Annual Report Instructions
Su rgical TEChnOIOgy (for programs that previously filed an Annual Report)

It is suggested that each program have all data ready to input prior to logging into the E-Report. As always, if you have any
questions please do not hesitate to contact the ARC/STSA office at (303) 694-9262 or by e-mail at info@arcstsa.org.

IN ORDER T0 USE THE EREPORT YOU MUST:

% Use Internet Explorer (version 7, 8, or 9) on a PC. The Macintosh system and other web browsers (Firefox, Chrome, Sa-
fari, etc.) do not function properly with the E-Report and you will be unable to complete and submit the E-Report. To ob-
tain a copy of Internet Explorer, you may download it free from: http://www.microsoft.com/windows/internet-explorer/
download-ie.aspx. We recommend that you do not use a public WiFi connection when accessing and completing your
Annual Report.

Disable all pop-up blockers. The best way to do this is to open Internet Explorer and go to the Tools menu. Scroll down
to Internet Options. In the Internet Options dialog box, select the Privacy tab. In the section under Pop-up Blocker,
click on the Settings button. In the Pop-up Blocker Settings dialog box type in the following address: www.arcstsa.org
and then click on the Add button. Click on the Close button in the Pop-up Blocker Settings dialog box, then click on the
OK button to close this window. If after doing this, you experience problems accessing pop-up windows; you may need to
contact your IT department to see if other software may be blocking pop-ups.

7
*

«+ Ensure that “Automatic File Download” options are set on your Internet Explorer browser.

Open the IE Internet browser

Select “Tools”

Select “Internet Options”

Select the “Security” tab

Select “Custom level...” button

Scroll to “downloads” and ensure that the “enable” radio button is selected for “Automatic prompting for file down-
loads”, “File download”, and “Font download”

Select “OK”

8. Select “OK” on the “Internet Options” page

SR A

~

IMPORTANT ITEMS FOR YOU TO KNOW:

% The E-Report does not have spell check capability. You can choose to develop your response in a word processing docu-
ment and “cut and paste” the text into the applicable E-Report text field.

Documents can be attached in multiple applicable areas of the E-Report. If a specific document is required to be uploaded
within the report, you will not be able to save the applicable page until the document is uploaded.

The E-Report will time out after approximately 30 minutes of non-activity.

Information Boxes—These are added within the instructions to provide helpful hints during E-Report completion:

®

%

e

A

e

%

You will see a box like this when there
is important information to be shared.

=
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+«  You will find a combination of the following buttons, links, and features on pages.

[ Cancel ”Sa'-.re ” Save and Mext

Cancel—Deletes data entered on the current page since the page was last saved

Save—Saves new data entered on the current page

Save and Next—Saves new data entered on the current page and progresses to the next applicable page in the E-Report
Back—returns to the previous page in the E-Report

“Spinning daisy”—This icon may appear on the top of the page during the page-saving process. The icon will disappear
when the save message appears, indicating the data has been saved.

Save message—a green message that appears just above the “Cancel”, “Save” and “Save and Next” buttons and confirms
that the data entered on that page has been saved. The save message will automatically disappear when the cursor is
moved on the page or after 15 seconds. Successfully saved!

Alert messages—a red message that appears next to or below a data field when data in a required data field is absent, incom-
plete or is the wrong type of data (i.e.. a number in an alpha field). # Please enter a phone number ——

Scroll Bars—Will appear in any text field where the text exceeds the pre-set diameter of the text field. The scroll bar will
permit you to see all text entered into the text field. Each text field can accommodate the entry of 5000 characters
(numbers, letters, spaces, unique characters).

Yes/No Radio Buttons—a filled-in radio button indicates the program’s selected response. The selection of certain radio

button responses will result in appearance of additional questions and text fields specific to the original question or
the disappearance of questions or text fields that no longer require a response.

m

Distance Education Distance Education
Offers Core 5T courses via Distance Education: (0) Yes @ No q Offers Core 5T courses via Distance Education: @ Yes (0 No
Distance Education Vehicle: Web -

Edit—This link will open a data subpage to permit access to and revision of data has previously been loaded (whether pre-
loaded or newly loaded). Use this link to access the subpage to complete the data requested or edit existing data. [See the
gold arrow in the example below.]

Add New . .. —This link will open a new data subpage that does not include any preloaded data. Use this link to create a new
data set. [See the green arrow in the example below.]

Red “X”"—Use this link to delete the applicable data subpage and entry on the blue summary table. [See the red arrow in the
example below.] Once deleted, the data cannot be restored—it must be re-entered using the “Add New . . .” link.

Primary
Campus

Primary
Campus Site/Contract Status

£ Slots Filled

Available

WYT Fort

Existing Site Without x
Matwork Williarm ’

Ak leff Moore 5 2 R

If the program notes that pre-loaded outcomes data is not accurate,
please indicate the accurate data in the applicable analysis field and use

the accurate program data to determine whether the program meets the
ARC/STSA specified threshold(s).
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To BEGIN THE E-REPORT

% Access the ARC/STSA website at www.arcstsa.org using Internet Explorer (IE 7, 8, or 9).

