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Basic Information Concerning Certificates of Approval f or Correspondence
Schools

A~ter JUly 1, 19$0, no correspondence school located in New Jersey
shall solicit students or collect fees until a Certificate of Approval
has been granted by the Commissioner of Education.

The receipt of a Certific~te of Approval shall be assurance GO the
officials of a correspondence school and to the students that the
school meets the standards of the NeH Jersey StaLe Board of Education
and th at it has the legal right to operate.

The iSSUing of a Certificete of Approval to a correspondence school
shall not be deemed to accredit the courses ct'fered as valid for
transfer to any other school or college in New Jersey"

A correspondence school located in New Jersey wtien approved may in
its advertising use the following statement: "Approved by the
Commissioner of Education of the state of New Jersey."

The fee for the initial issue of a Certificate of Approval sha.l1
be SSO.OOQ

A Certificate' of Approval rna;? be rGlloWoo ll.nnulllly upon payw.;nt of
"n fee of t~25.00. FeE;s shall be made payable to the New J"ersey
CommissionGr of Education.

Any Certificate of Approval may be revoked for a good cause
after a hearing.

An application for Certificates of Approval shall be filed .vith the
Commissioner of Education. It shall be in the form of a letter with
data to show how the following standards have been attained.

standards

N&mes of the school

The name of the school shall be descriptive of its function or
functions. Any word or words which suggest an official relation
"nth a municipality or "With tb13 State shall not be used. Any change
in the name of an apDroved school shall be registared with the
Co~~issioner of Education prior to the use of the new name.

2. Location of the school

Any school shall be approved only for a specific location. Any
ehange in the location of the school shall have the prior approval
of tho Commissioner of Education as to adoquacy of facilities.
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3. Administ.L<'.tion of th" S<..:hool

a. .::ach corresponQence school s!li::ll have en <'x8cutivF,;: head. ThE::
executive head of th~ school shall present evidcnc~~ th<.,.t he has
the qualifications and the experience essential for competent
and ·othical administration of a correspondence school and th~t

he will devote to the school the time necessary for efficient
administration.

b. The executive head of a correspondence school shall he-ve the
administ~ative assistance necess&ry for adequately manning the
school and effectively coordinating the work of the teachers.

c. Each private correspondence school lcceted in Now Jersey shall
furnish such information and reports from time t51 time as the
Commissioner of Educ ation sh all deem necessary and proper and
in the manner preBcribed by him. Failure to furnish any such
information or report or to conform in every particular to
standards prescribed for such private correspondence 8chool
shall be good and sufficient reason fer the refusal of a
Certific~te of Approval for such private correspondence school
or for the revocation of a Certificate of Approval preViously
granted.

4. Organization and Nature of Correspondence Cour~es

Each course of instruction offered shall coneist of:

a. A preliminary lesson or set of inotructions 00 "HoW to Studylt
by the homG-study mathod, or ade~uate instruction on how to
study each lesson assignment.

b. Textual or lesson materials which are:

(1) Adequate in thet they cover thG subject as fully
and as thoroughly as announced.

(2) Accurate in that they arc all authenticated.

(3) Current in that they represent reliabl~ modern
inform~tion on the subject.

(4) Presented in a simple, cleer, interGsting, and
logical mannQr so that the students can grasp the
important points readily.

(5) Illustrated with photographs, cuts, and drawings
ymich clarify the expl~naticns and not simply
adorn the text.

(6). Printed in such L'. mann,~r as to contribute to ease
of study.
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c. Instructional s0rvice on e~ch lesson or unit assig~~ent

consisting of:

(1) A series of examination qUGstions or problem assign­
ments which thoroughly stress the important phases
of the subject pre3ented and which require a demon­
stration of the student's ability or skill in apply­
ing the information attained.

