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Preface
The intent of this handbook is to familiarize visiting team members and team 
leaders with those details necessary to conduct an evaluation of an institution 
hosting an accreditation visiting team. These guidelines were developed for the 
purpose of implementing evaluation procedures of occupational institutions. They 
have been revised and are subject to be revised in the future. Team members and 
team leaders are requested to suggest needed changes to the Executive Director 
of the Commission of the Council on Occupational Education for inclusion in later 
editions.

Team leaders, in the absence of a Commission representative, have the 
responsibility to make all decisions necessary to ensure an effective evaluation. In 
the event of a need to contact the Council offi ce, the telephone number is 
(800) 917-2081.

Changes made to this Manual from the previous year are highlighted in yellow.

This publication is also available on the COE website (www.council.org).
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The Responsibility of the Visi  ng Team

A. Team Member/Leader Cer  fi ca  on

All persons interested in par  cipa  ng in Commission team visits must be cer  fi ed to do so. Cer  fi ca  on is 
accomplished through a  endance at Commission-sponsored workshops for the training of team members or 
team leaders, and usage of team repor  ng so  ware. Team member workshops are off ered at each Summer 
Conference and Annual Mee  ng of the Council. Team leader workshops are off ered at the Annual Mee  ng of 
the Council. Cer  fi ca  on for team member or leader training must be renewed every three years. 

Also, all team members and leaders must sign the Commission’s Confl ict of Interest statement before 
par  cipa  ng in site visits. (See Appendices for Confl ict of Interest policy and statement.)

B. Primary Responsibility

The primary responsibility of the visi  ng team is to determine if the ins  tu  on is in compliance with the 
policies, rules, standards and condi  ons of the Commission. The team will use check sheets (in hard copy 
and electronic formats) to document whether policies, rules, standards, and condi  ons are being met. The 
team will then write fi ndings of non-compliance for every item not met on the check sheets.  

C. Commission Makes Final Decision

Accredita  on cannot be granted by the visi  ng team. The Commission makes the fi nal decision about the 
accredited status of an ins  tu  on and only a  er reviewing the Self-Study, Team Report, and the Ins  tu  onal 
Response Report to determine if the ins  tu  on is in compliance with the policies, rules, standards, and 
criteria. The Commission either grants accredita  on, defers ac  on and requests addi  onal documenta  on, 
or denies accredita  on.

D. Team Members As Evaluators

The team members are evaluators, not inspectors. As evaluators, they study the quality of the ins  tu  on in 
the light of its stated mission using the policies, rules, standards, and condi  ons as the evalua  on criteria. 
Through informa  on obtained from interviews and documents, the team considers the (1) strengths, (2) 
weaknesses, and (3) approaches to the solu  on of any problems. The Self-Study Report is a primary source 
of informa  on, but the team also examines the suppor  ng documents used in compiling the Self-Study 
Report. The approach of the team to the evalua  on should be objec  ve and not biased or aff ected by 
prac  ce at the home ins  tu  ons of the team members or by personal prejudice. Throughout the visit, the 
team has a responsibility of assis  ng the ins  tu  on in its growth and development. 

NOTE: The Commission is not the enforcer of all legal obliga  ons imposed by governments and their 
agencies. Example: The team is not to try to determine if the ins  tu  on is in compliance with 
the requirements of the Occupa  onal Safety and Health Act or the American Disabili  es Act. 
However, if the ins  tu  on has been cited for not mee  ng the requirements, the team is to 
evaluate the ins  tu  on as to mee  ng the part of the act for which the ins  tu  on was cited.
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E. Confi den  ality

Team members are to respect the confi den  ality of the Self-Study Report and all other ins  tu  onal 
documents. The informa  on contained in these documents is to be discussed only with team members or 
a Commission representa  ve for offi  cial Commission purposes. Team members must not discuss the team 
visit or any fi ndings with anyone other than team members or a Commission representa  ve, nor make any 
comments about the team visit or fi ndings except in an offi  cial mee  ng with the staff  of the ins  tu  on. 

The team should carefully avoid any statement in the Team Report or in the oral report to the chief 
administrator which predicts accredita  on. Team members are not to prescribe solu  ons to defi ciencies, 
only iden  fy defi ciencies in the fi ndings of non-compliance.

F. Gi  s

Team members must not accept gi  s, favors, or services from the ins  tu  on. Souvenirs are permissible but 
should be restricted to inexpensive items representa  ve of the ins  tu  on or its geographic area.

Team Member Procedures

A. Prepara  on for the Team Visit

 1. Receive Materials and Access through MyCouncil

 Team members  will normally receive the Self-Study Report, catalogs, and other materials at least 
two weeks prior to the visit. Supplementary materials will be available on the campus for use by the 
team.  Before arriving at the campus, members of the team should read the total Self-Study Report, 
other informa  on provided by the ins  tu  on, the Handbook of Accredita  on, and the Guidelines 
for Accredita  on Visi  ng Teams. Team members should give special a  en  on to their specifi c 
assignments made in advance by the Commission staff  or team leader through the team report 
so  ware in MyCouncil and corresponding sec  ons of the standards of the Commission.

 2. Make Travel Arrangements

Before the visit, team members will receive informa  on from the team leader and Commission staff  
with informa  on about the schedule, transporta  on,  me of the ini  al and fi nal conferences, and a 
team roster detailing assignments. Much of this informa  on is available in the team report so  ware. 
Team members must make their own travel arrangements (see Team Member Finances). Team 
members must no  fy the chief administra  ve offi  cer, team leader, and the offi  ce of the Execu  ve 
Director of the Commission of their plans via email.

 Do not make travel arrangements un  l you receive no  ce from the team leader. 
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B. Team Visit

 1. Team Conferences

Team conferences will be scheduled by the team leader during the visit so that the members can 
share their fi ndings and observa  ons. An outline of the schedule is also available in the team report 
so  ware. Through these exchanges, team members can confi rm their impressions and determine 
addi  onal areas that should be evaluated. The team will begin its visit with an ini  al conference, at 
which  me the team leader will present an outline of ac  vi  es for the en  re visit. Customarily, there 
is also a brief conference of the team with the ins  tu  on’s chief administra  ve offi  cer and/or staff  
members selected by the administrator at the beginning of the visit.

 2. Check Sheets

In order to provide consistency in the evalua  on process, check sheets (see examples in Example 
Visi  ng Team Report) will be used in evalua  ng or determining the ins  tu  on’s compliance with 
the standards, condi  ons, and criteria. Items on the Condi  ons Check Sheet cover requirements 
in Sec  ons II-V of the Handbook of Accredita  on. Items on the standards check sheets cover the 
criteria in Sec  on VI of the Handbook of Accredita  on. Every team member should be familiar with 
the Handbook of Accredita  on. 

Either YES, or NO, must be checked for each statement on the check sheets. In appropriate cases, 
N/A may be checked where the criterion is not applicable to the ins  tu  on.

Check sheets are provided for prin  ng in hard copy to use as worksheets through the COE Team 
Report So  ware. All data collected on the worksheets are then entered into the team report 
so  ware. Check sheets are also available on the Council web site (www.council.org/Documents/
Applica  ons and Forms).

 YES  Items

 For all items marked YES on the check sheets, the team member must have ins  tu  onal 
documenta  on to verify compliance. No fi ndings of non-compliance are wri  en for items marked 
YES, but the team may want to write sugges  ons or commenda  ons (see examples in Example 
Visi  ng Team Report). The team is encouraged to provide consulta  ve assistance by wri  ng 
sugges  ons. Jus  fi ca  on for any sugges  on given will be included in the fi ndings. 

 NO  Items

 For all items marked NO on the check sheets, the team member must have found no ins  tu  onal 
documenta  on or inadequate documenta  on to verify compliance. Findings of non-compliance 
MUST be wri  en for any item marked NO.  Before fi ndings are wri  en, it must be determined that 
the ins  tu  on is in viola  on of a policy, rule, standard, or condi  on and that the documenta  on 
has not been overlooked. When documenta  on cannot be found, the team must request the 
documenta  on from the ins  tu  on’s staff  member responsible for the area in ques  on. Findings 
must be wri  en in narra  ve form to describe what the team found or did not fi nd to determine the 
ins  tu  on’s noncompliance with the item on the check sheet and to provide a clear ra  onale for any 
fi ndings of non-compliance. Make use of the terminology in the statements on the check sheets in 
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wri  ng the fi ndings (see examples in Example Visi  ng Team Report). Finding(s) must be in narra  ve 
form and should also make use of the terminology in the statements on the check sheets to make 
sure the fi nding clearly relates to the item marked NO. Normally, there will be one fi nding of non-
compliance wri  en for each NO on the check sheet.

 Compound Statements (Mul  -Part Criteria)

 Some of the statements on the check sheets are compound statements. These are also known as 
‘mul  -part’ criteria. If the ins  tu  on is not in compliance with any part of the statement, NO must 
be checked. Only that part of the statement with which the ins  tu  on is not in compliance will be 
addressed in the fi ndings of non-compliance. 

 Standard 2

 One individual set of check sheets will be completed for each educa  onal program at the main 
campus and each educa  onal program at all other sites. The team member assigned Standard 2 will 
then consolidate the individual program check sheets and put the informa  on on the composite 
program check sheet to be included in the team report (see examples in Example Visi  ng Team 
Report). The individual program check sheets will not be included as part of the offi  cial team report, 
but will be included in the so  ware and transmi  ed to COE once the team report is complete.

 3. Defi ni  ons

A fi nding of non-compliance is a statement by the team that describes the circumstances during a 
site visit that indicate the ins  tu  on is in viola  on of a policy, rule, standard, or condi  on. Findings 
of non-compliance require that the ins  tu  on remove the viola  on and submit documenta  on 
assuring the Commission that the viola  on has been corrected.

A sugges  on is defi ned as a statement wri  en by the team poin  ng out improvements that might 
be made in an educa  onal program or in the opera  on of some part of the ins  tu  on to promote 
educa  onal improvement. The ins  tu  on may respond to sugges  ons, but is not required to do so.

 4. Examining Ins  tu  onal Documenta  on

Team members should prepare a list of materials and records that must be examined a  er arriving 
at the school.  They must examine all documents which support each policy, rule, standard, 
condi  on, and each educa  onal program.  Documenta  on will be in the form of exhibits prepared 
by the school for viewing by the team. Exhibits must be provided in electronic format. Student 
and personnel records in the school fi les, curriculum materials used by instructors, and any other 
documenta  on not exhibited may be requested in order to determine compliance with the policies, 
rules, standards, and condi  on. Consider  me constraints in governing the amount of  me spent 
examining documenta  on; however, be thorough enough to be fair to the ins  tu  on and to do a 
credible job as a team member.

 5. Interviews

Team members must plan carefully because site visit  me is limited.  Prepare a list of people to be 
interviewed.
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  a. Mingle and talk with (1) students; (2) instruc  onal staff ; (3) administra  on; and (4) 
non-instruc  onal staff  of the ins  tu  on (see Suggested Techniques for Eff ec  ve 
Interviewing).

   b. Keep accurate notes.
   c. Keep a list of persons interviewed (correct spelling of names and  tles).
  d. Be professional and friendly.
   e. Make no verbal fi ndings of non-compliance during the visit.
  f.  Should any cri  cal problems arise, discuss them with the team leader or Commission 

representa  ve.
  g.  Avoid discussing the team’s ac  vi  es with anyone other than team members.  Ques  ons 

from the news media should be referred to the team leader.
  h. Avoid, “Where I come from, we do it like this.”
   i. Be a good listener.

 6. Team Report

 An offi  cial team report is compiled to inform the staff  of the ins  tu  on and the Commission about 
the status of the ins  tu  on as measured against its mission and the policies, rules, standards, and 
condi  ons of the Commission.

 The introduc  on to the report and any fi ndings of non-compliance shall be wri  en in narra  ve form 
and be as clear and concise as possible.  Complete sentences should be used in every instance. 
Names and the personal pronoun ‘I’ should not be used in the report. The report must be considered 
a report of the en  re team and receive concurrence of the en  re team before it is considered 
complete. Remember, the report is a TEAM report.

 Each team member must complete the parts of the report he/she is assigned by the team leader 
which may include:

  a. Completed Standard Check Sheets
   b. Completed Educa  onal Program Check Sheets
   c. Appropriate fi ndings of non-compliance and sugges  ons, if any (see examples in 

Example Visi  ng Team Report)
   d. Personal Interview Sheets (see form in Appendices sec  on)

  7. Visi  ng Team Evalua  on of the Ins  tu  on’s Self-Study Report

The team leader shall complete the Visi  ng Team Evalua  on of the Ins  tu  on’s Self-Study Report 
(see evalua  on form in Appendices sec  on) with input from the team members during a team 
conference.  The completed evalua  on shall be included as part of the team report.

  8. Exit Report

The team will make an informal oral report to the chief administra  ve offi  cer and/or key personnel 
at the end of the visit. The team must avoid any sugges  ons or predic  ons about accredita  on.
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C. Team Member Finances

The expenses incurred by team members are reimbursed by the Council on Occupa  onal Educa  on. Team 
members must make their own travel arrangements and must be fi nancially prepared to pay for travel, 
food, and lodging for the dura  on of the visit. Actual expenses of each team member are reimbursed in 
accordance with the Council on Occupa  onal Educa  on Reimbursement Policy.

 1. Original Receipts

 Original receipts are required. Scan and submit all receipts for airline travel, car rentals, hotel bills, 
group meals, and all other expenditures.

 2. Transporta  on

 Travel by common carrier (airplane, train, bus, boat, etc.) will be reimbursed at the normal economy 
rate or actual cost, whichever is less, plus the necessary expense to and from the place of departure 
of the common carrier. Plane reserva  ons should be made at the earliest date possible in an a  empt 
to obtain the lowest priced  cket available. While a few team members are scheduled only a day or 
two before they actually travel, most are scheduled weeks in advance.

 3. Personal Auto

 Personal automobile usage, if requested, is authorized at the current IRS-approved rate by the 
most direct route. The maximum allowable reimbursement, including en route expenses, may not 
exceed the published tourist air fare to and from the site of the mee  ng. When the tourist air fare 
is less than the amount requested on an expense voucher from use of a personal automobile, the 
diff erence will be subtracted from the requested amount.

 4. Car Rental

 Car rental requires advance authoriza  on by the Commission or ins  tu  on. There must be an 
indica  on on the expense voucher of the individual’s name who gave the authoriza  on.