« Click on “Educators”. b
< Click on “Reports’”. % Click on “E-Report Login”.
EDUCATORS EDUCATORS

SURGICAL TECHNOLOGY = SURGIC)

SURGICAL TECHNOLOGY | SURGICAL ASSISTING
ARC/STSA DOCUMENTS

FORMS AND FACTS
REPORTS !I-.
ACCREDITED RAM LIST E-Repol ogin
WORKSHOPS

E-ReporiTnstructions

Surgical Technology Annual Report Worksheet

Surgical Technology — Reports

D3

» Enter your User Name and Password (provided in the letter sent to the program) to log in.
Log In
Uprmd Program passwords for the
2012 Annual Report have been
Log In = selected by the ARC/STSA.
They cannot be changed until
after all programs have
submitted the 2012 Annual Report.

[] rermember me next time.

5

» This is the Menu located in the upper left-hand corner of the screen that will help you navigate through the report.
You can use the menu to navigate to any page in the E-Report without having to access them in sequence.

>

D3

» The following pages will show you screen shots of the remaining pages you will navigate through during completion and
submission of the E-Report. Note: These pages are shown in sequential order.
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Create New Current Program Information

N A Primary Program Phone
Extension and an Alternative
Program Phone Extension

are not required. If you do not have an
Alternative Program Phone, enter 10
zeros in this data field.

Campus Information

AAD
Cffers ARCIETSA sipprowved Accelersted Altarnats D wary {AADh Drograme ' Yes W Mo
Distance Education

Offers Core ST cowrses via Distance Educstion: ) ves @ Mo

If “Yes” is selected, additional
Satellite Campuses required information field(s) will
-=s  appear for each question.

Has ARCISTSA approved Sateliite Campusiesk 20 ves & No

Consortium Information

Has ARCISTSA approved Consortivme (7 ves (@ Mo

[ Cancel ] [S-a.'.'e] [ Save and Mext ]
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Enrollment Information

If the “Maximum Enrollment

Enrollment - .

Capacity” pre-loaded in the
Max Number Of Students Per Cohort: = E-Repor’[ |S inCOI‘I‘eC'[, please
Max Number Of Cohorts Per Year: contact the ARC/STSA

Maximum Enrollment Capacity:

Current New Students Enrolled: (8{1/2011 to 7/31/2012)

Has CAAHEP Approved Inactive Status? ) Yes @ No

Current Students Enrolled From Previous Academic Year:

Y If the number of “Current New Students Enrolled” and/or the number of
' “Current Students Enrolled From Previous Academic Year” exceeds the
«a=» “Maximum Enrollment Capacity,” the program must submit the “ARC/STSA

2012 AR Maximum Enroliment Capacity Addendum Report”. A copy of this
form is included on the 2012 Annual Report disc.

« Indicate the program’s length(s) and degree(s) awarded. A second “Degree Awarded” field will appear when the “Program
Length 2" data is entered.

Program Length and Degree Awarded

Program Length 1 {in months): 0 Degree Awarded 1: Certificate -
Program Length 2 (in months): 0
l Cancel ”Save ” Save and Next

If you have 2 program lengths that
both result in the award of a certifi-
cate or a diploma, select “Degree -
Other” for Program Length 2.

Program Length and Degree Awarded

Program Length 4 {in months): 9 Degree Awarded 1: Certificate -

Program Length z {in months): 14 Degree Awarded 2: Degree - Other -

[ Cancel I[Save ][ Save and Mext
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Administrative Program Information

List 2l aczdemic breaks and time off for the com Mg SCISMIC yhaar:

Start e (optionsl; =

. 4 November, 2011 3

Su Mo Tu We Th Fr Sa

1 2 3 4 5

6 7 8 9 10 11 12

13 14 15 16 17 18 19

20 21 22 23 24 25 26
27 28 29 30

o . Today: November 30, 2011
% To upload a single date:

Choose a start date using the calendar icon, then select the “Add Date(s)”
button to list only that date (i.e. 07/04/2012).

<+ To upload multiple, consecutive dates:

Choose a start date and an end date using the applicable calendar icon, then
select the “Add Date(s)” button for a consecutive date (i.e. 05/01/2011-04/30/12).

% Some of the calendar items are restricted (gray) and not accessible.

2011 >

«+ Dates may be added in any order. The E-Report will list them sequentially when
dates are selected using the calendar(s).

05/01/2011,
12/01/2011-04/30/2012
¢+ Clicking on the “month” or “year” in the calendar will bring up other options that permit you to more quickly navigate to the
desired month and year.

P November, 2011 » 4 2010-2019 2011 4
Su Mo e Th Fr Sa

1 2 3 4 5 2011 | 2012

6 7 8 9 10 11 12 @
13 14 15 16 17 18 19
May Jun Jul Aug
20 21 22 23 24 25 26

27 28 29 30

Sep Oct Nov Dec

Today: November 30, 2011 Today: November 30, 2011 Today: November 30, 2011

¢+ Please use the calendars in the E-Report to select dates. This will ensure that the information is formatted correctly to per-
mit the report to be saved and submitted.

« This is the fee section of the Administrative Program Information page:

Do not enter any
punctuation ($, ., etc.)

Totzl Annual Program Tuition And Fess {in Statek 4

Total Annual Program Teition And Fees (Out Of Statex §

or “cents” in these
Tuition boxes. Enter
only whole numbers.