(2) An individualized correctional service pointing out
the errors, directing the student to sources of c~r­

rect inforj~tion, as well as supplying additional
explanations and supplementary instructional material
when necessary.

d. A definite system of encouragement and stimulation of students
to provide:

(1) Regulrirly scheduled and thorough study of the lesstm·
assignments.

(2) Reasonable regul~rity in sending written summaries
and examinations to the school for correction,
comment, and evaluation.

5. Qualifi8ations of Instructional otaff

Definition - A supervisor of correspondence instruction if'< a
person responsible for grading the papers sent to the school
by t he students and f or guiding the students in their study.

a. Each approved correspondence school in New Jersey shall
maintain an adequate and competent instructional staff.

b. The individualized correctional service shall be in charge
of a supervisor or supervisors of correspondence instruction
who shall have QS a minimum the following educational
prepar~tion and experience:

(1) A high school education and a combination of at leO-st
six years of higher education, teaching, and experi­
ence closely related to the subjects to be taught.
This standard shall not operate to prevent the employ~

ment of competent assistants without these qualific~tions

to grade papers under the direction of an approved
supervisor of correspondence instruction. .

(2) A knowledge of educational psychology .md methods as
those subjects apply to the courses to be taught.
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c. Each supervisor of correspondence instruction shall be endorsed
by the Commissioner of Education. An approved correspondence
schoql located in New Jersey may employ for a period of not to
exceed sixty days a supervisor of correspondence instruction
1':110 has not yet attained endor~ement by the Connnissioner of
Educa.tion. My supervisor of correspondence instruction so
employed shall attain endorsement by the Commissioner of
Education for the particular assignments concerned within sixty
days. In applying for endorsement of supervisors, correspondence
~choolB shall submit data conc8rning each applicant for endorse-

, ment as follow,s:

(1) Educational b~ckground and attainments.

(2) Work experience related to the courses concerned.

(3) Three references who are qualified to judge the abilities
of the supervisor concermed.

6. Finan.cial Stc:.bility

Each correspondence school located in New Jersey shall annually
demonstrate to the satisfaction of the Commissioner of Education that
it has fll!~cial resources sufficient to carry out its progra~ of
instruction as announced in the s~hool's official publications.

7. The Official Bulletin or Catalog

Each correspondence school located in N3w Jersey shall from time to
time issue a printed bulletin 'which ah& 1 clt::arly indicate that it is an
institution offering courses by cerreapondence. Its statements shall
set forth the obligations of both the school and the students. The bulletin
shall show the follo~ing:

a. The name ,and locetion of tho school.

b. The name of the executive head of the school.

c. A doscriptien of the lessons anu the coursex offered. Upon
approval,of the Commissioner of Education, this standard may
be met by publishing a description of the course~ ci.)f!.~·red as a
bulletin aepLrate from the catalog.

d. The feos and tuition charged.

A correspondence Bchool may meat this standard by publishing
separately its list of fees and charges provided an up-to-date

-list ef such feas and charges is kept filed with the Commissioner
of EducQtion in Trenton, N0W Jersey.

'3. Requiroments for graduation.

f. The maximum time allowed for completing 8£:ch course.
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8. Financial Records

Each school shall maintain detailed financial records. Theso records
shall be subject to inspection by the Commissioner of Education or
his representative.

9. Responsibility for Agents and Field Representatives

Each school shall be accountable for the acts of its licensed agents
and field representatives as these acts affect the rights of students
or prospective stUdents.

10. Bending Agents

For the faithful performance of their financial responsibilities,
oach correspondence school in New Jersey sh&l require its field
representatives and agents to be bonded in an amount approved by the
Commissioner of Education.

11. Preliminary Sales Training

Each private correspondence school located in N~ Jersey shall give
its sales representatives adequate preliminary training and exercise
careful supervision to guard against any misrepresentation to propsective
students and to prevent the enrollment of pupils who lack qualifications
for probable success in completing the course concerned.