 5. Nonreimbursable Expenses

 Nonreimbursable expenses include items not directly related to Commission business; such as, 
telephone calls, lodging and meals for family members and guests, movies, entertainment, etc. If you 
are authorized to sign the hotel bill upon check-out, pay for nonreimbursable expenses at that  me 
and have the hotel deduct this from the fi nal bill sent to the Council. In other cases, nonreimbursable 
expenses are to be deducted from the total of expenses on the expense voucher.

 6. Accommoda  ons

 It should be the host ins  tu  on’s choice as to where team members stay, provided the facili  es are 
clean and safe. Team members do not have the op  on of choosing more expensive quarters unless 
they are willing to pay the diff erence.
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 7. Guests

 While it is some  mes appropriate for a spouse or other family or friends to accompany a team 
member on a visit, these persons must not par  cipate in team ac  vi  es, nor should any of their 
expenses be included on the expense voucher. The team member should assure the host that guest 
expenses are being paid separately.

Team Leader Procedures

A. Preliminary Visit

The team leader shall make a preliminary visit to the ins  tu  on not less than one month before the dates of 
the team visit. The purpose of the preliminary visit is to review with the school offi  cials the responsibili  es of 
the school and the team and to assure that prepara  ons are complete (see Preliminary Visit Worksheet).

  1. Contact School

Contact the school regarding the preliminary visit (at least 60 days before team visit) and discuss the 
following:

  a. Date of preliminary visit (at least 30 days before team visit).
   b. If the self-study was not previously mailed, an overnight visit may be in order to provide 

 me to review the self-study.
   c. Means of travel, accommoda  ons, and transporta  on while at the school.
   d. Exhibits and other documents and materials that will be needed at the  me of the 

preliminary visit.
  e. Whether the on-site administrator or other full-  me employee at the main campus 

a  ended a Commission Self-Study Workshop within six (6) to eighteen (18) months prior 
to the team visit.  If not, check with the Commission offi  ce for instruc  ons.

   f. What the school can expect during the preliminary visit.

   Confi rm the items above in wri  en correspondence.

 2. The Preliminary Visit (at least 30 days prior to scheduled date of team visit)

  a. Tour facili  es with condi  ons, policies, rules, standards, and criteria in mind.

                      (1) Check for current license (non-public)
   (2) Spot check supplies, equipment, and physical facili  es
   (3) Be introduced to faculty and staff  (random and informal)
    (4) Check out media services
   (5) Check student permanent records
   (6) Make sure that records are kept in fi re-proof storage devices, or that duplicate 

records are kept off -site, or that an electronic backup system is in place
   (7) Check fi les for advisory commi  ee mee  ngs
    (8) Become familiar with the layout of the campus and loca  on of all extension 

facili  es and branches
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  b. Review Documents Related to the Team Visit

    (1) Discuss defi ciencies, if any, and encourage rewri  ng of the self-study before 
mailing to team members. 

   (2) Review all suppor  ng exhibits and the manner in which they will be made 
available to the visi  ng team. Suggest the development of any addi  onal 
documents or materials which may be of further assistance to the  team or to the 
ins  tu  on. (See Self-Study Exhibit Prepara  on.)

    (3) Use the most recent COE Approved Program List to verify programs currently 
being off ered. Contact the COE offi  ce if discrepancies exist.

    (4) Ask for a copy of the self-study workshop a  endance cer  fi cate to confi rm 
that the on-site administrator or other full-  me employee at the main campus 
a  ended a Commission Self-Study Workshop within six (6) to eighteen (18) 
months prior to the ins  tu  on’s team visit. (If the ins  tu  on has failed to meet 
this requirement, no  fy the Commission immediately.)

   (5) Review the team assignments with the chief administra  ve offi  cer of the 
ins  tu  on. If team assignments need to be changed, contact the COE offi  ce for 
revisions.

  c. Examine Financial Statements

    (1) Non-public ins  tu  ons must have fi nancial statements including notes for the two 
most recent fi scal years audited by an independent cer  fi ed public accountant and 
completed Commission fi nancial forms.

    (2) Compare with standard requirements.

  d. Work Room

The visi  ng team will need a secure room in which they will review exhibits, hold team 
conferences, write reports, and take periodic breaks. This room should be as centrally 
located as possible, well-lighted, and large enough to accommodate the team. The room 
should be clearly iden  fi ed as the “Team Work Room” and should be considered off  
limits to school personnel during the team visit.

The following list of materials, supplies and equipment should be in the room:

Tables, shelves, or other means to display documents, if necessary. (Exhibits must be 
available for the team’s review in digital format, but may be requested in hard copy by 
the team leaders and/or members during the visit.) One helpful method for hard-copy 
exhibits is to fi le exhibits in ‘milk crate’ type fi le boxes by standard in the same numerical 
order as they appear on the team’s COE check sheets. Ins  tu  ons may choose to place 
exhibits (in PDF format) in a digital fi le to increase accessibility, save copying resources, 
storage, etc. Conference table(s), chairs and/or work sta  on for each team member, 
observer, and COE staff  member.

    Computers and Printer(s) Internet Access Highlighters  Lined Wri  ng Pads
    Copy Machine  File Folders Paper Clips  Paper Shredder
    Pencils and Ball-Point Pens Staplers  Transparent Tape Post-It Notes
    Computer Paper  Scissors  Pencil Sharpener Wastebaskets
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   e. Schedule and Agenda

    Review and plan the team schedule and agenda (see Visi  ng Team Informa  on) 
    considering:

  (1) Ins  tu  ons that operate only in the a  ernoon or at night
  (2) Ins  tu  ons that have full-  me educa  onal programs off ered in morning, 

a  ernoon, and  at night
  (3) Ins  tu  ons that have off -campus facili  es (distance and  me factors must be 

considered.)

 f. Informa  on provided to team members

   (1) Visi  ng Team Informa  on (see form in Appendices sec  on).
   (2) With chief administrator, jointly dra   an email to team members (see Sample 

Email from Team Leader to Team Members).
   (3) Determine the date the Self-Study Report and other materials will be transmi  ed 

by the school to the team members. This material might include:

      The Self-Study Report Faculty Handbook  School Catalog
      Program Supplements Student Handbook

      The team leader may wish to off er team members the opportunity to request 
addi  onal documents for advance study.

   g. Disposi  on of Self-Study Document and Other Materials

     Discuss the chief administrator’s wishes concerning the team members’ copies of the 
Self-Study documents and materials rela  ve to their disposi  on at the con-clusion of the 
visit.

   h. Accommoda  ons

    (1) Discuss and plan housing, transporta  on, and meal arrangements for the team 
visit.

    (2) Hotel billing. It is preferable to have hotel charges billed directly to the ins  tu  on.
    (3) Team leader’s room should be large enough to accommodate team mee  ngs, or a 

separate mee  ng room should be arranged.

   i. Media No  ce of Applica  on for Accredita  on

     Ini  al accredita  on and reaffi  rma  on team visits require that the ins  tu  on has given 
no  ce in the appropriate newspaper(s) and/or media services that the school is applying 
for ini  al accredita  on or reaffi  rma  on of accredita  on with the Commission of the 
Council on Occupa  onal Educa  on. The no  ce must state that persons wishing to 
make comments should either write to the Execu  ve Director, Council on Occupa  onal 
Educa  on, 7840 Roswell Road, Building 300, Suite 325, Atlanta, Georgia 30350, or the 
Council’s web site (www.council.org). Persons making comments must provide their 
names and mailing addresses.
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B. Prepara  on for the Team Visit

 1. Team Leader Informa  on

  Informa  on for the Team Leader, including team report so  ware access informa  on, Commission 
publica  ons, check sheets, and other informa  on forms will be made available to the team leader 
by Commission staff . Addi  onally, team leaders will be provided a PowerPoint presenta  on/script 
from the Council that contains facts about COE and the accredita  on process that may be used 
when making introductory remarks during the visit. (See COE PowerPoint Presenta  on for Teams 
in the Appendices.) Requests for jus  fi ed changes, dele  ons, or addi  ons are to be submi  ed to 
Commission staff .

 Advise all team members to no  fy the chief administra  ve offi  cer, team leader, and Commission staff  
of their travel plans via email or telephone.

 2. Team Member Informa  on

 All persons who par  cipate on team visits must have an ac  ve account in the COE MyCouncil 
accredita  on management system. This system provides access to the team report so  ware for each 
ins  tu  on visited. A link to the team report so  ware fi le for the ins  tu  on to be visited is placed in 
the MyCouncil account of each team member under the ‘Applica  ons’ tab. Informa  on for the team 
visit, team roster, travel instruc  ons, lodging informa  on, special events, etc. are provided within 
each team report fi le. The team report fi le link is provided when all member on the team roster 
have been confi rmed and the roster is complete. Addi  onal informa  on will be provided by COE, the 
team leader, and the ins  tu  on.

 3. Schedule

 Schools being evaluated have spent many months preparing for the team visit. The number of  team 
members has been selected in propor  on to the size and complexity of the school. Experience has 
indicated that the amount of  me described under Team Visit is the very minimum required for a 
comprehensive compliance evalua  on. No eff ort should be made to accelerate the schedule.

C. Team Visit

 1. Day One of Team Visit

 First Conference of the Team at the hotel (Arrival day: conference  me suggested is approximately 
4:00 p.m.; however, the fi rst conference can be at any  me a  er noon of the arrival day.)

   a. Introduce each team member.

    (1)  Record team member room numbers and cell phone numbers.
   (2)  Note departure  me of each member.
    (3)  Make sure all team members have name tags.
   (4)  Introduce Assistant Team Leader.

  b. Review team member assignments and make any necessary rearrangements.
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  c. Discuss the team schedule and work of the team.

   (1)  Encourage each member to develop a work plan and schedule.
    (2)  Discuss transporta  on needs and schedule visits to off -campus facili  es.
   (3)  When possible, plan to have meals as a group and discuss business during meals.

  d. Brief the team members about the ins  tu  on and the Commission’s policies, rules, 
standards, and criteria as if they have never been on a visit.

    (1) Remind team members to review all materials; such as,

    (A) Ins  tu  on’s Self-Study
    (B) Handbook of Accredita  on
    (C) Guidelines for Accredita  on Visi  ng Teams
    (D) Exhibits

   (2) Review check sheets and procedures for wri  ng fi ndings of non-compliance.
   (3) Emphasize that team members are not to discuss fi ndings with school personnel 

(advise members to be careful of statements that might leave an impression of 
accredita  on or non-accredita  on).

   (4) Distribute Personal Interview Sheets and review interviewing techniques.

    (A) Mingle with school personnel and students.
    (B) Make certain all school personnel are interviewed by at least one team 

member.
    (C) Make a list of the names (spelled correctly) and  tles of each person 

interviewed.
    (D) Record names and  tles in the team report so  ware and turn the hard copy 

list in to the team leader on the last day of the visit.

   (5) Establish team leader’s offi  ce hours.
    (6) Explain how meals and room expenses will be reimbursed.

 2. Social Func  ons (Op  onal)

 Members of the ins  tu  on’s staff  should become acquainted with the members of the visi  ng team 
as soon as possible. This task may be accomplished by way of several methods:

   A dinner (a more formal event);
   A recep  on (a more casual event with beverages and snack items available);
   A breakfast (buff et or con  nental); or
   An opening mee  ng of the ins  tu  on staff  and team members.

 These methods are merely sugges  ons. In no way does the Commission prefer one method 
over another, nor does it encourage the ins  tu  on to incur excessive expense for this event. The 
Commission does, however, discourage the serving of alcoholic beverages at this event.
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 Whatever method is chosen by the ins  tu  on, the event should take place very early in the team 
visit (the evening before the evalua  on begins is most appropriate) and need not occur more than 
once during the visit. It is not uncommon for teams to have ‘working meals’; therefore, ins  tu  ons 
should not make plans to entertain the team every night of the visit.

 If a formal event is agreed upon by the ins  tu  on and the team leader, planning for the event should 
include the following:

  a. Sea  ng

    (1) Team leader should become aware of any visitors such as board members, state 
staff , or senior offi  cers a  ending the dinner conference.

   (2) Team leader and Commission representa  ve should dine with or very near the 
chief administra  ve offi  cer of the ins  tu  on.

  b. Introduc  ons

   (1) Introduce team members or have team members introduce themselves including 
a brief statement of experience.

   (2) Team leader and/or Commission representa  ve should make a few remarks. Team 
leaders will be provided a PowerPoint presenta  on/script from the Council that 
contains facts about COE and the accredita  on process that may be used when 
making introductory remarks during the visit. (See COE PowerPoint Presenta  on 
for Teams in the Appendices.)

    (A) Express apprecia  on for eff ort expended.
    (B) Express shared interest in importance of occupa  onal educa  on.
    (C) Briefl y review accredita  on process and what to expect.
    (D) Charge all personnel with ensuring a comprehensive and mutually rewarding 

visit.

 A  er the event, the team leader should be available to talk with team members.

 3. Day Two of Team Visit—Programs

  a. Morning

   (1) Review procedures, work responsibility, assignments.
   (2) Review schedule.
    (A) Set team conference  mes to share fi ndings and observa  ons.
    (B) Determine schedule for night classes.
   (3) Allow chief administra  ve offi  cer to address the team briefl y.
   (4) School tour.

  b. Mid-morning   

   Begin work.

   Program Check Sheets (see Example Visi  ng Team Report)

   (1) One set of individual program check sheets should be completed for each program 
at each campus.
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   (2) Individual program check sheets are to be submi  ed to the team member 
assigned Standard 2 as they are completed. If there are any concerns, hold them 
for a team discussion. The team members with concerns should prepare dra   
remarks for the impending discussion. If no concerns are expressed or revisions 
made, the person reponsibile for Standard 2 will have the team member enter the 
data into the Electronic Team Report So  ware for that individual program.

  c. End of the Day

    (1) Review the progress and restructure the team if necessary.
    (2) Remind team of schedule for team members returning if the ins  tu  on has night 

classes.
    (3) Have team members enter data collected on program check sheets into team 

report so  ware.
   (4) Determine if a private session with the chief administra  ve offi  cer is necessary.

 4. Day Three of Team Visit—Standards

  a. Recap Programs

   Review fi ndings of non-compliance wri  en for programs and assure that the team concurs 
on the report. Have team members submit their individual program check sheets to the 
member assigned Standard 2 who will consolidate all fi ndings into a composite program 
check sheet which is to be included in the team’s report. A fi nding is only wri  en once for a 
standard viola  on, however, that viola  on may occur in mul  ple programs.

  b. Standards

    (1) A check sheet must be completed for each standard.
    (2) Remind team members that if there is an area of concern, they must request 

addi  onal documenta  on from the school staff  member who has responsibility for 
that area.