Has or will the tuition changed duning the owrment year?
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Assessment and Admissions Information

Has the program changed the freguen . of student evaluation?

Has the program changed the method(s) andfor tool(s) usad Tor student evaluation”

Has the program changed the method(s) used 1o share evaluations with students?

If “Yes” is selected, additional
required information field(s)

Has the program changed its admissions policy or process?

«=m Wil appear for each question.

Do not enter any
punctuation ($, ., etc.)
Program Budget Information or “cents’ in these

Tuition boxes. Enter
Capitsl Expenditures Budget % only whole numbers.

Fupples And Equipment Budget: 3
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Communities of Interest Information

Desonibs o commiunity nesds are assessed and monitorsd

Program Advisory Committee (PAC) Information

Cwrent Required PAC Members:

[s pac wemsers found

Mumber of PAC mestings per year

Datefs) of Program Advisory Committes Mestings:

Hatve Comimunity Meads Changed?

New Program Advisory Committee (PAC) Required Member

Representation: Current Student -

Last Mame:

First Mame:

City:
State: Ak -
Zip Code:

Phone: -y -

Phaone Extansion:

[ Cancel ”Save” Save and Next

You must enter information for a minimum of 1 repre-
sentative of each of the 8 communities of interest

(student, graduate, faculty, administrator, employer,
physician, pubic member, and practicing CST).
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All data fields must be filled in. If a PAC member for a specific, required Community of Interest is not currently appointed OR if
you don’t have all the information needed for an appointed member:

+ Please place either an “X” for alpha data fields or a “0” (zero) for numeric data fields in each applicable field. The Zip Code
field requires 5 digits be entered and the Phone field requires 10 digits be entered. All other fields only require 1 character be

entered. See sample below:

New Program Advisory Committee (PAC) Required Member

Representation:

Last Mame:

First Mame:
Professional Title:
Place of Employment:
City:

State:

Zip Code:

Phone:

Phone Extension:

Public Member -
X

X

X

AK -
00000

(000) 000-0000

0

The public member apppointed to the surgical technology program's advisory committee holds a duty to represent the interests of the
patient that may come under the care of the surgical technologist, and therefore has a vested interest in the proper education of the
surgical technologist for quality patient care. The public member must not be:

a current or former student of the surgical
a current or former healthcare provider

Checking this box indicates that the public member meets the above criteria

[ Cancel ][Save ][ Save and Mext

2012 Annual Report Instructions—ST—Previous AR Filers

a current or former employee of the sponscoring institution
a current or former employee of any clinical affiliate associated with the program
technology program

Remember to
- ghec?k the veri-
fication box

before saving the page.
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How 10 UPLOAD PAC MINUTES:

||:| PAC Minute Files a::ached.|

J‘ W

Upload PAC Minutes File

Remember to name the file in the

Description:
File Norne: “Description” field. This is the name
[ Uplosd Selected Fie | «=w»  that will appear in the report.

V

Click

V

-
£ Choose File to Upload

e

@Uv A+ Libraries »

p— —_ e —

Organize =~ B @
4757 Favorites .'A. Libraries
BE Desktop Open a library to see your files and arrange them by folder, date, and other pr...
& Downloads =
] Recent Places & Documents ] PDF dOC'
== ), Library
4 Libraries E| iJ —_ Uments
|"5| Documnents > '/ libian | are pre_
rJ: Music s
|=| Pictures ‘N Pictures ferred
> B Videos | = Library W d
L ’ ora,
4 M Computer E | P P i t
& o _, xcel, PowerPoint,
[ 3@ IMIS_Shared (\fs H .
i and Publisher doc
Refsimtetins _ uments are also
File name: - IAII Files (*.%) v| I
[ Open l I Cancel ‘ | accepted
— — )

y

Navigate to the file you want to attach and it. Once your file is attached,

click [ Upload Selected File ] This will attach your file. Clicking

will load files into the E-Report. Repeat these steps for additional documents. Clicking ’ Save and Next

will load 1 file into the E-Report and return to the previous page.
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Note: Please add or edit infor-

<=  Mationforthe Program Direc-

tor before adding and/or
editing information for other personnel.

Program Personnel Summary

Please update/verify the data for the PROGRAM DIRECTOR before updating/verifying data for other personnel or adding new personnel.

Last Mame First Initial Salutation itle E-mail Phone Ext Verified?
Brink Dean Mr. President/CEO President DEBrink(@nowhere.edu [55:%65] G Yes x
Moore Maggie Mrs. Drean Director of Education MMoore@nowhere.edu [95;;99] are Yes >
Alley Donny Mr. Program Director Program Director DAlley@nowhere.edu (056554:2 B54- Yes >

, Assistant Dean/MNon-Dean Assistant Dean of (454) 646-
Johnson  Sally Ms. Adrministrator Heslth Care Slohnson@nowhere.edu 1505 645 Yes x
lones Shawn Ms. Mon-Core Instructor Instructor Slones@nowhere.edu 55551691 464 46 Yes x
Smith Mark Mr. Core Instructor Core Instructor MSmith@nowhere.edu {58;;3 879 Yes x

I The program has verified the contact information (name, mailing address, email address, phone number, fax number) for President/CEQ, Dean, and Program Director (or
comparable appointments).

