.365

I don't recommend trying to remember your password if,

697

00:34:49.545 --> 00:34:51.005

if you don't know it,

698

00:34:51.425 --> 00:34:53.525

and if you don't have it documented somewhere,

699

00:34:53.555 --> 00:34:55.045

just click forget password.

700

00:34:55.045 --> 00:34:57.085

There's nothing wrong with doing that.

701

00:34:57.265 --> 00:35:01.685

It isn't bad practice. Be easy on yourself. Just reset it.

702

00:35:01.745 --> 00:35:03.805

So when I sign in, mine looks a little bit different from

703

00:35:03.805 --> 00:35:06.365

yours because I can see all the sites.

704

00:35:06.665 --> 00:35:09.525

You can only see the sites that you have access to.

705

00:35:09.785 --> 00:35:12.565

So let me scroll down to one

706

00:35:12.565 --> 00:35:14.765

of the sample sites, the sample records.

707

00:35:15.185 --> 00:35:18.325

So this is clearly not a real school university,

708

00:35:18.325 --> 00:35:20.845

the no North Pole test, IEP.

709

00:35:21.025 --> 00:35:23.685

And you can see that I do some testing every year.

710

00:35:23.865 --> 00:35:26.525

And so these are already completed.

711

00:35:27.105 --> 00:35:30.045

If I wanna see what I've done in these sections,

712

00:35:30.685 --> 00:35:33.165

I can click on the language in blue,

713

00:35:33.165 --> 00:35:35.565

the words in blue, and I can open those.

714

00:35:35.765 --> 00:35:39.405

I can also look at the report summary for 2024 and 2023.

715

00:35:39.405 --> 00:35:41.165

Unfortunately 2022

716

00:35:41.165 --> 00:35:44.405

and 2021, those are those areas that are,

717

00:35:44.895 --> 00:35:46.805

we're currently maintaining those,

718

00:35:47.065 --> 00:35:49.645

but I can click on 2023 for this school.

719

00:35:49.885 --> 00:35:51.045

I can click on 2024

720

00:35:51.105 --> 00:35:54.685

and see what was entered based on the calendar year data

721

00:35:54.745 --> 00:35:55.765

for 2023.

722

00:35:56.025 --> 00:35:57.045

You can look at all of that.

723

00:35:57.365 --> 00:35:58.485

I can click around

724

00:35:58.545 --> 00:36:00.205

and go into the different sections

725

00:36:00.275 --> 00:36:03.765

with this menu at the top, or I can click on the CEA logo

726

00:36:04.345 --> 00:36:07.205

and I can see the dashboard, can look at all of these.

727

00:36:07.345 --> 00:36:11.165

Notice that I can't change this, I can't do anything else

728

00:36:11.165 --> 00:36:14.725

with it because it's locked, because I clicked submit.

729

00:36:14.865 --> 00:36:18.525

If I need to unlock this, I need to email CEA

730

00:36:19.065 --> 00:36:20.685

and ask it to be unlocked.

731

00:36:20.825 --> 00:36:24.085

And this is all just junk data for me

732

00:36:24.185 --> 00:36:27.645

to test when it's incomplete, it looks like this.

733

00:36:27.915 --> 00:36:29.885

When you first sign in, it tells you,

734

00:36:29.945 --> 00:36:32.445

please complete the sustaining fees section first.

735

00:36:32.735 --> 00:36:35.845

Prior to accessing the annual review section,

736

00:36:36.585 --> 00:36:38.525

it says status incomplete.

737

00:36:39.085 --> 00:36:40.925

'cause I haven't done it yet when it's complete.

738

00:36:41.145 --> 00:36:43.325

We saw that with the other example.

739

00:36:43.795 --> 00:36:45.605

It's green and it says complete.

740

00:36:45.715 --> 00:36:46.965

Okay, this is Jennifer. Hi, this is

741

00:36:47.085 --> 00:36:48.085

Jennifer. Hi Jennifer. Oh,

742

00:36:48.085 --> 00:36:48.285

743

00:36:48.305 --> 00:36:49.305

How are you?