    (3) Emphasize to team members that any plan must be wri  en and followed.
    (A) Must see wri  en plan—not verbal explana  on.
  `  (B) Plan must be individualized for off -campus sites.
    (C) Must see evidence that plans are in opera  on and that procedures are 
      currently being followed.
   (4) Make sure that the team member assigned Standard 3 (Program and Ins  tu  onal 

Outcomes) verifi es accuracy of comple  on and placement and licensure exam 
sta  s  cs reported. For comple  on, see backup documenta  on (names and 
transcripts). For placement, acquire names and phone numbers of a sampling 
of employers of students placed, and call the employers. For licensure, review 
reports from the state licensure exam agencies and school records.

    (5) Make sure that the team member assigned Standard 7 (Financial Resources) 
examines the fi nancial statements carefully to assure that the school meets each 
of the criteria for fi nancial stability. If there is a ques  on, discuss with team leader 
and/or contact a COE staff  person for guidance. 

   (6) The team member assigned Standard 7 must also examine the refund policy to 
assure that the school is in compliance with the COE refund policy or meets one 
of the condi  ons for devia  on from COE’s refund policy. A minimum of 25 student 
fi nancial records must be selected by the team member for review. The number 
of records reviewed must be recorded on the check sheet. NOTE: This item is a 
requirement in order for the Commission to meet Federal regula  ons.
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   (7) Make sure that the team member assigned Standard 8 (Human Resources) verifi es 
state requirements for teacher cer  fi ca  on and randomly checks personnel fi les 
to make sure instructors meet those requirements. If applicable, verify that all 
instructors in associate degree programs meet COE requirements.

   (8) Make sure that the team member assigned Standard 10 (Student Services and 
Ac  vi  es) verifi es that student records are maintained at the main campus for 
all loca  ons and that the informa  on contained in the records is complete (see 
Handbook of Accredita  on, Standard 10). A minimum of 25 student records must 
be selected by the team member for review. The   number of records reviewed 
must be recorded on the check sheet. NOTE: This item is a requirement in order 
for the Commission to meet Federal regula  ons.

   (9) Make sure that the team member assigned Standard 10 (Student Services and 
Ac  vi  es) reviews the list of student complaints fi led in accordance with the 
ins  tu  on’s student grievance policy since the most recent accredita  on team 
visit. The team member should also review the fi les on these complaints to 
determine whether or not the complaints raise ques  ons about the quality of the 
educa  onal programs off ered by the ins  tu  on.

   (10) When evalua  ng a distance educa  on individual program, remember that the 
ins  tu  on is not required to off er the same program on campus in the tradi  onal 
format. The program may be off ered only in a distance educa  on format.

   (11) Es  mate the  me for the fi nal mee  ng with the chief administra  ve offi  cer.
   (12) At the end of the day, read and discuss dra   copy of the Team Report.
   (13) Determine if a private session with the chief administrator is necessary.

 5. Day Four of Team Visit

  a. Conclude Report Prepara  on

   (1) Finish any part of the Team Report that is s  ll incomplete and have a fi nal review 
of the report by the team. Be sure to include evening programs.

   (2) Make sure data entry into the team report so  ware is complete.
   (3) Print a rough dra   for the team to use during the Exit Report and for backup 

purposes.
   (4) Erase any computer fi les regarding the Team Report on computers at the school.
   
  b. Plan Oral Exit Report

   Discuss and determine with the team members the nature, method, and  me of 
presenta  on of the oral report; cau  on the team members not to speak in the fi rst 
person during the oral exit report.

  c. Complete Visi  ng Team Evalua  on of Ins  tu  on’s Self-Study Report.

  d. Collect Materials from Team Members.

    (1) Interview Sheets
    (2) All check sheets with fi ndings of non-compliance
   (3) Copies of Self-Study Report and suppor  ng documents if the ins  tu  on wants 

them returned
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    (4) Team leader shall retain a copy of the Self-Study Report and Team Report should 
they be needed for future reference

  e. Discuss comple  on and submi  al of COE travel vouchers.

  f. Exit Report

    (1) The fi nal mee  ng of the team is with the chief administrator (mee  ng  me 
suggested to be approximately 1 p.m. of the last day but no later than 4 p.m.).

    (2) Exit Report: Each team member is to give a brief oral report on the programs and 
standards he/she evaluated. The oral report is to be an overview of the fi ndings 
highligh  ng the strengths and weaknesses in order to provide a clear ra  onale 
for fi ndings and sugges  ons. The dra   of fi ndings and sugges  ons should be read 
verba  m. The exit report is not debatable!

    (3) Brief the administrator rela  ve to receipt of and response to the fi nal wri  en 
Team Report. The team leader shall discuss the Ins  tu  onal Response Report and 
Format (see Appendices) with the chief administra  ve offi  cer and should advise 
the chief administra  ve offi  cer that the offi  cial Team Report will be sent to the 
school by the Commission Execu  ve Director.

  g. Leave the campus immediately.

 6. News Media

  During the visit, if the team leader is confronted by the news media, the following is a 
sample of what might be said:

  “The staff  of the ins  tu  on has completed a self-study and wri  en its fi ndings describing the strengths 
and weaknesses of the ins  tu  on in light of its mission and the condi  ons and ten standards of the 
Commission of the Council on Occupa  onal Educa  on. The visi  ng team evaluates and writes a report 
to inform the staff  of the ins  tu  on and the Commission as to the status of the ins  tu  on as measured 
against its mission and the standards, condi  ons, and criteria of the Commission. If the visi  ng team 
fi nds any defi ciencies, the Commission will no  fy the ins  tu  on of the defi ciencies, and the ins  tu  on 
will be given an opportunity to make the necessary changes and submit a documented response to 
the Commission on the ac  on taken. The nineteen-member Commission will take ac  on at a future 
mee  ng and may either grant accredita  on, defer ac  on and request addi  onal documenta  on, or 
deny accredita  on. The total process is confi den  al in nature un  l the Commission has taken fi nal 
ac  on.”

D. A  er the Team Visit

 1. Prepare Team Report

  a. Complete the Evalua  on by the Team Leader (under Team Leader folder) in the team 
report so  ware. Informa  on is confi den  al.

   b. Write email to team members thanking them for their work and telling them that the 
fi nal Team Report has been submi  ed to the Commission. Send emails when the Team 
Report is sent.
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  c. Edit and compile the Team Report into a unifi ed document, rewri  ng the various 
sec  ons as necessary.

   (1) Wording in the team report should be consistent throughout.
   (2) Delete words such as seems, appears, and feel.
   (3) Review fi ndings of non-compliance to make sure they are indeed viola  ons of 

condi  ons, policies, rules, standards, or criteria and that the fi ndings give clear 
ra  onale for the fi ndings.

   (4) Make sure fi ndings are clearly stated and are not duplicated in other standards.
   (5) While it is usually not necessary for the fi nal dra   of the Team Report to be 

reviewed by the team members, the team leader may circulate a copy among 
team members if a review is necessary.  

 2. Format for Visi  ng Team Report

  The team report so  ware will create the fi nal team report which will include the following:

  a. Cover page
  b. Table of contents
  c. Introduc  on (by team leader)
  d. Summaries of Findings, Sugges  ons, and Commenda  ons
  e. Visi  ng Team Evalua  on of the Ins  tu  on’s Self-Study Report
  f. Condi  ons Check Sheet
  g. Check sheets for Standards 1 through 10 (for Standard 2, only one composite check 

sheet will be included)
 

 3. Transmit to COE

  Transmit to COE no later than one calendar month following the team visit:

  a. The fi nal team report. This is accomplished by supplying all required data in the team 
report so  ware, audi  ng the data, clearing any error messages reported by the audit, 
and submi   ng the team report electronically to the Commission through the so  ware.

  b. Team leader’s travel voucher for the visit electronically with all appropriate        receipts 
scanned. This voucher may be sent under separate cover.

  c. Worksheets for refund policy and branch and extension campuses.

  NOTE: Under no circumstances should the team report be sent to the ins  tu  on by the 
team leader or contents revealed to unauthorized persons.

  The team report will be reviewed by the Commission staff  and a copy sent to the chief 
administra  ve offi  cer of the ins  tu  on.

  IMPORTANT REMINDER: The verifi ca  on forms for graduates, placements, and 
  licensure exams must be le   at the ins  tu  on to become part of the ins  tu  on’s      

accredita  on fi le.
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Council on Occupational Education 

Conflict of Interest Policy 
 

Purpose 
 
The purpose of the Conflict-of-interest policy is to protect the Council on Occupational Education’s interest when it 
is carrying out its mission of assuring quality and integrity in career and technical education. This policy is intended 
to supplement but not replace any applicable state laws governing conflicts of interest applicable to the Council on 
Occupational Education as a non-profit corporation organized under the laws of the State of Georgia. 
 
Policy 
 
No member of the board of commissioners of the Council on Occupational Education, (“COE” or “the Council”) or 
any of its evaluation team members, consultants, appeal board members, or administrative staff shall derive any 
personal profit or gain, directly or indirectly, by reason of his or her participation with the Council.  
 
Each individual shall disclose to the Council any personal interest which he or she may have in any matter pending 
before the Council and shall refrain from participation in any decision on such matter. Any member of the 
commission, an evaluation team, or an appeal board who is an officer, board member, committee member or staff of 
an institution that is accredited, a candidate for accreditation or seeking accreditation from the Council shall identify 
his or her affiliation with the institution and shall not participate in any decision affecting that institution by the 
Council. 
 
Annual Statements 
 
Each member of the Commission or administrative staff, or consultants with Commission delegated powers shall 
annually sign a statement which affirms that such person: 
 
 a. has received a copy of the conflict-of-interest policy; 
 b. has read and understands the policy; and, 
 c. has agreed to comply with the policy. 
 
Statements by Occurrence 
 
Each member of evaluation teams, appeal boards, or consultants with Commission delegated powers shall sign a 
statement upon the occurrence of the Commission assigning of such powers which affirms that such person: 
 
 a. has received a copy of the conflict-of-interest policy; 
 b. has read and understands the policy; and, 
 c. has agreed to comply with the policy. 
 
Violations of the Conflict-of-Interest Policy 
 
If the Commission has reasonable cause to believe that a Commissioner, appeal board member, evaluator, 
consultant, or administrative staff member has failed to disclose actual or possible conflicts of interest, it shall 
inform the individual of the basis for such belief and afford the individual an opportunity to explain the alleged 
failure to disclose. 
 
If after hearing the response of the individual and undertaking such further investigation as may be warranted under 
the circumstances, the Commission determines that the individual has in fact failed to disclose an actual or possible 
conflict of interest, it shall take appropriate action consistent with the by-laws of the Council on Occupational 
Education. 
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Council on Occupational Education 
 

Annual Disclosure Statement for Commissioners, 
Evaluation Team Members, Appeal Board Members, Consultants, and Staff 

 
At this time, I am a Commission member, committee member or an employee of the following 
organizations: 
 
 
 
 
 
 
 
 
I                                                                      hereby affirm that I have received a copy of the Council on 
Occupational Education’s Conflict-of-Interest Policy and that I have read, understood and agree to 
comply with the policy.  I also affirm that except as described below, I am not now nor at any time during 
the past year have I been: 
 
 1. A participant, directly or indirectly, in any arrangement, agreement, investment, or other 

activity with any institution that is accredited by the Council or is an applicant or candidate 
for accreditation by the Council which has resulted or could result in personal benefit to me. 

 
 2. A recipient, directly or indirectly, of any salary payments or loans or gifts of any kind or any 

free service or discounts or other fees from or on behalf of any institution that is accredited 
by the Council or is an applicant or candidate for accreditation by the Council. 

 
Any exceptions to 1 or 2 above are stated below with a full description of the interest, whether direct or 
indirect, which I have or have had during the past year in the institutions that are accredited, applicants for 
accreditation or candidates for accreditation by the Council. 
 
 
 
 
 
 
 
 
 
 
 
Date:                                             Name: 
 
 
Signature:  
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PRELIMINARY VISIT WORKSHEET 
for Accreditation Visiting Teams 

2016 Edition 
 

GENERAL INFORMATION  YES  NO 
1. Contacted the school regarding the preliminary visit (at least 60 days before the team visit).     
2. Contact the COE office immediately if YES: The institution’s self‐study is not an original 

document (either a copy of another institution’s self‐study document or is an updated version 
of the last self‐study used during the last accreditation team visit.) 

   

3. Contact the COE office immediately if NO: Institution has certificate proving Candidate 
Academy or Self‐Study Workshop attendance within 6 to 18 months from hosting the visiting 
team.  

   

4. Contact the COE office immediately if NO: Narrative for the Conditions and all Standards of 
Accreditation for the institution’s self‐study are in final draft form. 

   

5. Contact the COE office immediately if NO: The institution has had students continuously in 
attendance for a minimum of two years except for regularly scheduled breaks, holidays, and 
vacation periods. 

   

6. Accuracy of ownership information for non‐public institutions on file with the Council has been 
verified. (Any changes in ownership information that have not been reported to the 
Commission must have a recommendation written under Conditions of Accreditation.) 

   

TOUR OF THE FACILITIES ‐ Tour of facilities has been made, and the following items have been 
confirmed: 

YES  NO 

1. Have become familiar with the layout of the main campus and the location of all other 
campuses (if any). 

   

2. Accuracy of all locations (names and street addresses). (Any campuses that have names 
different than that of the main campus or street addresses that have not been approved by the 
Commission must have a recommendation written under Conditions of Accreditation.) 

   

3. Introductions have been made with faculty and staff (random and informal).     
4. Current License (non‐public institutions only)     
5. Spot check completed on supplies, equipment, and physical facilities.      
6. Spot check completed on media services.     
7. Spot check completed on records and records storage. (Records are kept in fire‐proof storage 

devices, duplicate records are kept off‐site or on computer diskettes, or an electronic back‐up 
system is in place.) 

   

INSTITUTIONAL ADVISORY COMMITTEE  ‐ Files have been reviewed and the following has been 
confirmed:  

YES  NO 

1. Institutional advisory committee is in place.     
2. Minutes reflect that committee approved institutional mission.     
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OCCUPATIONAL ADVISORY COMMITTEES ‐ Files have been reviewed and the following has been 
confirmed: 

YES  NO 

1. Occupational advisory committees are in place for each program taught by the institution and 
comply with all requirements for membership. 