[ Cancel ][Save” Save and Next You must CheCk thIS bOX

before you can save the page
«=s and continue in the E-Report.

«+ The possible Program Personnel Contact Types include:

¢ President/CEQ (or comparable appointment)}—Must be included. For system-based schools, where the President/
CEQ is located at a corporate headquarters separate from the facility that houses the ST program, please list the high-
est administrator at the facility/campus as the President/CEOQ (i.e., Campus President, Campus Director, Executive
Director, etc.). Only 1 President/CEQ can be indicated for each program.

¢+ Dean (or comparable appointment)—Must be included. Administrator directly responsible for administrative oversight
of the surgical technology program. Only 1 Dean can be indicated for each program.

¢ Program Director—Must be included. Only 1 Program Director can be indicated for each program.
¢ National Program Director (if applicable)

+  Assistant Dean/Non-Dean Administrator—All other institutional administrators the program chooses to list, including
but not limited to the corporate President/CEQ

¢+ Clinical Coordinator—Do not list separately if the Program Director is also the Clinical Coordinator.
*  Core Instructor (didactic, lab +/or clinical)—Instructs ST-specific Core Curriculum content.

¢+ Non-Core Instructor (MT, A&P, Pharm, Pathophys, Micro)—Only need to be listed if there is a limited number of Core
Instructors indicated, based on the program’s maximum enroliment capacity.
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How 10 ADD CREDENTIALS:

Add Credentials for Ellie Alley

() aas -

Contact Tyoe  Prooram Dirsctor - Click Add to add credentials for this person
LOmall ype q el

Program Personnel

Selected Credentials
Salutztion: s, v

‘Nn Credentials have been added for this person

FirstMam= Ellie
Middle bnirts

Lasthame  Alley
Add Credentials for Ellie Alley

Program Personnel Credentials

o Credentizls fownd

Entizls for this person
{E} ntials
O other credentizls
Joh Ttk Program Director CNOR
CRMNFA
Shone [554) BE4-0554 @ CRMFA :]
Coa
cer
. (RAFY FFLdR EdD
Fat {B45) GDE-4648 Pl
Ema EAlley@nowhere. edu b;”
Verify Ema EAlley@nowhere. edu :jg"z‘
MEd
Program Websits Address "
M5N
Address o 300 [[] saime a5 Program Dirsctor A
FAC
Address 2 [] same a5 Program Cirsctor PhD
RN
Aparesg [[] same 25 Program Dirsctor RNA
RMFA
oy o0 [[] saime a5 Program Dirsctor
Siats TX - [] 5ame 25 Program Dirsctor Add Credentials for Ellie Alley

Zip: 0000 [ same s Program Director AAS -

Hd to add credentials for this person
[ Thizisz new appointment (appointed after Bfaf2011)

______ ).

Selected Credentials

D The program ver fies that the above information is aoourate |Nn Credentials have been added for this person

[E.annel][Sa'.le][ Bave and MNext ]

Add Credentials for Ellie Alley

S -
If a credential is not listed, you may Glick Add toadd cradentials for tis person

enter it/them by selecting the “ Other

Selected Credentials

Haime

«=» Credentials” checkbox and adding
each credential, separated by a com- i
ma and a space, in the “Other Credentials” field.

[ other Credentizls MLE, FAST
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CLINICAL AFFILIATE SITES PAGE:

Complete/edit Clinical Affiliate
Site information in order, from

««=w top to bottom on the table, to
prevent delays in the loading

and saving new and/or revised data.

Clinical Affiliate Sites

-z

Clinical sites used or will
be used at any time be-
tween 8/1/2011 -7/31/2012
should be indicated on the
Clinical Affiliate Site Summary.

Primary Campus Primary Campus
Slots Available Slots Filled

Site/Contract Status

City State Contact Person
WYT Network Fort William AK  Jeff Moore
My Hospital Dosey Ak Fred Flint
Riverpointe Medical Center River Ak Wilma Rutt
Alaska Medical Center Dokyn Ak Wilma Flint

P
P

Existing Site Without Changes

1 1 Existing Site With Changes
3 o Dropped Site bt
z 2 New Site by

Please attach an updated ARC/STSA Clinical Affiliation Site Reporting Form that includes information for all current clinical affiliates.

[ Cancel ] [ Save ] [ Save and Next

Clinical Affiliate Site

MName: My Hospital
City: Dosey

State: Ak -

Phone: (650) 890-9679

Phone Extension:
Caontact Person: Fred Flint

Primary Campus 5Slots Available: 1

Primary Campus Currently Filled Slots:

Mew Site:
Existing Site without Changes To Contract:

Existing Site with Updated Contract:

OO0

Dropped Site:

|0 Contract Files at‘.ached.|

[ Cancel HSave H Save and Next
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Only
attach an
updated
Clinical
Affiliate Site Report-

ing Form if your
summary indicates
that changes have
been made to your
Clinical Affiliate Sites
or their agreement.

Documents are only required
to be attached if there are
changes. New and updated

—

-

clinical affiliation agreements
should be attached to the applicable
clinical affiliate site subpage.
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CURRICULUM PAGE:

Curriculum
Hzs CUIROUSETY :-'.E»-"';E:?