12. Nature of the Schoolt~ Contract with Student

The contract to be approv~d sh2l1 enumerate the following:

a. The total cost to the student.

b. The initial payment at the time of registration.

c. The amounts of aubsequent payments and a statement specifying
when the payments are due.

d. A list of books, supplies, and equipment, to be furnished by the
correspondence school.

e. A list of the books, supplies,and equipment, which the student
must purchase in addition to those provided by the correspondence
school.

f. All other charges, which the school may make such as fees for a
diploma or for graduation.

g. The terms of settlement for the student who decides to discontinue
his enrollment and withdraw from the school.
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h. The terms of s ettlernent for the st.udent who is dropped by
the school.

i. The particulars conc~rning instruction during completion
periods in schools, shops, or laboratories provided such
iastruction is offered.

13. Completion Periods in Shops, S~hools, or Laboratories

Completion periods in shops, schools, orlaboratores may be offered
by correspondence schools.looated in New Jersey provided the shop,
school, or laborctor,y concerned is approved by the Commissioner of
Education as adequate for the courses offered. If a correspondence
school located in New Jersey shall advertise as part of a course a
completion period in a school, shop, or laboratory, then the contract

shall specify:

a. The basis for qualifying as a student for admission to the shop,
laboratory, or school for the completion period concerned.

b. The location of such shop or labor~toryor school.

c. The schedule'of periods of instruction in such shop, laboratory,
or school.

d. The number of days of instruction to which the qualified student
is entitled.

e. 11. description of the facilities in tha shop, labore.tory or
school concerned.

f. The amount of additional tuition required for attendance at the
shop, laboratory, or school used for the cornpletition period.

g. The student's responsibility for paying the cost ·of transportation
to QIld from the shop, laboratory, or school where the completion
period is scheduled.

h. The studtant's responslb111tyfor paying the cost of room and
board while in attendance during the compl8tion period.

L it list of the honks, supplitas, and tools, which will be furnished
by the school for use by the student while in attendance during
the completion period and the rental cost for the use of such
books, tools, and supplies.

j. A list of additional tools, equipment, work clothing, books,
or othdr items which must be purchtsed by the student 130r use
during the compl~tion period.
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14. ~t~nd~rds for EnrolL~ent

Each cor:cespondence school loc~~wd in N"vv Jbrsey shall either:

a. Establish and print standa::c'ds of educational achievement which
students shall attain before enrolling for each course offered

or

b. Begin each course with simple basic readings and illustrations
which lec:.d gradually to the more adve.nced lessens.

15. Records

A summary of th~ student's educational achievement shall be recorded
on Cl. form plenmd for that purpose. These records shall be retained
by the school for a period of at lo~st 20 years.

16. Avoiding Unfair Practices

Each correspondence Ichool to 'which is awarded a New Jersey Certificate
of Approval shall avoid the unfair trade practices enumerated in Trade
Practice Rules for Private Home Study Schools approved by the Federal
Trade Commission, November 2, 1936, and as amended subsequent to that
time.

17. Revoking a Certific~Xe of Approval

The Certificate of Approval of a correspondence school located in
New Jersey may bo r~voked if the Commissioner of Education after a
hearing finds and determines:

a. That the school concerned has viol~ted the Trade Practice Rules
for Private Home study Schools approved by the Federal Trade
Commission, Novcmer 2, 1936, or has violated any official
amendments to thes8 rules.

b. That the school ccncerned has not maintained the standards which
are officially approved by the Stnte Board of Education for New
Jersey correspondence schools.

18. lilll8nding These Regulations

The New Jersey St~te Board of Education reS8rv~s the right to amend
th8se regulations from time to time and mako the amendments effective
;otter notices have been published for a reasonabld time.

19. Renewing Certificates of Approval

Certificates of Approval of a correspondence school located in New
Jersey shall be renewed annually upon tho payment of a fee of $25.00
provided the correspondence school concerned is complying with the
current regulations of the St:,'te Board of Educc'ltion.
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