   

2. Minutes exist that document two meetings have been held each year.     
3. Curriculum for each program has been reviewed.     
4. Roster of each occupational advisory committee designating "official members" with their 

name, place of employment, and occupational title. (All committees should have this roster.) 
   

5. Minutes reflect committee(s) have confirmed that programs offered are congruent with the 
mission of the institution. 

   

6. Minutes reflect that committee(s) has approved program(s) objectives.     
7. An occupational advisory committee has completed the required survey of standards. (Online 

receipt from website must be provided as evidence that Survey of Standards was completed.) 
   

COPIES REVIEWED ‐ Copies of the following have been obtained for review (Online/Hardcopy):  YES  NO 
1. School Catalog      
2. Student Handbook      
3. Staff Handbook      
4. Brochures      
FINANCIAL STATEMENTS – Financial statements have been examined (non‐public institutions), 
and the following has been confirmed: 

YES  NO 

1. Audited financial statements for the two most recent fiscal years are available/will be available 
for the team visit. 

   

2. COE financial questionnaire for the most recent fiscal year is available/will be available for the 
team visit. 

   

PERMANENT ACCREDITATION FILE ‐ Permanent accreditation file has been reviewed and 
contains the following: 

YES  NO 

1. Copy of all institutional correspondence with COE.     
2. Copy of the last Self‐Study.     
3. Copy of the last accreditation visiting team report and all other team reports since the last 

accreditation visiting team. 
   

4. Copy of the institution's response report for the last accreditation team and all other response 
reports to visiting teams since the last accreditation visiting team. 

   

5. Copy of all substantive change applications since the last accreditation visiting team     
6. Copy of all annual reports since the last accreditation visiting team.     
WORKROOM ‐ The following team requirements have been discussed with the institution's chief 
administrative officer: 

YES  NO 

1. Computers, Software Needs (Firefox, any version, or Internet Explorer version 10 or greater 
recommended), and Internet Access for each member. 

   

2. Printer     
3. Copy Machine     
4. Office Supplies (see list in Guidelines manual)     
5. Trash cans/Paper shredders     
6. Tables and Chairs     
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MATERIALS ‐ The following materials to be sent to the team members have been reviewed with 
the institution's chief administrative officer (suggested) and may be made available in electronic 
form: 

YES  NO 

1. Self‐Study and Exhibits     
2. Digital Program Supplements     
3. School Catalog     
4. Student Handbook     
5. Staff Handbook     
6. Directory of School Faculty, Staff and Administration (with photos, if possible)     
7. Brochures for the Programs     
8. Hotel Literature     
9. Chamber of Commerce Literature     
10. Map     
11. Tentative schedule has been developed and copy has been given to the institution's chief 

administrative officer. (Allowances included for: institutions that operate only in afternoon or 
at night; all programs which are offered morning, afternoon, and night; and, distance between 
all campuses of the institution, if applicable.) 

   

ACCOMMODATIONS ‐ The following accommodations have been made for the team:  YES  NO 
1. Hotel billing ‐ preferably direct bill to institution     
2. Team leaders room large enough to accommodate meeting or make plans for other meeting 

area 
   

3. Meals ‐ breakfasts, lunches, dinners.     
4. Visiting Team Information has been completed with input from the institution's chief 

administrative officer. 
   

SELF‐STUDY  YES  NO 
1. Self‐Study has been examined. (Discuss deficiencies with the institution's chief administrative 

officer and encourage re‐writing before mailing to team members.) 
   

2. Spot check completed to ensure that exhibit preparation is on track (see Self‐Study Exhibit 
Preparation in Guidelines manual). 

   

3. Distribution and disposition of copies of Self‐Study has been determined.     
CONDITIONS AND STANDARDS ‐ Conditions and Standards check sheets have been examined and 
the following has been discussed with the institution's chief administrative officer: 

YES  NO 

1. Stress the need to incorporate each condition into the self‐study exhibits, or make 
documentation available to verify each item. (Ensure that “most current forms” on website are 
utilized in the self‐study.)  

   

2. Stress that all plans and procedures mentioned in the standards must be in written form and 
the institution must demonstrate that all plans and procedures are being followed. 
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PROGRAMS ‐ COE approved programs have been confirmed and the following has been 
determined: 

YES  NO 

1. New programs added?      
2. Programs deleted?     
3. Programs not enrolling students for the past 365 days have been deleted from the approved 

program list.  
   

4. Confirm whether or not the institution is required to comply with the Federal clock to credit 
hour conversion policy for its programs. 

   

OTHER ITEMS  YES  NO 
1. Team member assignments have been reviewed with the institution's chief administrative 

officer. 
   

2. Suggestions have been made to institution's chief administrative officer for any other 
documentation which may help the team during the visit. 

   

3. The institution has given notice in appropriate newspaper/media that they are applying for 
initial accreditation/reaffirmation of accreditation. (Notice must state that persons wishing to 
make comments should write the Council. Persons making comments must provide their name 
and mailing address.) 

   

TEAM MEMBER CORRESPONDENCE ‐ Correspondence has been completed either in the team 
report software or sent to team members upon return from preliminary visit and copied to COE: 

YES  NO 

1. Email to Team Members (see Guidelines Manual)     
2. Complete Visiting Team Information (Team Report Software)      
3. Agenda     
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Self-Study Exhibit Prepara  on
Exhibits are documenta  on which support each condi  on and criterion. Exhibits must be made available for the team 
to review during the on-site visit, not prior to the visit. Exhibits are not transmi  ed to the Council offi  ce. Only the self-
study document and program supplements are transmi  ed to the Council offi  ce and to the team members before the 
on-site visit.

Exhibits should clearly demonstrate the ins  tu  on’s compliance with each of the condi  ons and criteria. In some in-
stances, the same exhibits can apply to more than one standard and can be duplicated and/or cross-referenced. Set up 
exhibits according to the latest version of COE check sheets. (The latest versions of check sheets are available at the COE 
website - www.council.org/Documents/Applica  ons and Forms.) 

The accessibility of these materials to the appropriate team member can greatly expedite his/her work and defi nitely 
enhance the eff ec  veness of the team.  

IMPORTANT: The Condi  ons check sheet and check sheets for standards 3, 7, and 10 contain items that are to be com-
pleted by visi  ng team members only. No separate exhibits for these items are required for these items.

Exhibit Format

Exhibits must be made available to the team in digital format. (Team leaders or members may request certain pages or 
sec  ons of documents be printed in hard copy before or during the visit.)

It is impera  ve that the ins  tu  on have the capability to provide adequate computer access to all members of the 
team and to make electronic exhibits easily accessible on an intranet (a private, local network), the internet on a secure 
password-protected site, or on electronic media such as CDs or fl ash drives.

Organizing digital exhibits can be accomplished as easily as se   ng up a folder on the ins  tu  on’s server and subfolders 
labeled for each standard. 

           Self-Study Exhibits

       Condi  ons Of Accredita  on 

      Standard 1 – Ins  tu  onal Mission

      Standard 2 – Educa  onal Programs

      Standard 3 – Program and Ins  tu  onal Outcomes

      Standard 4 – Strategic Plan

      Standard 5 – Learning Resources

      Standard 6 – Physical Resources and Technical Infrastructure

      Standard 7 – Financial Resources

      Standard 8 – Human Resources

      Standard 9 – Organiza  onal Structure

      Standard 10 – Student Services and Ac  vi  es
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Clearly-labeled digital exhibit fi les can be placed within each subfolder that correspond to the criteria on the 
condi  ons and standards check sheets.

           Self-Study Exhibits

       Condi  ons Of Accredita  on 

       Condi  on 7 - Current License from State Approval Agency

       Condi  on 9 - COE Workshop A  endance Cer  fi cates

       Condi  on 10 - Newspaper No  ce Announcing Accredita  on Team Visit

Confi den  al Materials

The loca  on of documents and the name of the person in charge of exhibit materials considered to be 
confi den  al such as personnel evalua  ons, budgets, etc., should be placed in a digital folder appropriately 
iden  fi ed by standard number.
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Visiting Team Information 
 
This information will be confirmed by the team leader at the time of the preliminary visit, will be entered 
into the team reporting software, and will be made available to all team members. 

 

General Information 
 
1. 

 
Name of Institution: 

 
2. 

 
Team Leader: 

 
3. 

 
Date of Team Visit: 

 
4. 

 
Suggested means of transportation to the institution: 

Travel Plans 
 
5. 

 
Will institution provide transportation from airport? 

6.  Name(s), email, and telephone numbers of person(s) to whom team members should send travel plans and 
request for local transportation: 
 

Housing 
 
7. 

 
Name of Facility: 

 
8. 

 
Address: 

 
9. 

 
Telephone: 

 
10. 

 
Fax: 

First Meeting of the Team 
 
11. 

 
Time: 

 
12. 

 
Place: 

 
13. 

 
Estimated Time of Final Meeting: 

Arrangements 
 
14. 

 
The conference room or workroom on campus will be located in: 

  YES  NO 
15.  Will other work or conference rooms be available?     
16.  Will secretarial help be available?     
17.  Will computers be available?     
18.  Will the self‐study document (and program supplements, if any) be made available in 

electronic format? 
   

19.  Will institution provide transportation to and from housing accommodations?     
20.  Will institution provide transportation to reach facilities located away from main 

campus? 
   

21.  Additional Comments: 
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Sample Email
From Team Leader To Team Members

(Le  erhead)

Thank you for agreeing to serve as a team member for the Council on Occupa  onal Educa  on 
accredita  on visit to ____________________________ scheduled for _________________.  

I look forward to mee  ng and working with you on this assignment.  I have completed the preliminary team 
leader visit to the ins  tu  on and believe they are ready to host our team.  

The ins  tu  on’s staff  have put a lot of eff ort into prepara  on for the accredita  on visit and are 
excited to show what they have accomplished.

Since you are receiving this email, the team roster is complete and you should now have access to the ins  -
tu  on’s team visit report fi le in your COE MyCouncil account (www.council.org) under the ‘Applica  ons’ tab.  

Be sure you review the Visi  ng Team Informa  on sec  on in the team report so  ware for informa  on about 
the  me of the fi rst mee  ng of the team and arrangements for lodging and, if appropriate, transporta  on. 
Also, please review your assignments as indicated on the completed roster. You can fi nd the roster in the 
team report fi le by clicking on the Team Info link in the blue task bar (upper right corner).

Please remember to email your travel i  nerary to COE (lacha@council.org), the ins  tu  on’s contact (found in 
the Visi  ng Team Informa  on sec  on) and to me.  If you have any ques  ons or problems, do not hesitate to 
contact me via email or cell.

You may prepare for the visit by reviewing the Handbook of Accredita  on and the Guidelines for Accredita-
 on Visi  ng Team Members available at www.council.org – Documents-Manuals.  Also at www.council.org 

– Documents-Applica  ons/Forms, you will fi nd addi  onal documents for review (i.e. Check Sheets - for the 
type of school you are visi  ng, Expense Voucher, etc.)  The Self-Study document and other material will be 
mailed or emailed to you prior to the visit.

If the contact informa  on on the Team Roster is incorrect, please no  fy the ins  tu  on contact person, 
________________, to provide the correct data.  

Keep your original receipts for expenditures from the  me you leave home and return.  Travel Vouchers for 
reimbursement of your actual expenses will be reviewed during the visit, but receipts are required.

The area we are visi  ng is beau  ful and unique.  Please review the local Chamber of Commerce website 
(URL: ____________) to familiarize yourself with the area.  I am sure you will enjoy the visi  ng team experi-
ence with your peers.

Team Leader ___________________________Email/cell ___________________ / ___ ___ ____



 

 
 

COE PowerPoint Presentation for Teams 
 
This PowerPoint presentation is for use by teams during accreditation visits. 
 
It is important to note that this presentation is provided to teams as an optional tool to use in assisting the team 
explain its mission if the team leader feels it is helpful and appropriate under the circumstances. It is not a required 
function for team visits. 
 
The presentation is designed so that it can be used at several points during the visit, with discretion granted to 
team leaders to determine which point(s) are most appropriate, if any. For example: 
 

(1) The presentation may be used during the first meeting of the team leader and team members to 
provide a basic orientation about the Council, its mission, core values, membership demographics, 
and the benefits of the accreditation process for member institutions. This orientation can help 
especially those team members who are new to the process and reacquaint seasoned team leaders 
and members about the mission of the Council’s accreditation process. 

(2) The presentation may be used during the first formal meeting of the institution’s staff and the team. 
Whether the institution is a long‐term member or going through its first accreditation site visit with 
the Council, this basic information can help all institutional staff (and team members) understand 
who the Council is, what the Council does, and who the Council serves. 

(3) The presentation may be used during the opening banquet or reception, if one has been planned. 
Often times, institutions will invite community leaders, advisory committee members, and others 
from outside the institution to greet the team during this opening event. This is a great opportunity 
to introduce special guests to the Council and its mission. It may give them a better understanding of 
the great investment of time and effort the institution has made toward gaining or reaffirming its 
accreditation with the Council. 

 
If you choose to use this presentation, there are just a few things to remember: 
 

(1) Any slide with an orange heading is a slide you can customize to suit your needs or delete. For 
example, slide #2 is provided for you to use if you want to make a more formal introduction of the 
team. If you choose not to use the slide, simply delete it. If you want to include titles of each of the 
team members, simply add that information to the slide. Feel free to make copies of the slide if you 
need more room. 

(2) Any slide with a light blue heading is basic information about the Council and must not be changed. If 
the presentation is used at all, this basic information must remain in the presentation unchanged.  