Lah #ahio: Stiients TO Teacher Batic

The curriculum compliance question
Curriculum is set to the “No” default. Be sure to

indicate the applicable answer for
your program.

Has Curriculum Changed? @ Yes () Mo

Curriculurn Changes Explanation:

Please Attach the Following Files:

-Currently approved syllabus/syllabi that is changed.

-Proposed syllabus/syllabi.

-A narrative and comparison specifying the changes between the approved and the proposed change.
-A completed ARC/STSA Curriculum Comparison Form for the proposed curriculumn{available online at

www.arcstsa.orgfforms/ST/forms_and_facts_5T.htm).

o Curriculum Files attached.

Does the new curriculum meet or exceed the Core Curmiculum for Surgical Technology, current edition? () Yes @ No

Lab Ratio: 0 Students To 0 Teacher Ratio

[ Cancel | [Save | [ Save and Next See the next page for steps to attach
applicable curriculum change files.

-
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a Curriculum Files a::ached.|

’ Upload Curriculum File
Four files requirad @

Description:

e
' Remember to name the file in Fletame ]
“ . e 7 . Upload Selected File
‘E‘ the Descrlptlon fleld ThIS IS Files must be uploaded individually. To upload a file, please:
the name that will appear inthe RS URR i
name and “right :Ii:kihg" with your mouse; select the "Open” button
report You may upload aS many docu- —the file name should appear in the "File Name” fizld.
-Select the "Upload” button to attach the file.
mentS aS needed -Enter the name of the file in the "Description” fizld.

-Select the "Save and Next” button to return to the Curriculum
Sumrmary Page.

PDF documents are preferred. ‘
Word, Excel, PowerPoint, and Click

Publisher documents are also
accepted.

W& choose File to Upload (o |
Gy > towres » -4 seorortiparis Note:
Organize v = 0 @ ' Only 1
457 Favorites .A. Libraries H _
B Desktop Open a library to see your files and arrange them by folder, date, and other pr... ‘E. Currlcu
& Downloads - |Um flle
1= Recent Places 8|  Documnents |
S Library Can be
4 o Libraries E y
O Documents | | _ o o] attached before
o) Wit ) returning to the cur-
&= Pictures ‘h Pictures 0
B Videos | Libray riculum page. You
418 Computer Videos must select the
& os(cy el .
39 IMIS_Shared [\fs “Attach Curriculum
38 siociachie D) File” link each time
Fle name - (e MBIR to upload an addi-
oo ) [ommes ] |jj tional document.

Navigate to the file you want to attach and it. Once your file is attached,

click [ Upload Selected File ] This will attach your file. Youmustclick| Save and Mext

to save and continue attaching files. Repeat these steps for each additional document.
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PROGRAM OUTCOMES PAGE:

Program Qutcomes Completion Dates
| |

O

\

Create New Program Outcomes Completion Date

Date: 08/01/2010 iz

l Cancel H Save and Next I

\

Program Outcomes Completion Dates

Date

W

Continue adding completion
dates as needed. No more

than 12 completion dates
should be entered.

If the program notes that pre-loaded outcomes data is not accurate,

please indicate the accurate data in the applicable analysis field and use

the accurate program data to determine whether the program meets the
ARC/STSA specified threshold(s).

2012 Annual Report Instructions—ST—Previous AR Filers
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PROGRAM RETENTION PAGE:

Program Retention Data

Re-entryfTransfer-in
Students Added to Total Students Total Students Total Student

Date Admitted Enrolled Gradvated Gradvated %
Cohort

Edit  8fafz010 o o o o o

Completion Original Students

zo12 Retention Summary

# of Students # of Students % of Students
Enrolled Graduated Graduvated

o o o.0%

Retention Analysis (analysis of 8f1f2010 to 7/31/2011):

Does the program meet the ARC/ST5A threshold for retention (70%6)? (0 Yes @ No

When developing an analysis:
1. The program should summarize statistical data into overall annual data.

EXAMPLE: Annual Retention: 54/100 students completed the program
on-time for a 54% retention rate for the 10 cohorts
2. The program should include additional information that clarifies statistical data.

EXAMPLE: Analysis of each cohort’s retention indicates that cohorts with January, February and
August completion dates are significantly lower than retention for the remaining seven completion
date cohorts.

3. The program should state if meets/does not meet ARC/STSA threshold
EXAMPLE: Retention does not meet ARC/STSA threshold for the period of 8/1/2010-7/31/2011.

Retention Plan of Action and Timeline for Implementation:

When developing a Plan of Action:

Plans of Action should be:

e detailed — who, what, when, how, etc.

e comprehensive — appears to address the area of non-compliance

e measureable — include timelines for implementation, program success indicator(s) or benchmark(s),
timeline(s) for assessment of plan effectiveness

EXAMPLE: Program Advisory Committee Member Attendance:

PLAN: The program will appoint two new public members to the Program Advisory Committee on or
before March 15, 2012. The program will use a sign-in sheet at the April 28, 2012 PAC meeting to
record attendance. If at least one of the two new public member appointees does not attend the April
28, 2012 PAC meeting, a new, third public member will be appointed to the PAC on or before Sep-
tember 15, 2012.
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Retention Trends Summary