744

00:36:49.545 --> 00:36:53.325

I'm, you have the email address that if we need to have a,

745

00:36:53.355 --> 00:36:56.205

have the site unlocked if something needs to be corrected.

746

00:36:56.285 --> 00:36:58.285

I know I had a problem, I did that last year,

747

00:36:58.305 --> 00:37:01.125

so I just wanna make sure I have that information somewhere.

748

00:37:01.725 --> 00:37:03.405

Absolutely. So you can write

749

00:37:03.425 --> 00:37:07.925

to annual report@cea-accredit.org.

750

00:37:08.305 --> 00:37:11.805

You can also write to me if you like, we we have

751

00:37:11.805 --> 00:37:15.645

that shared box because there are times where one

752

00:37:15.665 --> 00:37:17.365

or the other staffer is not in the office,

753

00:37:17.585 --> 00:37:21.485

so other staff will monitor the annual report inbox,

754

00:37:21.705 --> 00:37:24.045

but feel free write to that box.

755

00:37:24.685 --> 00:37:27.045

Question came in, what happens if we change the length

756

00:37:27.145 --> 00:37:30.005

of a program from something to something else?

757

00:37:30.315 --> 00:37:31.405

This is a great question

758

00:37:31.405 --> 00:37:33.045

because it leads to something

759

00:37:33.045 --> 00:37:35.685

that is worth repeating over and over again.

760

00:37:36.005 --> 00:37:38.685

CEA has a list of things that trigger

761

00:37:39.195 --> 00:37:41.045

substantive change reporting.

762

00:37:41.155 --> 00:37:44.445

That list is available on the CEA resources webpage.

763

00:37:44.785 --> 00:37:47.445

You'll see that there are tab headings

764

00:37:47.445 --> 00:37:49.285

and one of 'em is substantive changes.

765

00:37:49.465 --> 00:37:51.885

You can click on that. You can see the list of things

766

00:37:51.885 --> 00:37:53.885

that triggers a substantive change.

767

00:37:54.225 --> 00:37:57.605

If you are not sure if the change you're describing

768

00:37:58.145 --> 00:37:59.725

is a substantive change

769

00:37:59.745 --> 00:38:03.365

or would trigger substantive change reporting, you need

770

00:38:03.365 --> 00:38:07.445

to contact Masha eva, her email is on

771

00:38:07.445 --> 00:38:09.805

that page on the CEA resources website,

772

00:38:09.985 --> 00:38:12.525

and you can contact her, describe that change.

773

00:38:12.625 --> 00:38:15.525

She'll respond if there is any substantive change.

774

00:38:15.755 --> 00:38:17.565

There's, there's kind of two types

775

00:38:17.625 --> 00:38:20.085

of substantive change reporting that's required.

776

00:38:20.085 --> 00:38:23.485

One is notification. Typically that's handled through email.

777

00:38:24.185 --> 00:38:27.045

You notify CEA that something's gonna happen in CEA.

778

00:38:27.445 --> 00:38:30.885

Masha in particular says no further reporting is required.

779

00:38:31.465 --> 00:38:33.045

And then there are more serious

780

00:38:33.185 --> 00:38:35.045

or deeper substantive changes

781

00:38:35.355 --> 00:38:37.325

that require additional reporting.

782

00:38:37.625 --> 00:38:39.485

And you talk 'em through with Masha

783

00:38:39.785 --> 00:38:41.685

and she says, here's what's required.

784

00:38:41.705 --> 00:38:45.045

Here's a template for the response that we need from you.

785

00:38:45.265 --> 00:38:47.885

So please do contact Masha, Eva

786

00:38:48.025 --> 00:38:50.525

and eva@cea-credit.org.

787

00:38:50.705 --> 00:38:54.685

Her email address is on the CEA webpage under contact us,

788

00:38:54.905 --> 00:38:56.445

but you can also contact me

789

00:38:56.445 --> 00:38:57.805

and I'll forward the message to her.