(3) There are helpful notes on each page of slides in this presentation. To view these notes, click the 
‘VIEW’ tab and click the ‘Notes Pages’ button. The notes can be printed in hard copy using FILE/Print 
and choosing ‘Notes Pages’. 
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Assuring Quality and Integrity

In Career and Technical Education

The Visiting Team

 TEAM LEADER: George Washington

 TEAM MEMBERS: John Adams

Sam Adams

Thomas Jefferson

John Hancock

 Nonprofit educational organization established in 1971 under 
the laws of the State of Georgia

 Recognized by the US Department of Education (USDOE) as 
a national accrediting agency for               non-degree 
granting post-secondary occupational education institutions

 Recognized by the USDOE as a reliable authority in 
determining institutional quality that meets one of the 
eligibility requirements for Title IV funding

The Council
Trustworthiness

Transparency

Accountability

Commitment

Flexibility

Planning

Collaboration

The Benefits of COE Accreditation

 Continuous Institutional Review and  Improvement

 Continuous Programmatic Review and Improvement

 Continuous Local Industry Review of Occupational Programs

 Continuous Reviews against normed National Standards,  as 

well as Educational and Industry Standards

 Professional assistance and support is provided in preparing 
for the review

 Professional evaluation from out of state  review teams

 Networking and sharing of best practices among other 
institutions and states

 Continuous review cycle of  2 - 6 years provides relevance 
and validity to accreditation process

The Benefits of COE Accreditation
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2

 592 Member Institutions

 Operating in 39 States in US & 10 Countries Worldwide

 Serving over 242,000 full-time equivalent students

 Over 208 Million Hours of Quality Instruction

 9,340 Total Career Program Offerings

 Over 15% of programs offer Associate Degrees

 Over 10% of programs offered through distance learning

2015-16 Demographics Members by Type

 Students Completing Programs = 70+%

 Students Placed in Jobs = 88+%

 Students Passing Licensure Exams 
when required = 91+%

Student Outcomes The Accreditation Process

 Institutional Preparation 12-18 months

 Visiting Team:  To determine if the institution is in 
compliance with the policies, rules, standards and 
conditions of the Commission

 Commission makes the Final Decision about the 
accredited status of the institution.

Thank you for your commitment to quality.
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Example Visi  ng Team Report
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A Note to Team Members

Standard 2 - Educational Programs: The check sheet for Standard 2 - Educational Programs (Individual) 
must be completed for each secondary and postsecondary technical program. Use the appropriate check sheet 
(secondary or postsecondary). Use the check sheet for Standard 2 - Educational Programs (Composite) to 
report fi ndings for all programs, both secondary and postsecondary.



 

 

STANDARD 2 
Educational Programs (Composite) 

Generic Version – 2016 Edition 
 
This check sheet is a composite of all educational programs reviewed. Any program reviewed that 
does not meet any one of the following criteria should have a “No” response checked, and should be 
included in the summary of findings written for this standard. 

Standard 2 Composite Criteria YES NO N/A 
Admissions/Recruiting 
The institution’s admissions policies and processes are: 

1.  Published; 
X   

2. Clearly stated; X   
3. Consistently communicated to students; X   
4. Made available to students prior to enrollment; and, X   
5. Any changes to these publications are communicated in a timely manner.  X   

 6.   For all students admitted to a Vocational English-As-A-Second-Language Program, the institution 
utilizes written admission procedures that comply with policies established by the Commission. 

  X 

 7. The institution clearly defines and publishes a policy on the transfer of students between 
programs within the institution and the transfer of students from other institutions.  

X   

 8. The institution clearly defines and publishes a policy on the transfer of credits that includes a 
statement of the criteria established by the institution regarding the transfer of credit earned at 
another institution. 

X   

 9.   Admission requirements offer reasonable expectations for successful completion of the 
occupational programs offered by the institution regardless of the delivery mode.  

X   

 10. Students admitted into Associate Degree programs have a high school diploma or its equivalent.   X 
An institution that admits students by exception to its standard admissions policies must: 

11. Have written admissions policies and procedures for these exceptions; 
  X 

12. Apply them uniformly;   X 
13. Provide documented evidence on how they are used;   X 
14. Maintain records on student progress; and,   X 
15. Regularly evaluate the effectiveness of the procedures used in admitting students by 

exception. 
  X 

 16.   The institution ensures that recruiting activities are ethical and that all materials used in recruiting 
accurately describe the mission, instructional outcomes, student performance expectations, and 
completion requirements of each program.  

X   

 17.  Prior to admission, students are informed of the costs, equipment, services, time, and technical 
competencies, if any, required by the program, including if applicable, personal data collection 
and processes, and charges associated with verification of student identity.  

X   

 
18.Orientation to technology is provided and technical support is available to students. 

X   

19. For all coursework delivered via distance education: The institution has processes in place to 
establish that the student who registers for a distance education course or program is the same 
student who participates in and completes the program and receives the academic credit.  

  X 

Programs 
Occupational education program policies are congruent with: 

1.   The governing organization; 
X   

2.   The mission of the institution; and, X   
3.   The occupational needs of the people served by the institution. X   

Occupational education program policies are: 
4.   Publicly accessible; 

X   

5. Non-discriminatory; and, X   
6.  Consistently applied. X   

Differences, if any, in occupational education program policies are justified by: 
 7.  Student learning outcomes; and/or, 

  X 

 8. Program outcomes.   X 
Each occupational education program has:  

9. Clearly stated objectives; 
X   

10. Defined content relevant to these objectives and the current needs of business and industry, 
and, 

X   

11. Assessment of student achievement based on the program objectives and content. X   
12. The objectives for each educational program are evaluated annually.  X  
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Standard 2 - Educational Programs (Composite) 
Generic Version - 2016 Edition, Page 2 

Standard 2 Composite Criteria YES NO N/A 
A systematic process has been implemented to document: 
  13. That the objectives and content of programs are current; and, 

 X  

  14. That coursework is qualitatively and quantitatively relevant. X   
 15. Three bona fide potential employers review each educational program annually and recommend: X  
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 16. Admission requirements; X  
17. Program content that is consistent with desired student learning outcomes; X  
18. Program length; X  
19. Program objectives; X  
20. Competency tests; X  
21. Learning activities; X  
22. Instructional materials; X  
23. Equipment; X  
24. Methods of program evaluation;  X  
25. Level of skills and/or proficiency required for completion; and, X  
26. Appropriate delivery formats for the subject matter being taught. X  

NOTE: The Employer Program Verification Form must be completed by potential employers of the institution’s graduates 
as evidence of compliance with criteria 15-26 above.  

 

27.   The institution considers the length and the tuition of each program in relation to the documented 
entry level earnings of completers. 

X   

28.   Courses required for each program are offered with sufficient frequency for the student to 
complete the program within the publicized time frame. 

X   

Associate Degree programs offered must meet the following requirements: 
  29.   The program is designed to lead graduates directly to employment in a specific career. 

  X 

  30.   The appropriate applied degree title, such as Associate of Applied Technology, Associate 
of Applied Science, Associate of Occupational Studies, Associate of Science, or Associate 
of Occupational Technology, is used and includes the specific career and technical 
education field (i.e., Associate of Applied Science in Veterinary Technololgy). 

  X 

  31.   The program has a minimum of 60 semester hours or 90 quarter hours.   X 
32.   The program includes a minimum of 15 semester hours or 23 quarter hours of general 

education courses, with a minimum of one course from each of the following areas: 
humanities, behavioral sciences, natural or applied sciences, and mathematics. 

  X 

33. For all coursework delivered via distance education: The institution’s distance 
education courses and programs are identical to those on campus in terms of the quality, 
rigor, breadth of academic and technical standards, completion requirements, and the 
credential awarded. 

  X 

Each program offered by the institution: 
34. Is approved and administered under established institutional policies and procedures 

and supervised by an administrator who is part of the institutional organization; 

X   

35.  Has appropriate and continuous involvement of on-campus administrators and faculty 
in planning, and approval; 

X   

36. Has varied evaluation methodologies that reflect established professional and 
practice competencies; 

X   

37. Is qualitatively and quantitatively consistent at each campus where it is offered; X   
38. Has measures of achievement of the student learning objectives; X   
39.  Has individual student records, including period of enrollment, financial, and 

educational program records, permanently maintained by the institution at the main 
campus; 

X   

40.  Is identically described in appropriate catalogs, brochures, and/or other promotional 
materials and include tuition/fee charges, refund policies, admissions and academic 
requirements, and information technology requirements; and, 

X   

  41. Provides for timely and meaningful interaction among faculty and students. X   
 42. A credit hour is equivalent to a minimum of each of the following: one semester credit for 

15 clock hours of lecture, 30 clock hours of laboratory, or 45 clock hours of work-based 
activities; or one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, 
or 30 clock hours of work-based activities. 

  X 

43. For all coursework delivered via distance education: The institution ensures timeliness 
of its responses (synchronously or asynchronously) to students’ requests by placing a 
requirement on response time of no more than 24 hours within the institution’s published 
operational schedule of the program/course. 

  X 
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Standard 2 - Educational Programs (Composite) 
Generic Version - 2016 Edition, Page 3 

Standard 2 Composite Criteria (continued) YES NO N/A 
REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL STUDENT FINANCIAL AID 
If this program was used as a sample for course prep review, it meets the requirements on the Course 
Prep Review Worksheet. (If the program was not part of the sampling OR if the institution is not required 
to use the Federal Clock Hour Conversion for Student Financial Aid, indicate N/A). 

  X 

Instruction 
1.  Academic competencies and occupational skills are integrated into the instructional program for 

each occupational area. 
X   

2.  The instructional programs provide instruction in the competencies essential to success in the 
occupation, including job knowledge, job skills, work habits, and attitudes.   

X   

3.  The sequence of instruction required for program completion (lecture, lab, and work-based 
activities) is determined by desired student learning outcomes. 

X   

The sequence of instruction required for program completion is used to: 
4. Organize the curriculum; 

X   

5. Guide the delivery of instruction; X   
6. Direct learning activities; and, X   
7. Evaluate student progress in order to maximize the learning of competencies essential to 

success in the occupation. 
X   

8.  The institution has appointed an occupational advisory committee for each program taught by the 
institution.  
VISITING TEAMS: If NO is checked, resume with criterion 17. Write one finding of non-
compliance that specifies BOTH the requirement to appoint a committee for each program 
AND each criterion 9-16. (See instructions page.) 

X  
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9. Occupational advisory committees are appointed for each program to ensure that desirable, 
relevant, and current practices of each occupation are being taught. 

X  

Each occupational advisory committee: 
 10. Consists of a minimum of three members external to the institution; 

X  

11. Has at least three external members who represent the geographical service area covered 
by the programs taught by the institution; 

X  

12.   Has at least three external members who have expertise in the occupational program; X  
13.  Meets at least twice annually;  X 
14.  Has at least three external members who meet these criteria present at each meeting (with 

at least two members physically present and one virtually present); and, 
  

15.  Keeps minutes to document their activities, recommendations, and meeting attendance. 
NOTE: External members may serve on more than one occupational advisory committee as long as 
they meet each of the above criteria for membership for each committee on which they serve. 

X  

16. Occupational advisory committees review, at least annually, the appropriateness of the type of 
instruction (such as lecture, laboratory, work-based instruction, and/or mode of delivery) offered 
within each program to assure that students gain competency with specific skills required for 
successful completion of the program. 

X  

17. Job-related health, safety, and fire-prevention are an integral part of instruction.   X  
18. To develop skill proficiency, sufficient practice is provided with equipment and materials similar to 

those currently used in the occupation. 
X   

19. All instruction is effectively organized as evidenced by course outlines, lessons, competency 
tests, and other instructional materials. 

X   

20.  The institution uses a systematic, objective, and equitable method of evaluating student 
achievement based on required competencies. 

X   

21. For all coursework delivered via distance education: The institution directly verifies the 
currency and quality of all contracted courseware on an annual basis, is directly responsible for 
such currency and quality, and maintains curriculum oversight responsibility within all contracts. 

  X 

22. For all coursework delivered via distance education: The institution has in place a 
standardized course template, course descriptions, learning objectives, course requirements (i.e. 
standard syllabus, outcomes, grading, resources, etc.), and learning outcomes of its programs in 
order to facilitate quality assurance and the assessment of student learning. 

  X 

23. For all coursework delivered via distance education: The institution monitors student 
progress and participation by means such as course management systems that provide student 
time online, frequency of logins, electronic footprints, electronic grade book, and percentage of 
course completed. 

  X 

Written agreements with work-based activity agencies, if any: 
  24. Are current; 

  X 

  25. Specify expectations for all parties; and,   X 
  26. Ensure the protection of students.   X 
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Standard 2 - Educational Programs (Composite) 
Generic Version - 2016 Edition, Page 4 
 

Standard 2 Composite Criteria (continued) YES NO N/A  

Instruction (continued)  

27. Each work-based activity has a written instructional plan for students. 
   VISITING TEAMS: If NO is checked, resume with criterion 30. Write one finding of non-

compliance that specifies BOTH the requirement for a plan AND each criterion 28-29. (See 
instructions page.) 

  X 
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28. The written instructional plan for each work-based activity specifies the particular 
objectives, experiences, competencies, and evaluations that are required.  

  X 

29. The written instructional plan for each work-based activity designates the on-site employer 
representative responsible for guiding and overseeing the students’ learning experiences 
and participating in the students’ written evaluations. 

  X 

30. All work-based activities conducted by the institution are supervised by a designated employee 
possessing appropriate qualifications. 

  X  
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STANDARD 2 - EDUCATIONAL PROGRAMS 
 
 
FINDINGS OF NON-COMPLIANCE: 
 
The team finds that recruitment, admission, orientation, and transfer procedures are established 
and applied uniformly. 
 
The main campus Automotive Technology program is in a spacious, well-equipped, and well-
arranged shop.  The branch campus Automotive Technology program is in a spacious, well-lighted 
shop; however, the team finds that equipment is lacking in order to teach the air conditioning phase 
of the program as there is no air conditioning refrigerant recovery and recycling unit at the branch 
campus.  The Automotive Technology instructors at the main campus and the branch campus are 
commended for having all of their lectures and demonstrations on video tape.  Students who are 
absent or who wish to review a lecture or demonstration may play any particular tape. 
 
The Computer Specialist program is well equipped with a variety of brands of computers.   
 

1. The team finds that the Automotive Technology (main and branch) program has program 
objectives, but documentation is not available that the objectives are evaluated annually. 

 
2. The team finds no evidence that job-related health, safety, and fire prevention are an integral 

part of the instruction in the main campus Automotive Technology program. 
 
3. The team finds no process to document that the content of the Computer Specialist program is 

kept up to date. 
 
4. The team finds that the Computer Specialist program has an occupational advisory committee, 

but the minutes indicate that the committee met only once last year and none this year. 
 
 
SUGGESTIONS: 
 
1. The team suggests more detailed minutes be kept of the Automotive Technology program 

advisory committee meetings. 
 
3. The team suggests that computer equipment and software in the Automotive Technology 

program be updated more frequently. 
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STANDARD 2 
Postsecondary Educational Programs (Individual) 

Generic Version – 2016 Edition 
 
Name of Postsecondary Program:    Automotive Technology     
 
This check sheet applies to each program that enrolls postsecondary students or a combination of 
postsecondary and secondary students for the purpose of job entry or career advancement. 