# of Students # of Students % of Students

Annual Reporting

Year Academic Year Enrolled Graduvated Graduvated
2012 8/1/2010-7/32/2012 o o o.0%
2011 8/1/2009-7/32f2010 14 8 57.0%
2010 8/1/2008-7/31/2009 18 12 67.0%
2009 8/1f2007-7/32f2008 18 12 &7.0%
2008 8/1f2006-731f2007 16 g 5h.0%

Retention Trends Analysis (analysis of 8f1/2008 to 7f31f2011):

Does the program meet or exceed the ARC/STSA threshold for retention (7o%4) for all three years? 1 Yes @ Mo

Does the program meet or exceed the ARC/STSA threshold for the most recent year (8/1/2010-7f31{2011)7 7 Yes @ Mo

Retention Trends Plan of Action and Timeline for Implementation:

[ Cancel ] ’ Save I [ Save and Mext

If the program notes that pre-loaded outcomes data is not accurate,
please indicate the accurate data in the applicable analysis field and use

the accurate program data to determine whether the program meets the
ARC/STSA specified threshold(s).
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Outcome Assessment Exam Results

Outcomes Assessment Exam elected for this reporting year: () C5T @ PAL é SEIect CST (o] § PAE first!!
Otherwise your data will be
permanently deleted if the

Completion # of Students # of Students # of Students % of Students

Date Graduated Who Took Exam Who Passed Exam Who Passed
8f1fz010 o o o o.0%

2012 AR Outcomes Assessment Exarn Summary

# of Students # of Students % of Students

OAE type is changed after
'Who Took Exam Who Passed Exam Who Passed .
o o ° o.%% entering data.

# of Students Gradvated

Analysis Of OAE Participation and Report Results:

Does the program meet the ARC/STSA threshold for participation (100%)7 ) Yes @ No

Does the program meet the ARC[STSA threshold for pass rate (100%8 "E" andfor "5"}? () Yes @ Mo
(100% "E" and/or "S" for PAE)
If the program does not meet thresholds, submit a plan of action and timeline for implernentation to raise outcomes to meet threshold(s).

-

Outcomes Assessment Exam Trends Summary

# of Students  # of Students # of Students % of Students

Gradvated Who Took Exam Who Passed Exam Who Passed

2012 8/1f2010-7/31f/2011 o o o o.0%
2011 8/1/zo00g9-7f31f/z010 8 o o 0.0%
2010 8faf2008-7/32/2009 13 o o 0.0%
200g 8f1fz007-7/32/2008 12 12 10 83.0%
2008 Bf1fz006-7/32/2007 g g 7 78.0%

Outcomes Assessment Exam Trends Analysis (anzlysis of 8/1f2008 to 731/2011):):

Does the program meet or exceed the ARC/STSA threshold for Outcomes Assessment Exam participation rate (100%4) for all 3 years? @ Yes @ No
Does the program meet or exceed the ARC/STSA threshold for Qutcomes Assessment Exam pass rate (100% "E" and/or "5") for all 3 years? ) Yes @ No
Does the program meet or exceed the ARC/STSA threshold for Qutcomes Assessment Exam participation rate (100%4) for the most recent year (8f1/2010-7/31/20112)7 ) Yes @ No
Does the program meet or exceed the ARC/STSA threshold for Outcomes Assessment Exarn pass rate (100% "E” and/or "S") for the most recent year (8f1f2010-7/31/2011)7 ) Yes @ No

Outcomes Assessment Exam Trends (Return Rate andfor Satisfaction Rate) Plan of Action and Timeline for Implermentation:

-

[ Cancel ][ Save and Next
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GRADUATE OUTCOMES PAGE:

Graduate Outcomes Completion Dates

The dates listed on this page indicate the gradusting cohorts that will be reported on the "Graduate Outcomes™ pages to follow. If the dates listed are incorrector
additional graduation dates cccurred that are not listed in the box above, please contact the ARCSTSA at 303-6g4-g262 for further assistance.

Aninual Report: 2012 -
Graduate Cutcomss For Bi4/2009 to 7i3jzoa0

There is no annual report for selected program and report year.

Graduate Qutcomes Completion Dates
— If you receive this error message, you will
B need to contact the ARC/STSA at
. Please allow
3 business days for a response.

Graduate Placement Outcomes

NI =R # of Gradvates 5T Employed SECINE Cont Ed Grad Placement

Edit the data for
Date & Cont Ed
[ 5 s : : s each completion

2oaz AR Gredusts Plcameant Summary date-

5T Employed ST Employed Cont Ed Total Grads

% & Cont Ed % % Paced %

Graduats Placement Dutcomes Anslysi (znshys's of 8/3/2009 12 7312010 If the program notes
that pre-loaded out-
comes data is not
accurate, please

o the aregram mast o xceed the ARCISTSA threshok for reduste secement (Best? vz e indicate the accurate data
Graduate Placement Plan of Action and Timsline for implementation in the applicable analysis

-

field and use the accurate
program data to deter-
mine whether the program
meets the ARC/STSA
specified threshold(s).
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Graduate Placement Trends Summary

