Annual Report - Most Common Errors
Over the past several years, NACCAS has made a concerted effort to track annual report errors. These
errors often affect a substantial portion of students in an institution’s Annual Report ––and as a result, the
overall accuracy of an institution’s outcomes data.
The foundation of the Annual Report is the graduation rate. If the graduation rate is inaccurate, then the
institution’s placement and licensure rates will be inaccurate as well. While NACCAS will provide
common errors pertaining to all three outcome rates, it is imperative that an institution’s graduation cohort
contains the correct group of students.
The errors highlighted in this document are some of the most common reasons that institutions have been
placed on a heightened monitoring process, and in some cases, have had their accreditation withdrawn.
By introducing this resource, we hope to help institutions reduce and eliminate errors that can ultimately
result in disciplinary action.
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GRADUATION RATE
Common Error #1 - The scheduled graduation date on the institution’s cohort grid does not match
the most recent contract end date shown in the student’s file:
Example #1: Omar Little has a scheduled graduation date of 1/27/2016 on the cohort grid below:

However, in his original enrollment agreement, he has a contract end date of 2/15/2015:

As Mr. Little had no contract addenda (such as a leave of absence, schedule change, etc.), his scheduled
graduation date should reflect his original enrollment agreement (the most recent contract end date in this
case).
Mr. Little’s most recent contract end date is 2/15/2015 ––therefore he does not belong in the institution’s
2016 (data) Annual Report.
Only students scheduled to graduate in 2016 should be included in the 2016 report
Example #2: Omar Little has a scheduled graduation date of 12/15/2016 on the cohort grid below:
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Additionally, the contract end date in his enrollment agreement matches the date on the cohort grid:

However, this student took a leave of absence that revised his contract end date to 2/14/2017.

As Mr. Little had one contract addendum (a leave of absence), his scheduled graduation date in the cohort
grid should reflect the most recent contract end date, which is 2/14/2017. Since Mr. Little’s most recent
contract end date is in 2017, he does not belong in the institution’s 2016 Annual Report.
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Common Error #2 - A revised contract end date is calculated incorrectly following a leave of
absence:
Example: Student Don Draper’s “Enrollment Agreement Addendum”
Per NACCAS’ Leave of Absence Policy (Policy IV.06), “a leave of absence [must] extend the student’s
contract period…by the same number of [calendar] days taken in the leave of absence.”
In the example below, Don Draper took an LOA from 3/12/2016 to 5/28/2016 (77 days). However, his
original contract end date was only adjusted by 55 days from 10/26/2016 to a revised end date of
12/20/2016.

His contract end date SHOULD have been adjusted 77 days (since his LOA was 77 days), which would
have made the correct revised end date 1/11/2017. As a result, this student does not belong in the 2016
Annual Report. If you find significant discrepancies in your leave of absence calculations (i.e.
miscalculations of one month or greater, OR miscalculations that affect a student’s cohort year), please
contact Michelle Stock at mstock@naccas.org for additional guidance.
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PLACEMENT RATE
Common Error #3 - Students are declared ineligible for employment for invalid reasons or with no
reason given on the cohort grid
Example #1: In this example, student Tony Soprano has been declared ineligible because he is
incarcerated, which is not an approved NACCAS exemption.

Graduates must be considered eligible for placement unless they meet one of the following five
criteria:
1.
2.
3.
4.
5.

Graduate is deceased
Graduate is permanently or indefinitely disabled
Graduate is deployed for military service/duty
Graduate studied under a student visa and is ineligible for employment
Graduate is continuing their education at an institution under the same ownership

Note: Being unlicensed is not a valid reason for declaring a student ineligible!
Unlicensed students may still be counted as placed –– as long as they are employed in a position which
directly relates to their training. Examples of acceptable placements for unlicensed cosmetology students
would be Sally’s Beauty Supply, behind the cosmetology counter at Macy’s, etc.
Example #2: In this example, Thomas Magnum has been declared ineligible, but no valid reason has
been listed on the cohort grid:

For all students declared ineligible for employment, a valid reason must be listed on the cohort grid.
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Common Error #4 - Institution does not provide complete employer information (i.e., employer
name, address, and phone number) for all students listed as placed:
Example:

For all students reported as placed, you must provide NACCAS with an employer name, employer
address, and employer phone number.
For an example of a cohort grid containing complete employer information in column #8, see below:
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Common Error #5 - Inadequate / non-compliant “phone log” (i.e., a written record of a phone
conversation) is provided as placement backup documentation:

A record of a telephone conversation must include:
1. The date the phone verification was conducted
2. The school official conducting the verification
3. The graduate’s position title
4. The contact manager at the graduate’s employer
Example of a correct / compliant phone log:
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Common Error #6 - Inadequate backup documentation is provided for freelancers or students
working from home:
For freelancers or students working from home, schools must maintain either:
(i)
A signed self-certification from the graduate. This self-certification should be
authenticated by either (i) an official notary’s seal or (ii) the inclusion of some alternate
verification document, such as a driver’s license or a state ID card. If a driver’s license or
alternate verification document is used, the graduate’s self-certification should clearly
acknowledge that the document was present at the time when the self-certification was
completed by the graduate.
OR
(ii)
Direct electronic correspondence from the graduate (e.g., email, Facebook message, text
message, etc.) which clearly and definitively attests to his/her self-employed status
(Reminder: for emails and text messages, the institution must maintain documentation
that confirms the email address / phone number belongs to the graduate.)
OR
(iii)
Professional advertisements for field-related services in which it is clear the graduate
receives monetary compensation. The advertisement(s) must be definitive, publically
available, and explicitly state the professional services or products that the graduate is
advertising. For example, a graduate posting a picture of a recent manicure they
performed on their personal Facebook page is not acceptable documentation, as this is not
an actual advertisement and does not confirm the student is working for monetary
compensation. However, a business website (or a professional Facebook page) made
specifically to advertise the graduate’s services or products would meet this requirement.
Example #1: Student corresponds electronically with school, but it is not clear that the student is actually
working.
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The phrase, “I’m doing [insert service] for family and friends” contains ambiguity, as it does not clarify
whether the graduate is actually receiving monetary compensation, or is simply providing this service as a
favor or as a means to practice. The student’s self-certification should clearly indicate the student is
employed.
Example #2: Student completes an in-person self-certification, but the self-certification does not contain
a verification document:

Note that the example above does not contain a notary seal or a driver’s license.
All self-certifications completed in hard copy must contain some verification document or be notarized.
Additionally, when attaching a driver’s license or another verification document, the student must
explicitly acknowledge that the verification document was present at the time the certification was
completed. (Note: These requirements do not apply to direct electronic correspondence with a graduate.)
Example of a compliant in-person self-certification from a student who is freelancing:
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LICENSURE RATE
Common Error #7 - In a state without exam reports, school does not adequately track its licensure
rate:
Institutions located in a state without examination reports or publically available exam information must
have a method of tracking their graduates’ licensure results.
Often, schools will only track licensure through online license verification systems. The issue with
tracking licensure solely through online verifications is that the institution will not account for students
who fail their exam.
In order to mitigate this, NACCAS recommends that institutions in states without exam reports or
publically available exam information track licensure in the following manner:
1. From the institution’s list of graduates, determine which graduates were issued their licenses
before the annual report deadline of November 30, 2017. This step may be done using an online
license verification. If the graduate was issued a license before the annual report deadline, then
they must have passed all parts of their exam.
2. For students who do not appear to be licensed using the online license verification, the institution
should use methods similar to those utilized for tracking placement. Maintaining phone logs or
direct correspondence (e.g., email, Facebook, etc.) are acceptable methods of tracking exam
results.
Common Error #8 – In states with exam reports, reports for certain quarters/months are not
maintained by the institution.
Per NACCAS’ Annual Report Instructions, institutions in states that issue licensure examination reports
(which include student names and exam results) must maintain reports that cover the duration of the
reporting period. For the 2016 (data) Annual Report, this is defined as October of 2015 through the month
prior to annual report submittal (which is generally October of 2017).
In cases where institutions are unable to obtain exam reports for a given month/quarter in the reporting
period (either because the state / testing agency did not issue an exam report, or because the institution
had no exam takers), the institution should attempt to obtain proof from the testing service or state (e.g.
email correspondence, etc.) that such reports are unavailable. If the institution is unable to obtain proof
from the state or testing agency, it should contact Michelle Stock at mstock@naccas.org for further
guidance.
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