Standard 2 Composite Criteria YES NO N/A 
Admissions/Recruiting 
The institution’s admissions policies and processes are: 

6.  Published; 
X   

7. Clearly stated; X   
8. Consistently communicated to students; X   
9. Made available to students prior to enrollment; and, X   
10. Any changes to these publications are communicated in a timely manner.  X   

 6.   For all students admitted to a Vocational English-As-A-Second-Language Program, the institution 
utilizes written admission procedures that comply with policies established by the Commission. 

  X 

 7. The institution clearly defines and publishes a policy on the transfer of students between 
programs within the institution and the transfer of students from other institutions.  

X   

 8. The institution clearly defines and publishes a policy on the transfer of credits that includes a 
statement of the criteria established by the institution regarding the transfer of credit earned at 
another institution. 

X   

 9.   Admission requirements offer reasonable expectations for successful completion of the 
occupational programs offered by the institution regardless of the delivery mode.  

X   

 10. Students admitted into Associate Degree programs have a high school diploma or its equivalent.   X 
An institution that admits students by exception to its standard admissions policies must: 

11. Have written admissions policies and procedures for these exceptions; 
  X 

12. Apply them uniformly;   X 
13. Provide documented evidence on how they are used;   X 
14. Maintain records on student progress; and,   X 
15. Regularly evaluate the effectiveness of the procedures used in admitting students by 

exception. 
  X 

 16.   The institution ensures that recruiting activities are ethical and that all materials used in recruiting 
accurately describe the mission, instructional outcomes, student performance expectations, and 
completion requirements of each program.  

X   

 17.  Prior to admission, students are informed of the costs, equipment, services, time, and technical 
competencies, if any, required by the program, including if applicable, personal data collection 
and processes, and charges associated with verification of student identity.  

X   

18.  Orientation to technology is provided and technical support is available to students. X   
19. For all coursework delivered via distance education: The institution has processes in place to 

establish that the student who registers for a distance education course or program is the same 
student who participates in and completes the program and receives the academic credit.  

  X 

Programs 
Occupational education program policies are congruent with: 

5.   The governing organization; 
X   

6.   The mission of the institution; and, X   
7.   The occupational needs of the people served by the institution. X   

Occupational education program policies are: 
8.   Publicly accessible; 

X   

7. Non-discriminatory; and, X   
8.  Consistently applied. X   

Differences, if any, in occupational education program policies are justified by: 
 7.  Student learning outcomes; and/or, 

  X 

 8. Program outcomes.   X 
Each occupational education program has:  

9. Clearly stated objectives; 
X   

10. Defined content relevant to these objectives and the current needs of business and industry, 
and, 

X   

11. Assessment of student achievement based on the program objectives and content. X   
12. The objectives for each educational program are evaluated annually.  X  
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Standard 2 - Educational Programs (Individual: Automotive Technology) 
Generic Version - 2016 Edition, Page 2 

Standard 2 Composite Criteria YES NO N/A 
A systematic process has been implemented to document: 
  13. That the objectives and content of programs are current; and, 

X   

  14. That coursework is qualitatively and quantitatively relevant. X   
 15. Three bona fide potential employers review each educational program annually and recommend: X  
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 16. Admission requirements; X  
17. Program content that is consistent with desired student learning outcomes; X  
18. Program length; X  
19. Program objectives; X  
20. Competency tests; X  
21. Learning activities; X  
22. Instructional materials; X  
23. Equipment; X  
24. Methods of program evaluation;  X  
25. Level of skills and/or proficiency required for completion; and, X  
26. Appropriate delivery formats for the subject matter being taught. X  

NOTE: The Employer Program Verification Form must be completed by potential employers of the institution’s graduates 
as evidence of compliance with criteria 15-26 above.  

 

27.   The institution considers the length and the tuition of each program in relation to the documented 
entry level earnings of completers. 

X   

28.   Courses required for each program are offered with sufficient frequency for the student to 
complete the program within the publicized time frame. 

X   

Associate Degree programs offered must meet the following requirements: 
  29.   The program is designed to lead graduates directly to employment in a specific career. 

  X 

  30.   The appropriate applied degree title, such as Associate of Applied Technology, Associate 
of Applied Science, Associate of Occupational Studies, Associate of Science, or Associate 
of Occupational Technology, is used and includes the specific career and technical 
education field (i.e., Associate of Applied Science in Veterinary Technololgy). 

  X 

  31.   The program has a minimum of 60 semester hours or 90 quarter hours.   X 
32.   The program includes a minimum of 15 semester hours or 23 quarter hours of general 

education courses, with a minimum of one course from each of the following areas: 
humanities, behavioral sciences, natural or applied sciences, and mathematics. 

  X 

33. For all coursework delivered via distance education: The institution’s distance 
education courses and programs are identical to those on campus in terms of the quality, 
rigor, breadth of academic and technical standards, completion requirements, and the 
credential awarded. 

  X 

Each program offered by the institution: 
34. Is approved and administered under established institutional policies and procedures 

and supervised by an administrator who is part of the institutional organization; 

X   

35.  Has appropriate and continuous involvement of on-campus administrators and faculty 
in planning, and approval; 

X   

36. Has varied evaluation methodologies that reflect established professional and 
practice competencies; 

X   

37. Is qualitatively and quantitatively consistent at each campus where it is offered; X   
38. Has measures of achievement of the student learning objectives; X   
39.  Has individual student records, including period of enrollment, financial, and 

educational program records, permanently maintained by the institution at the main 
campus; 

X   

40.  Is identically described in appropriate catalogs, brochures, and/or other promotional 
materials and include tuition/fee charges, refund policies, admissions and academic 
requirements, and information technology requirements; and, 

X   

  41. Provides for timely and meaningful interaction among faculty and students. X   
 42. A credit hour is equivalent to a minimum of each of the following: one semester credit for 

15 clock hours of lecture, 30 clock hours of laboratory, or 45 clock hours of work-based 
activities; or one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, 
or 30 clock hours of work-based activities. 

  X 

43. For all coursework delivered via distance education: The institution ensures timeliness 
of its responses (synchronously or asynchronously) to students’ requests by placing a 
requirement on response time of no more than 24 hours within the institution’s published 
operational schedule of the program/course. 

  X 
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Standard 2 - Educational Programs (Individual: Automotive Technology) 
Generic Version - 2016 Edition, Page 3 

Standard 2 Composite Criteria (continued) YES NO N/A 
REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL STUDENT FINANCIAL AID 
If this program was used as a sample for course prep review, it meets the requirements on the Course 
Prep Review Worksheet. (If the program was not part of the sampling OR if the institution is not required 
to use the Federal Clock Hour Conversion for Student Financial Aid, indicate N/A). 

  X 

Instruction 
9.  Academic competencies and occupational skills are integrated into the instructional program for 

each occupational area. 
X   

10.  The instructional programs provide instruction in the competencies essential to success in the 
occupation, including job knowledge, job skills, work habits, and attitudes.   

X   

11.  The sequence of instruction required for program completion (lecture, lab, and work-based 
activities) is determined by desired student learning outcomes. 

X   

The sequence of instruction required for program completion is used to: 
12. Organize the curriculum; 

X   

13. Guide the delivery of instruction; X   
14. Direct learning activities; and, X   
15. Evaluate student progress in order to maximize the learning of competencies essential to 

success in the occupation. 
X   

16.  The institution has appointed an occupational advisory committee for each program taught by the 
institution.  
VISITING TEAMS: If NO is checked, resume with criterion 17. Write one finding of non-
compliance that specifies BOTH the requirement to appoint a committee for each program 
AND each criterion 9-16. (See instructions page.) 

X  
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9. Occupational advisory committees are appointed for each program to ensure that desirable, 
relevant, and current practices of each occupation are being taught. 

X  

Each occupational advisory committee: 
 10. Consists of a minimum of three members external to the institution; 

X  

11. Has at least three external members who represent the geographical service area covered 
by the programs taught by the institution; 

X  

12.   Has at least three external members who have expertise in the occupational program; X  
13.  Meets at least twice annually; X  
14.  Has at least three external members who meet these criteria present at each meeting (with 

at least two members physically present and one virtually present); and, 
  

15.  Keeps minutes to document their activities, recommendations, and meeting attendance. 
NOTE: External members may serve on more than one occupational advisory committee as long as 
they meet each of the above criteria for membership for each committee on which they serve. 

X  

16. Occupational advisory committees review, at least annually, the appropriateness of the type of 
instruction (such as lecture, laboratory, work-based instruction, and/or mode of delivery) offered 
within each program to assure that students gain competency with specific skills required for 
successful completion of the program. 

X  

17. Job-related health, safety, and fire-prevention are an integral part of instruction.   X  
18. To develop skill proficiency, sufficient practice is provided with equipment and materials similar to 

those currently used in the occupation. 
X   

19. All instruction is effectively organized as evidenced by course outlines, lessons, competency 
tests, and other instructional materials. 

X   

20.  The institution uses a systematic, objective, and equitable method of evaluating student 
achievement based on required competencies. 

X   

21. For all coursework delivered via distance education: The institution directly verifies the 
currency and quality of all contracted courseware on an annual basis, is directly responsible for 
such currency and quality, and maintains curriculum oversight responsibility within all contracts. 

  X 

22. For all coursework delivered via distance education: The institution has in place a 
standardized course template, course descriptions, learning objectives, course requirements (i.e. 
standard syllabus, outcomes, grading, resources, etc.), and learning outcomes of its programs in 
order to facilitate quality assurance and the assessment of student learning. 

  X 

23. For all coursework delivered via distance education: The institution monitors student 
progress and participation by means such as course management systems that provide student 
time online, frequency of logins, electronic footprints, electronic grade book, and percentage of 
course completed. 

  X 

Written agreements with work-based activity agencies, if any: 
  24. Are current; 

  X 

  25. Specify expectations for all parties; and,   X 
  26. Ensure the protection of students.   X 
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Standard 2 - Educational Programs (Individual: Automotive Technology) 
Generic Version - 2016 Edition, Page 4 

Standard 2 Composite Criteria (continued) YES NO N/A  

Instruction (continued)  

27. Each work-based activity has a written instructional plan for students. 
   VISITING TEAMS: If NO is checked, resume with criterion 30. Write one finding of non-

compliance that specifies BOTH the requirement for a plan AND each criterion 28-29. (See 
instructions page.) 

  X 
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28. The written instructional plan for each work-based activity specifies the particular 
objectives, experiences, competencies, and evaluations that are required.  

  X 

29. The written instructional plan for each work-based activity designates the on-site employer 
representative responsible for guiding and overseeing the students’ learning experiences 
and participating in the students’ written evaluations. 

  X 

30. All work-based activities conducted by the institution are supervised by a designated employee 
possessing appropriate qualifications. 

  X  
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STANDARD 2 
Postsecondary Educational Programs (Individual) 

Generic Version – 2016 Edition 
 
Name of Postsecondary Program:    Computer Specialist    
 
This check sheet applies to each program that enrolls postsecondary students or a combination of 
postsecondary and secondary students for the purpose of job entry or career advancement. 

Standard 2 Composite Criteria YES NO N/A 
Admissions/Recruiting 
The institution’s admissions policies and processes are: 

11.  Published; 
X   

12. Clearly stated; X   
13. Consistently communicated to students; X   
14. Made available to students prior to enrollment; and, X   
15. Any changes to these publications are communicated in a timely manner.  X   

 6.   For all students admitted to a Vocational English-As-A-Second-Language Program, the institution 
utilizes written admission procedures that comply with policies established by the Commission. 

  X 

 7. The institution clearly defines and publishes a policy on the transfer of students between 
programs within the institution and the transfer of students from other institutions.  

X   

 8. The institution clearly defines and publishes a policy on the transfer of credits that includes a 
statement of the criteria established by the institution regarding the transfer of credit earned at 
another institution. 

X   

 9.   Admission requirements offer reasonable expectations for successful completion of the 
occupational programs offered by the institution regardless of the delivery mode.  

X   

 10. Students admitted into Associate Degree programs have a high school diploma or its equivalent.   X 
An institution that admits students by exception to its standard admissions policies must: 

11. Have written admissions policies and procedures for these exceptions; 
  X 

12. Apply them uniformly;   X 
13. Provide documented evidence on how they are used;   X 
14. Maintain records on student progress; and,   X 
15. Regularly evaluate the effectiveness of the procedures used in admitting students by 

exception. 
  X 

 16.   The institution ensures that recruiting activities are ethical and that all materials used in recruiting 
accurately describe the mission, instructional outcomes, student performance expectations, and 
completion requirements of each program.  

X   

 17.  Prior to admission, students are informed of the costs, equipment, services, time, and technical 
competencies, if any, required by the program, including if applicable, personal data collection 
and processes, and charges associated with verification of student identity.  

X   

18.  Orientation to technology is provided and technical support is available to students. X   
19. For all coursework delivered via distance education: The institution has processes in place to 

establish that the student who registers for a distance education course or program is the same 
student who participates in and completes the program and receives the academic credit.  

  X 

Programs 
Occupational education program policies are congruent with: 

9.   The governing organization; 
X   

10.   The mission of the institution; and, X   
11.   The occupational needs of the people served by the institution. X   

Occupational education program policies are: 
12.   Publicly accessible; 

X   

9. Non-discriminatory; and, X   
10.  Consistently applied. X   

Differences, if any, in occupational education program policies are justified by: 
 7.  Student learning outcomes; and/or, 

  X 

 8. Program outcomes.   X 
Each occupational education program has:  

9. Clearly stated objectives; 
X   

10. Defined content relevant to these objectives and the current needs of business and industry, 
and, 

X   

11. Assessment of student achievement based on the program objectives and content. X   
12. The objectives for each educational program are evaluated annually. X   
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Standard 2 - Educational Programs (Individual: Computer Specialist) 
Generic Version - 2016 Edition, Page 2 

Standard 2 Composite Criteria YES NO N/A 
A systematic process has been implemented to document: 
  13. That the objectives and content of programs are current; and, 

 X  

  14. That coursework is qualitatively and quantitatively relevant. X   
 15. Three bona fide potential employers review each educational program annually and recommend: X  
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 16. Admission requirements; X  
17. Program content that is consistent with desired student learning outcomes; X  
18. Program length; X  
19. Program objectives; X  
20. Competency tests; X  
21. Learning activities; X  
22. Instructional materials; X  
23. Equipment; X  
24. Methods of program evaluation;  X  
25. Level of skills and/or proficiency required for completion; and, X  
26. Appropriate delivery formats for the subject matter being taught. X  

NOTE: The Employer Program Verification Form must be completed by potential employers of the institution’s graduates 
as evidence of compliance with criteria 15-26 above.  