Annuval Reporting S # of Shwdents 5T 5T Employed Cont Total Grad — Total Grad
Wear Academic Year Graduvated Employed & Cont Ed Ed Placement Placement %
20a3 BhJaoog-7halaoao ] o o o ] oo
o9 BhlzooB-7Ralzoog az 9 o o -1 7508
2000 Bhacor-7halaool az 1o o a a3 gz.0H
200G Bhlzoob-7halzooy -1 & o o E Ego¥
2008 Bhfaoos-ghafio0b £ & o ] Er ELr ]

Graduste Plecement Qutcomes Trend Analysis (anslysis of B/4f2007 to 7i30/2000)

-

—

Croes the program meet or excead the ARCIETSA threshold for graduate placement (809} Tor all three years? @ Yes & Mo

[3oes the program mest or excesd the ARC/STSA threshold for the most recent year (B//2004-7/30/200007

Graduste Placement Trends Plam of Action and Timeline for Implementation:

[ Cancel | [Bave|[ Save and Next |

Back

i1 Yes oK No

All data fields must be filled in. If a program is does not have data to report for the specified reporting period:

++ Please place either an “X” for alpha data fields or a “0” (zero) for numeric data fields in each applicable field. See sample

below:

Edit Graduate Placement Outcomes

Graduate Outcomes Completion Date:  6/17/2010
Note: Each graduate should only be counted once.

Graduates employed within 1 year in ST or related field ONLY:

Graduates employed in ST or related field & continuing education:

Graduates continuing education ONLY:
Number of Graduates Placed:

Number of Graduates:

Graduate Placement %5

I Cancel H Save H Save and Next

Back
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The Employer Survey Outcomes page and the Graduate Survey Outcomes
page use the same formatting as the Graduate Placement Outcomes page.
Examples of the Employer Survey and Graduate Survey Outcomes pages are
found in the Screen Shot Sample PDF, pages 20-21.

The Annual Report does not require the E-Report to be submitted during the
same session as E-Report completion or validation. The program can access
and edit the report multiple times until the E-Report has been submitted.

VALIDATING, SAVING, PRINTING, AND SUBMITTING THE COMPETED E-REPORT

There are 2 ways to view, validate, and submit your E-report. One is by accessing the Final Submission Page by selecting the
“Save and Review Report” button on the bottom of the Graduate Survey Outcomes page:

Graduate Survey Trends {Return Rate and/or Satisfaction Rate) Plan of Action and Timeline for Implementation:

A

[ Cancel ][Sav&][ Save and.nR&vi&w Report

The other is accessing the Final Submission Page by selecting “Report” and “Validate All Report Data” through the Menu:

MEMU
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Final Submission Page

e
Report Year: 2012 ' Valldate YOUF
Program: Test ID for Data Entry - 3290 ‘E’ report flrstl

By clicking the Submit Report button below your report will be finalized and submitted to ARC/STSA. Once you have submitted your report,
you will no longer be able to access this report.

View Report ] [ Validate Report . [ Submit Report

Report Validation Errors:

Error

Report Section R

Message

The following required PAC |f you

Representative type{s) are

missing: Current Student, have

5T Program Graduate, 5T I
PACMember Program Faculty, School |temS

Administrator, 5T

Emplayer, Physician, missIng In your

Practicing CST, Public E_Report you
Member !

Since the Mesds of WI” See a
Community have changed, ..
at least 1 Meeting Minutes message Slml|al’
file is required .
Because this Clinical to th|S
Affiliate Site is marked as
new or updated, a Contract
File is required

MestingMinutes

Clinical AffiliateSite

Because this Clinical
Affiliate Site iz marked as
new or updated, a Contract
File is required

Clinical AffiliateSite

Because the curriculum has
changed, at least 5
Curriculum Files are
required

CurriculumFiles

CompletionDateGraduateP lacementResults This isa required section

A

Clicking the links in either of these columns
will take you to the applicable E-Report page

Y-

that needs to be revised/completed.
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6 Once the E-Report is validated and all the validation

issues have been addressed, the program should
CIRP TSRS ==  View the report before final submission.

Report Year: zo1z

Pragrarm: Test ID for Data Entry - 3290 -

By clicking the Submit Report button below your report will be finalized and submitted to ARC/STSA. Once you have submitted your repart,
you will no longer be able to access this report.

WView Report@ [ Validate Report ] ’ Submit Report

When
' you view
«=m theE-
report, it
is going to appear

as a “pop-up”.

The first time you click “View Report”, it may take
5 minutes or longer to display the complete

««=w» report. Now is a good time to take a short break!

‘& Report Submission - Windows Intenet Explorer provided by ARC-STSA —

mj @ [Ig] http://dev.arestsa.org/Reportsubmission.aspx [ 4] | [# Googte

Make sure your
(11 b
x O] @sevics |B] 8] O] & 5] @ B B sen < | I Zyo rtrprse Networs - pop-up” blockers
Dial Number  ~ M # " 22 iRCanund e BB Solagt

e é r— om‘.l {:@ Report \ﬁewer—Winécws[;:bernet Explorer provided byARC—STSAm e = (650 | are turned Off_

oy 5 £ http://dev.arcstsa.org/RunReportViewer.aspxlreportYear=2012&programNumber=3062&reportPath=Ann ElFE,I‘ ]
7] Pop-ups temporarily allowed. To always allow pl [l ikt Aol e okl (S RO i valrep | 5]

Lab Ratios /

Academic Breaks:

“"‘ AH Tultion/Fess: In-State: Out of State: 1 i
st | ot Even if the formatting

MENU Filll

: Rell :vlsur::g;‘a«‘r;c:::cg:r?:fwcn—cgsu‘r' ission on on and Schoal On the E-Report IOOkS
E P: PROGRAM ADVISORY COMMITTEE (PAC) DATA: ‘E, “Strange”’ don,t Wor!