 

27.   The institution considers the length and the tuition of each program in relation to the documented 
entry level earnings of completers. 

X   

28.   Courses required for each program are offered with sufficient frequency for the student to 
complete the program within the publicized time frame. 

X   

Associate Degree programs offered must meet the following requirements: 
  29.   The program is designed to lead graduates directly to employment in a specific career. 

  X 

  30.   The appropriate applied degree title, such as Associate of Applied Technology, Associate 
of Applied Science, Associate of Occupational Studies, Associate of Science, or Associate 
of Occupational Technology, is used and includes the specific career and technical 
education field (i.e., Associate of Applied Science in Veterinary Technololgy). 

  X 

  31.   The program has a minimum of 60 semester hours or 90 quarter hours.   X 
32.   The program includes a minimum of 15 semester hours or 23 quarter hours of general 

education courses, with a minimum of one course from each of the following areas: 
humanities, behavioral sciences, natural or applied sciences, and mathematics. 

  X 

33. For all coursework delivered via distance education: The institution’s distance 
education courses and programs are identical to those on campus in terms of the quality, 
rigor, breadth of academic and technical standards, completion requirements, and the 
credential awarded. 

  X 

Each program offered by the institution: 
34. Is approved and administered under established institutional policies and procedures 

and supervised by an administrator who is part of the institutional organization; 

X   

35.  Has appropriate and continuous involvement of on-campus administrators and faculty 
in planning, and approval; 

X   

36. Has varied evaluation methodologies that reflect established professional and 
practice competencies; 

X   

37. Is qualitatively and quantitatively consistent at each campus where it is offered; X   
38. Has measures of achievement of the student learning objectives; X   
39.  Has individual student records, including period of enrollment, financial, and 

educational program records, permanently maintained by the institution at the main 
campus; 

X   

40.  Is identically described in appropriate catalogs, brochures, and/or other promotional 
materials and include tuition/fee charges, refund policies, admissions and academic 
requirements, and information technology requirements; and, 

X   

  41. Provides for timely and meaningful interaction among faculty and students. X   
 42. A credit hour is equivalent to a minimum of each of the following: one semester credit for 

15 clock hours of lecture, 30 clock hours of laboratory, or 45 clock hours of work-based 
activities; or one quarter credit for 10 clock hours of lecture, 20 clock hours of laboratory, 
or 30 clock hours of work-based activities. 

  X 

43. For all coursework delivered via distance education: The institution ensures timeliness 
of its responses (synchronously or asynchronously) to students’ requests by placing a 
requirement on response time of no more than 24 hours within the institution’s published 
operational schedule of the program/course. 

  X 
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Standard 2 - Educational Programs (Individual: Computer Specialist) 
Generic Version - 2016 Edition, Page 3 

Standard 2 Composite Criteria (continued) YES NO N/A 
REQUIREMENT FOR CLOCK/CREDIT HOUR CONVERSION FOR FEDERAL STUDENT FINANCIAL AID 
If this program was used as a sample for course prep review, it meets the requirements on the Course 
Prep Review Worksheet. (If the program was not part of the sampling OR if the institution is not required 
to use the Federal Clock Hour Conversion for Student Financial Aid, indicate N/A). 

  X 

Instruction 
1.  Academic competencies and occupational skills are integrated into the instructional program for 

each occupational area. 
X   

2.  The instructional programs provide instruction in the competencies essential to success in the 
occupation, including job knowledge, job skills, work habits, and attitudes.   

X   

3.  The sequence of instruction required for program completion (lecture, lab, and work-based 
activities) is determined by desired student learning outcomes. 

X   

The sequence of instruction required for program completion is used to: 
4. Organize the curriculum; 

X   

5. Guide the delivery of instruction; X   
6. Direct learning activities; and, X   
7. Evaluate student progress in order to maximize the learning of competencies essential to 

success in the occupation. 
X   

8.  The institution has appointed an occupational advisory committee for each program taught by the 
institution.  
VISITING TEAMS: If NO is checked, resume with criterion 17. Write one finding of non-
compliance that specifies BOTH the requirement to appoint a committee for each program 
AND each criterion 9-16. (See instructions page.) 

X  
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9. Occupational advisory committees are appointed for each program to ensure that desirable, 
relevant, and current practices of each occupation are being taught. 

X  

Each occupational advisory committee: 
 10. Consists of a minimum of three members external to the institution; 

X  

11. Has at least three external members who represent the geographical service area covered 
by the programs taught by the institution; 

X  

12.   Has at least three external members who have expertise in the occupational program; X  
13.  Meets at least twice annually;  X 
14.  Has at least three external members who meet these criteria present at each meeting (with 

at least two members physically present and one virtually present); and, 
  

15.  Keeps minutes to document their activities, recommendations, and meeting attendance. 
NOTE: External members may serve on more than one occupational advisory committee as long as 
they meet each of the above criteria for membership for each committee on which they serve. 

X  

16. Occupational advisory committees review, at least annually, the appropriateness of the type of 
instruction (such as lecture, laboratory, work-based instruction, and/or mode of delivery) offered 
within each program to assure that students gain competency with specific skills required for 
successful completion of the program. 

X  

17. Job-related health, safety, and fire-prevention are an integral part of instruction.  X   
18. To develop skill proficiency, sufficient practice is provided with equipment and materials similar to 

those currently used in the occupation. 
X   

19. All instruction is effectively organized as evidenced by course outlines, lessons, competency 
tests, and other instructional materials. 

X   

20.  The institution uses a systematic, objective, and equitable method of evaluating student 
achievement based on required competencies. 

X   

21. For all coursework delivered via distance education: The institution directly verifies the 
currency and quality of all contracted courseware on an annual basis, is directly responsible for 
such currency and quality, and maintains curriculum oversight responsibility within all contracts. 

  X 

22. For all coursework delivered via distance education: The institution has in place a 
standardized course template, course descriptions, learning objectives, course requirements (i.e. 
standard syllabus, outcomes, grading, resources, etc.), and learning outcomes of its programs in 
order to facilitate quality assurance and the assessment of student learning. 

  X 

23. For all coursework delivered via distance education: The institution monitors student 
progress and participation by means such as course management systems that provide student 
time online, frequency of logins, electronic footprints, electronic grade book, and percentage of 
course completed. 

  X 

Written agreements with work-based activity agencies, if any: 
  24. Are current; 

  X 

  25. Specify expectations for all parties; and,   X 
  26. Ensure the protection of students.   X 
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Standard 2 - Educational Programs (Individual: Computer Specialist) 
Generic Version - 2016 Edition, Page 4 

Standard 2 Composite Criteria (continued) YES NO N/A  

Instruction (continued)  

27. Each work-based activity has a written instructional plan for students. 
   VISITING TEAMS: If NO is checked, resume with criterion 30. Write one finding of non-

compliance that specifies BOTH the requirement for a plan AND each criterion 28-29. (See 
instructions page.) 

  X 
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28. The written instructional plan for each work-based activity specifies the particular 
objectives, experiences, competencies, and evaluations that are required.  

  X 

29. The written instructional plan for each work-based activity designates the on-site employer 
representative responsible for guiding and overseeing the students’ learning experiences 
and participating in the students’ written evaluations. 

  X 

30. All work-based activities conducted by the institution are supervised by a designated employee 
possessing appropriate qualifications. 

  X  
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STANDARD 5 
Learning Resources 

Generic Version – 2016 Edition 
Standard 5 Criteria YES NO  

Media Services  

1. The institution has a written plan for its media services. 
VISITING TEAMS: If NO is checked, resume with criterion 10. Write one finding of 
non-compliance that specifies BOTH the requirement for a plan AND each criterion 2-
9. (See instructions page.) 

X  

M
U

L
T

I-
P

A
R

T
 C

R
IT

E
R

IA
 

The written plan for media services is appropriate, is inclusive of all methods of 
program delivery the institution, and includes the following:     

 2. The scope and availability of the services. 

X  

 3.  A variety of current and relevant educational materials, such as reference books; 
periodicals and manuals of a business, professional, technical, and industrial nature; 
audio-visual materials and equipment; internet access; and other materials to help 
fulfill the institution’s purposes and support its educational programs. 

X  

 4.  The staff person (administrative, supervisory, or instructional) responsible for the 
implementation and coordination of the media services. 

 X 

 
 5.  Roles and responsibilities of designated staff member(s). 

 X 

 
 6. Orientation for user groups (i.e., instructors, students, and others). 

X  

 
 7.  Facilities and technical infrastructure essential for using media materials. 

X  

 
 8. Annual budgetary support for the services. 

X  

 9.  Annual evaluation of the effectiveness of media services and utilization of the results 
to modify and improve media services.  

 X 

 10.   Media services (instructional supplies, physical resources, and fiscal resources) are 
available to support the instructional programs offered by the institution. 

X   

 11.   Media services are sufficient to ensure the achievement of desired student learning and 
program objectives.  

X   

 12.  A current inventory of media resources is maintained. X   
 13.   Provisions are made for necessary repair, maintenance, and/or replacement of media 

equipment and supplies. 
X   

14. Services for creating instructional media (both print and non-print) are adequate and 
appropriate to support all students and faculty in meeting the objectives of the education 
program(s). 

X   

15. All elements of the institution’s learning resources (media services, technology, 
facilities, and materials) are comprehensive, current, selected with faculty input, and 
accessible to the faculty and students. 

X   

Instructional Equipment  

 
 1.   The institution has a system of instructional equipment inventory. 

X   

 2. The institution has a system for emergency purchases to assure the acquisition and/or 
repair of equipment within a reasonable period of time to support continuous instruction. 

X   

 3.   Relevant and up-to-date equipment is available to support the instructional programs 
offered by the institution.  

X   

 4. The institution has a written plan for maintaining equipment and for replacing or 
disposing of obsolete equipment. 

X   

 
 5.   All instructional equipment meets appropriate and required safety standards. 

X   
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Standard 5 – Learning Resources 
Generic Version - 2016 Edition 
Page 2 
 
 

Standard 5 Criteria YES NO 
Instructional Supplies 
 1. Instructional supplies are available to support the instructional programs offered by the 

institution.  
X  

 
 2. The institution has a system for purchasing and storing instructional supplies. 

X  

 3. Funds are budgeted to provide supplies at a level that assures quality of occupational 
education. 

X  

 4. The institution has a system for emergency purchases of instructional supplies within a 
reasonable period of time to support continuous instruction. 

X  

 
 5. First aid supplies are readily available.  

 X 

 
 6. All instructional supplies meet appropriate and required safety standards.  

X  
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STANDARD 5 – LEARNING RESOURCES 

 
 
FINDINGS OF NON-COMPLIANCE: 
 
The team finds that the institution has a written plan for its media services including its scope; 
however, the plan does not identify the professional staff person responsible for the implementation 
and coordination of the media services, nor does the plan indicate the roles and responsibilities of the 
designated staff members and any additional staff members. 
 
A plan for evaluating the effectiveness of the media services is included in the exhibits.  The team 
finds no evidence, however, that the plan has been put in operation; therefore, evidence is not 
available that the results of the evaluation are used to modify and improve media services. 
 
The team finds that the budget for media resources is expended equally among the instructional 
programs without any regard for the area of need. 
 
The team finds no first aid supplies in the Upholstery shop. 
 
SUGGESTION: 
 
The team suggests that the media resources budget be allocated according to the instructional area 
where resources need to be improved. 
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     Personal Interviews 
 
Name of Institution_______________________________________________________________________ 
 
Team Member______________________________________Date_________________________________ 
 
 
 NAME 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

TITLE 
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    Suggested Techniques for Eff ec  ve Interviewing

PREPARATION FOR INTERVIEWS

1. Become knowledgeable about the standards assigned;
2. Review the school’s self-study and develop ques  ons that need further clarifi ca  on on how the 

school is mee  ng the various aspects of the standards;
3. Become familiar with the self-study report; and,
4. Develop a list of the people that should be interviewed for informa  on to verify the items included 

in the self-study report.  

TECHNIQUES FOR CONDUCTING INTERVIEWS

1. Start the interview on a general topic and place the interviewee at ease;
2. State your posi  on and responsibility for conduc  ng the interview; create an atmosphere of a desire 

to help;
3. Ask ques  ons clearly and concisely; work from memory rather than from wri  en format;
4. Allow the interviewee  me to think and answer;
5. The response (wait for a response - do not rush the person): 

 a. Listen a  en  vely;
 b. Do not interrupt the interviewee;
 c. Do not a  empt to write the responses or use a tape recorder; (listen carefully and make 

your notes later in private);
 d. Keep the interview on track by re-sta  ng the ques  on;
 e. Don’t ask “yes” or “no” ques  ons; include such words as “who,” “where,” “what,” “why,” 

“when,” in an eff ort to solicit a narra  ve response;
 f. Ask follow-up ques  ons on comments made by the interviewee that need further informa-

 on; and,
 g. Learn what the interviewee is doing or thinking; avoid reference to methods and techniques 

used in your state.

6. Complete one ques  on before interjec  ng another;
7. Conclude interview when informa  on is obtained or the conversa  on ceases to be meaningful; and,
8. Suggest that a return visit might be necessary and express your apprecia  on.

POST-INTERVIEWS

1. Immediately write informa  on or conclusions drawn from interview;
2. Check on informa  on or documenta  on that exists elsewhere which was referred to during the inter-

view;
3. Conduct a self-cri  que on previous interviews to determine if your technique is crea  ng problems and 

adjust your procedure to gain more eff ec  veness in your next interview; and,
4. If you detect a consistent confl ict of informa  on received, ask your team leader for advice.
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Sample Interview Ques  ons

For Instructors

 1. What did you learn about your program as a result of working on the Self-Study/Program 
Supplement?

 2. What aspects of your program are you most proud of?
 3. What areas of the program would you like to improve?
 4. What methods of teaching (lecture, demonstra  on, prac  ce, OJT/Clinical, Distance Ed, etc.) 

do you use in presen  ng informa  on to your students?
 5. How do you perform assessments of student learning/performance?
 6. What is your comple  on, placement, and licensure pass rate for students in your  

program?
 7. How do you maintain student fi les (grades, a  endance, progress, etc.)?  Show me.
 8. How do you incorporate work ethics into your students/program?