Date(s) of PAC Mesting(s):

The final PDF of the

e AN e i E-Report will be formatted

| — o correctly.

BUDGET ANALYSIS:

CLINICAL AFFILIATE SITES:

Mame of Institution City, State Contact Person Telephone # of Scrub
Number Slots Available Status

St. Rita's Medical Center |Lma Oh
Lima Memorial Hospital |Lma, Oh
‘Van Wert County Hospital|Van Wert, Oh
Surgery & Endoscopy  |Lma oh

€ Internet | Protected Mode: Off
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'€ Report Viewer - \Windows Internet Explarer provided by ARC-5TSA EI@

|.’¢i‘ httpffdenvarcstsa.org/RunBeportiewer.aspxfreportyear=20118programMumber=32248reportPath=~AnnualReport | b |
of 1| ! 100% El Find | Haxt Select a farmat ﬁl\Export 151 = L
NS
¢ Select a format from drop-down menu on upper *
tool bar of report
¢+ Choose Acrobat (PDF) file Acrobat (PDF) file [w] Expart
«+  Click "Export” to right of ‘Select a format” field g
% "Open” or “Save” PDF
{_# httpe/fdevarcstsa,org/Reserved Reportifie, , fa B -
File Dovwnload @

Do you want to open or save this file?

Mame: AnnualReportpdf
|t | Type: Adobe Acrobat Document
From: dev.arcstsa.org

[ Dpen{i’#[ Save | | Cancel

The format-
ting on the
«=w» E-Report

Aroreditation Review Coundl on Education in Surgical Technology and Surgical Assisting

(ARC/STSA)
2012 Annual Report looks okay
CLINICAL AFFILIATE SITES: ol the PDF welelot,
Name of Institution City, State  |Contact Person| Telephone | # of Scrub | Site/Contract
Number Slots Status
Available
5t Rita's Medical Center Lima, Ch 2
Lima Memorial Hospital Lima, Ch 2
Van Wert County Hospital | Van Wert, Ch 1

Surgery & Endoscopy Certer
of West Central Ohio

Wilsan Memarial Hospff

Lima, Ch

Sidney, Oh

Mary Rutan Hospital Bellsfontaine,
Oh
Blarﬂ;ban:l Valley Regional | Bluffton, Oh
Health Center . : q
Oonce Regond Hedal | Defnce, O Save/Print this PDF version of the E-
L — Report for sharing with your Dean and
Mercer County Joint Township | Coldwater, Oh -
Community Hospital -««=» foryour records.
Atachments:
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FINAL SUBMISSION OF THE 2012 ANNUAL REPORT:

Final Submission Page

Report Year: zo12

Program: Test ID for Data Entry - 3290 -

By clicking the Submit Report button below your report will be finalized and submitted to ARC/STSA. Once you have submitted your report,

View Report l [ Validate Report ] [ Submit Report l

Final Submission Page

Message from webpage @

:I Arewou sure you want to submit the report?

| oK @[ Cancel |

[ VEWReport | | alidste Report | | Submit Report |

repartwill befinalized and submitted to ARCISTSA. Onceyaw hawe submitted yaur repart, yau will na
langer be ableto accessthis repart.

If the E-Report takes you back to the Final Submission page, look for this
message. If this message appears, you will need to select the “Validate Re-

«=m port’ button to find out what is preventing the E-Report from being submitted.

By clicking the Submit Report buttan belawyaur repartwill befinalized and submitted to ARSSTSA, Onceyau hawe submitted waur repart, you will no
langer be ableto accessthis repart.

‘iew Report | | Walidate Report | | Submit Report

Thereport cantains errorsthat must be corrected priorto submitting it. Click on thewWalidate Report button to seethe errars.
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s+ When the “Message from webpage” window disappears, the report has been submitted.

¢+ If you are unsure whether the report has been submitted, please use the Main Menu to select any data page. If the report
has been submitted, the program-specific data on the page will be “gray” and you will no longer be able to change any of

the data in the report. [If the program finds an error in the report after the report has been submitted, please contact the
ARC/STSA at ARQuestions @arcstsa.org for assistance in revising the report.]

Current Program Information

Rregional Institutional Accreditor: | North Central Association (NCA-CASI), Commission on Accraditation and School Improvement

Mational institutional Accreditor: | Mone

{pdezss list full name)

9 2k B
[ &
0

(s

“Grayed” out
boxes.

Altemnate Program Phong

Alternate Program Phone Extension
Program Director Eme

wiarify Program Director Ema
Program Fax

Program Websits Addrass

E-Report access is also available at any
MENU time by accessing the E-portal and
= selecting “Report” on the main menu.

Log Out—Use the link in the upper right-hand corner of the E-Report

Close the internet browser and the process will be completed. Congratulations!

If you encounter any problems with this report please contact the ARC/STSA office at (303) 694-9262 or e-mail
ARQuestions @arcstsa.org.
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