For Students

 1. How do you know you are progressing in class and on track for comple  on?
 2. What happens if you fall behind?
 3. What happens if you get ahead?
 4. Why did you choose this school versus other available schools?
 5. Do you feel you are ge   ng your money’s worth for the educa  on you are receiving?
 6. Do you feel supported by instructors and school staff ?
 7. How is the customer service at the school?
 8. Do you feel your training/educa  on is preparing you for the real-world work 
  environment?
 9. Do you feel the equipment is state-of-the-art to what is being used in the business/indus-

try?
 10. How is health and safety taught in your program?



 

 
 
 

Institutional Response Report and Format 

(Due 30 days after receipt of the team report) 
 

General Information 

These requirements apply to institutional responses for official visiting team reports that 
result from accreditation visits, candidacy visits, substantive change visits, and 
announced/unannounced focused review visits. 

IMPORTANT:  An institution has up to twelve (12) months from the time it is first reviewed by the 
Commission to resolve all Findings of Non‐Compliance. 
 
Findings of Non‐Compliance 
 
An institution must respond to all Findings of Non‐Compliance in the visiting team report.   
 
Suggestions 
 
An institution is not required to respond to a Suggestion offered by the visiting team, but it is 
recommended that you do so.  Schools electing to respond to a Suggestion should follow the same 
format as for a Finding of Non‐Compliance. (See page 2)  
 
The response to a Suggestion should be included in the last part of the Institutional Response Report 
(separated from and placed AFTER all responses to Findings of Non‐Compliance, if any.   

 
No Findings or Suggestions 
 
An institution that does not receive any Findings of Non‐Compliance or Suggestions after an 
accreditation team visit should write a letter (on institutional letterhead) to the Executive Director of 
the Commission, Dr. Gary Puckett.  Acknowledge that your school received no Findings of Non‐
Compliance or Suggestions and state that your institution is requesting initial accreditation, 
reaffirmation of accreditation, approval of the substantive change, or a positive determination after 
the Commission’s review of a focused visit team report.  
 
Email the correspondence to the individual who coordinated your team visit [Sue Schooler 
(schoolers@council.org) or Renée Pellom (pellomr@council.org)], and also copy it to Caitlin Passino 
(passinoc@council.org).  
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How to Submit Documentation 
 

IMPORTANT:  Your institution must provide a response and supporting documentation, when 
appropriate, reflecting that a Finding of Non‐compliance or Suggestion is now MET.  Therefore, it is 
critical that your institution correct the condition BEFORE responding.  Providing promises that state 
what your institution WILL DO does not constitute resolution of a Finding of Non‐Compliance, nor does 
it adequately address a Suggestion.  
 
Email the correspondence to the individual who coordinated your team visit [Sue Schooler 
(schoolers@council.org) or Renée Pellom (pellomr@council.org)], and also copy it to Caitlin Passino 
(passinoc@council.org) 
 
Format 
 
Submit the response as an 8 ½ x 11 letter‐sized document in Adobe PDF format.  No hard copies are 
required.   
 
The Institutional Response Report is comprised of three parts: 
 

1. Document cover page – written by the Chief Administrative Officer of record with the 
         Council, and addressed to Executive Director, Dr. Gary Puckett. 

2. Institution’s Response to Findings of Non‐Compliance 
3. Institution’s Response to Suggestions (if applicable)  

 
Each Finding or Suggestion should be comprised of three parts: 
 

1. Re‐state the Finding or Suggestion: At the top of the page, restate the 
Finding of Non‐Compliance/Suggestion verbatim from the team report.  
Also, if you are addressing more than one finding or suggestion, assign 
numbers to each finding, beginning with “Finding of Non‐Compliance #1”, 
(followed by the re‐stated finding) or “Suggestion #1”.  The next will be 
listed as “Finding of Non‐Compliance #2” or “Suggestion #2”, and so forth.  

 
2. Response: Write a clear narrative response to the Finding of Non‐ Compliance. 

Be sure that the response addresses how and when the concern depicted by the 
Finding of Non‐Compliance was resolved.  

 
3. Documentation: – Provide documentation to reflect how the Finding or 

Suggestion was addressed. Types of documentation may include, but are not 
limited to, letters, memoranda, financial statements, purchase orders, work 
orders, and even photographs, if appropriate. 

 
Findings or Suggestions and their corresponding documentation should be 
placed together.  Place documentation for each particular Finding or Suggestion 
directly BEHIND each response. 
 
IMPORTANT: DO NOT PLACE SUPPORTING DOCUMENTATION TOGETHER AT 
THE END OF THE RESPONSE REPORT.  
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REPEAT STEPS 1‐3 FOR EACH FINDING OF NON‐COMPLIANCE OR SUGGESTION, SHOULD 
YOU CHOOSE TO ADDRESS SUGGESTIONS.  
 
Below is sample format for a second finding.  Label it as “Finding of Non‐compliance #2” 
or “Suggestion #2” as noted below: 

  
1. Finding of Non‐Compliance #2 (re‐state the Finding) 

2. Response #2 (institution’s narrative to #2 finding) : 

3.   Provide documentation to reflect the violations stated in #2 Finding have been 
resolved 

 
 

Helpful Hints 
 
CONTENT: 

o Typed, not handwritten in English 
 

o Start preparing for the institutional response as soon as possible. 
 

o Employ relevant staff members to assist in the creation of this document. 
 

o Submit your response as ONE document. If the electronic file is too large to send as a 
single document, you may submit it in one of two ways:  

 
1. Via a cloud/on‐line storage delivery system (e.g., Dropbox, Google Drive, etc.). ‐ 

Ensure that you provide COE staff with the appropriate access information by the 
deadline specified by the Council.  
 

2. Via a flash drive ‐ Mail it to the attention of the COE staff person who coordinated 
your institution’s team visit (Sue Schooler or Renée Pellom). Ensure that the drive 
is submitted to the COE office by the 30‐day deadline.  

 
o Be specific in directly addressing the criterion in your narrative and corresponding 

documentation. In other words, what actions have been taken to resolve the Finding of 
Non‐Compliance or Suggestion given by the team? 
 

o Address EACH part of all multi‐part findings. If one component has not been addressed 
or if a required process has not been implemented, the criterion will remain unmet.   

 
o Ensure that ALL pages are easy to review. Do not submit illegible or poorly copied 

information or pictures, upside‐down pages, or documents that are askew.  
 

o Test all digital files to ensure that they are not corrupted, can be opened, and each 
page can be viewed. 
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o Failure to submit your institutional response to the report within 30 days after 
receiving it may adversely affect your institution’s accreditation status.  

 
FORMAT: 

o Carefully organize the institutional response document, ensuring that it is   
grammatically correct and will not be difficult follow. 

 
o Number all pages of the institutional response.  
 
o Provide a table of contents listing each individual Finding of Non‐Compliance and 

Suggestion.  This helps to ensure that the information is easily accessible to those who 
will be reviewing it. 

 
o Contact Council staff at 800.917.2081 (Sue Schooler, ext. 17; Renée Pellom, ext. 12) 

should you have questions relative to content or formatting. 
  

Below is additional information that may be helpful in understanding the processes that occurs once 
the response to the team report is submitted:   

1. All material pertaining to the site visit (self‐study, team report, response report, and 
supporting documents) is placed on the next available agenda for review by the 
Commission. Should you have questions about that timeframe, feel free to contact COE 
staff.  

 
2. Commission readers review documentation which includes:  

• Self‐Study 
• Visiting Team Report 
• Institutional Response Report 
• Other documentation, such as catalogs, financial statements, websites, etc. 

 
  Commission readers are never from the same state as the institution being reviewed 

(or any of its campuses) and are required to sign a conflict of interest statement to 
ensure their reviews and resulting actions are as objective as possible. 

 
3. The Commission’s action is recorded and your institution will be notified in writing of its 

decision. 
 

NOTE:    The Chief Administrative Officer or other representatives from your institution will not be 
present at the Commission’s review of your institution.  
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Visiting Team Evaluation of the Institution’s Self‐Study Report 
 
 
This form should be completed by the team leader with input from the team members and submitted with the team 
report. 
 
 
IF A “NO” IS CHECKED, PLEASE PROVIDE AN EXPLANATION OR COMMENT ON THAT ITEM ON 
THE BACK OF THIS PAGE. 
              YES  NO 
 
 4.  Did the Self-Study involve the total staff of the institution?     
 
 5.  Did the Self-Study address all applicable requirements of the 11 standards? 
 
 6.  Did the Self-Study address the strengths and weaknesses of the institution in  
   light of the standards? 
 
 7.  Did the Self-Study address what action the institution would take to remove 
   deficiencies in meeting the standards and to remove weaknesses? 
 
 8.  Did the Self-Study adequately examine the planning, evaluation, and  
   documentation process of the institution? 
 
 9.  Information in the Self-Study was obtained from documentation on file and  
   not created by the staff for the Self-Study. 
 
 10.  Information in the Self-Study is factual and accurately represents the status 
   of the institution. 
 
EVALUATE HOW WELL THE SELF-STUDY AND EXHIBITS ADDRESS THE FOLLOWING AREAS: 
 
 Excellent Good Fair Unsatisfactory 
 11. Institutional Mission  _____ _____ _____ _____ 
 12. Public Information and Community Relations _____ _____  _____  _____ 
 13. Admissions _____ _____  _____  _____ 
 14. Educational Programs _____ _____  _____  _____ 
 15. Placement and Follow-Up _____ _____  _____  _____ 
 16. Evaluation and Planning _____ _____  _____  _____ 
 17. Media Services _____ _____  _____  _____ 
 18. Evaluation of Media Services _____ _____  _____  _____ 
 19. Equipment and Supplies _____ _____  _____  _____ 
 20. Physical Resources _____ _____  _____  _____ 
 21. Budget Development and Control _____ _____  _____  _____ 
 22. Financial Resources _____ _____  _____  _____ 
 23. Refund Policy _____ _____  _____  _____ 
 24. Human Resources _____ _____  _____  _____ 
 25. Faculty Participation in Professional Growth Activities _____           _____  _____            _____ 
 26. Organizational Structure _____ _____  _____  _____ 
 
 27. Additional Comments: 
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Evalua  on by the Team Leader

(This informa  on is requested from the chairman of the team only and is CONFIDENTIAL)

1. How could the offi  ce of the Execu  ve Director of the Commission of the Council on Occupa  onal Edu-
ca  on be  er plan for the team visit?

2. How could the ins  tu  on have improved its arrangements for the team visit?

3. Is there anyone on the campus you visited that we could add to our prospec  ve list of visi  ng team 
personnel?  (Include sugges  ons made by members of your team.)

4. Please give a frank appraisal of each member of your team.  Would you recommend any of them to 
serve as a team leader or not serve on a future team?  Give strong and weak points. 
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The Accredita  on Process
Candidacy

 1. Letter of intent to seek candidacy and to request application forms.

 2. The on-site administrator or other full-time employee at the main campus must attend a Candi-
date Academy within 6 to 18 months prior to submitting an application for candidate status.

 3. Submission of an application for candidacy.

 4. Candidacy team visit.

 5. Commission review of application and candidacy visit report. Approval of candidate status by 
Commission. If disapproved, appeal may be made to the Commission.

 6. After acceptance as a candidate, an annual report is submitted each year for Commission re-
view. The annual  report while in candidate status is an update on the institution’s status toward 
initial accreditation. Also, non-public institutions must submit an audited fi nancial statement each 
year after acceptance as a candidate and throughout their term of membership with the Council. 
Audits must be submitted within 6 months of the end of the fi scal year and must be accompanied 
by a completed COE Financial Form. During candidate status, no substantive changes may be 
approved except for changes in existing programs. The earliest date that an institution can host 
an accreditation visiting team is six months after the date candidate status is approved and six 
months after a representative attends the COE Self-Study and Annual Report workshops (see 
below). The maximum time an institution may be in candidacy is three years. Candidate institu-
tions must host an initial accreditation team visit within 24 months after being accepted as a 
candidate by the Commission.

 Accredita  on

 7. The on-site administrator or other full-time employee at the main campus must attend Commis-
sion Self-Study and Annual Report Workshops within 6 to 18 months prior to hosting a visiting 
team for initial accreditation or reaffi rmation of accreditation.

 8. A self-study should be initiated by the end of the fi rst year as a candidate.

 9. Within 24 months after acceptance as a candidate, an institution must request and host a team 
visit.

 10. Visiting team appointed by Commission Staff.

 11. A preliminary visit by the Visiting Team Leader is made approximately 30 days prior to team visit.

 12. The team visit includes a review of all programs and activities of the school. An oral report is 
made to the school at the end of the visit.

 13. The written team report is sent to the Executive Director by the team leader within 30 days of the 
visit.
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 14. The Commission Execu  ve Director sends team report to the ins  tu  on.

 15. Ins  tu  on makes changes necessary to meet standards.

 16. The chief administra  ve offi  cer writes a le  er reques  ng accredita  on and submits one (1) electronic 
copy of ins  tu  onal response, if required, to the team report within 30 days of the date of the COE Ex-
ecu  ve Director’s transmission of the team report to the ins  tu  on.

 17. The Commission reviews the team report, ins  tu  onal response report, self-study, and report of readers.

 18. The Commission may defer ac  on and request addi  onal documenta  on, grant accredita  on, or deny 
accredita  on. If accredita  on is granted (based on the self-study, team report, and ins  tu  onal response 
report) the Commission will specify the number of years in the next reaffi  rma  on cycle (two [2] to six [6] 
years). The year of reaffi  rma  on may be changed for just cause.

 19. An ins  tu  on may appeal a nega  ve ac  on to the Commission.

Annual Review

 20. All candidate and accredited ins  tu  ons must submit an annual report to the Commission.

 21. Con  nued candidate status or accredita  on is determined annually by Commission approval of annual 
reports.

 22. During the year prior to the year that ends the reaffi  rma  on period, a school must a  end a self-study 
workshop, begin another self-study, and request another team visit. Teams for reaffi  rma  on of accredita-
 on are scheduled every 2 to 6 years. The Commission determines the reaffi  rma  on schedule.

NOTE:  Failure to submit an annual report or addi  onal informa  on regarding the annual report, if re-
quested, by the due date established by the Commission shall be grounds for an ins  tu  on to lose its 
candidacy status or accredita  on.
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FOR MORE INFORMATION

Requests for addi  onal informa  on on the standards, condi  ons, and criteria of the Commission of 
the Council on Occupa  onal Educa  on should be addressed to:

Dr. Gary Pucke  
Execu  ve Director

Council on Occupa  onal Educa  on
7840 Roswell Road, Suite 326

Atlanta, Georgia 30350
Telephone: 770/396-3898, Ext. 21

or 
800/971-2081, Ext. 21

Web Site:  www.council.org
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NOTES
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