7/3/2019

Accreditation Visiting Team
Leader Certification
Part 1A
COE Summer Conference 2019| Dr. Myra West | Renee Pellom

1

In this Session…….


Types of Visits



Team Leader Responsibilities



Preliminary Visits (General Information)



Required Documents to Complete



Potential Show‐Stoppers for a Visit



Getting Started on MyCouncil
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Types of Visits


Candidate Visits



Initial Accreditation Visits



Reaffirmation Visits



Unannounced Visits



Focused Visits



Substantive Change Visits
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Purpose of the Accreditation Visit
Determine if the institution is in
compliance with the policies,
standards and conditions of
accreditation of the Commission
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Establishing a Strong Knowledge Base of COE Policy
Prior to leading a team, have a
good working knowledge of policy:


Handbook of Accreditation



Guidelines for Accrediting
Visiting Teams



Self‐Study Manual



Current version of the check
sheets

IMPORTANT: Stay abreast of policy changes.
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Team Leader Responsibilities


Along with COE staff, assist school to prepare for visit



Conduct the preliminary visit



Complete required MyCouncil database information



Provide guidance and information to the team prior to the visit



Lead the accreditation visiting team and coordinate team report
effort



Maintain communication with COE staff, as needed



Submit final team report
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COE Request for Team Leader Service
Email Invitation
from COE Staff

Conflict of Interest form



Respond with a YES or NO to the
COE invitation to serve as a team
leader within the number of days
indicated in the letter



If YES, complete and submit the
Conflict of Interest Statement to
COE immediately
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Before the Preliminary Visit


Contact the School, introduce yourself and discuss the visit.



Discuss the Self‐Study Document‐‐The self‐study report must be
completed and emailed to the team leader 60 (calendar) days prior to
the accreditation visit.



Discuss the arrangements for the Preliminary Visit



Discuss what items the school needs to have prepared for the
preliminary visit
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Preliminary Visit Tasks


Schedule visit at least 30‐45 days prior to scheduled date of
accreditation visit



Be prepared to spend a minimum of a full work day at the institution



Once on the visit:
– Tour facilities with COE criteria in mind
– Review documents related to team visit
– Examine financial statements
– Discuss workroom setup
– Create a schedule and an agenda for accreditation visit
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Preliminary Site Visit Worksheet


Where to find the worksheet in MyCouncil



Meet key staff member(s) responsible for accreditation visit
preparation



Verify COE List of Approved Programs



Review permanent accreditation file (previous team reports,
substantive change‐related documentation, communications,
etc.)
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The Preliminary Visit
How to Use the Preliminary Visit Worksheet
Complete Team
Report Software
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IMPORTANT
Beginning January 1, 2019
The self‐study report must be completed and emailed
to the team leader 60 (calendar) days prior to the
accreditation visit.
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…..also IMPORTANT


Team leader provides the school with technical assistance only,
according to the guidelines outlined in the COE manual
(Guidelines for Visiting Team Members)



Team leader should NEVER prescribe a solution to a deficiency,
nor make corrections of any kind on behalf of the school during
the course of the preliminary or accreditation visit process



Team leader should not require that the institution submit
documentation according to any personal preferences—beyond
the parameters of Council requirements
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IMPORTANT
Beginning January 1, 2019
The follow documentation must be kept on file from one accreditation visit to the
next. All of this documentation will be prepared as exhibits for the visiting team.


Institutional advisory board agendas and minutes



Occupational advisory board agendas and minutes



Strategic plan and all other plans



Records of Student Refunds



Grievances



Default Management Plans



Financial Reports



Copies of promotional and advertising materials (must be kept for 3 years)
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IMPORTANT….con’t.


For all other types of documentation not listed above, the institution
should provide one year of documentation in their exhibit materials. It
is at the team’s discretion to ask for additional documentation.
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Occupational Programs (Marcia Cox, COE Staff)
An “occupational program” is one that prepares a student for employment or job advancement. Occupational programs can be of any length, from a
40‐hour phlebotomy program to a 2,000‐hour dental hygiene program. The term “short program” has no meaning with COE. Whether the school calls it
a “course” or a “program”, if it imparts job knowledge and skills and prepares the student for employment or job advancement, it is an “occupational
program” in the eyes of the Council. This includes “job upgrade training”—educational activities or experiences that are designed to enhance existing
knowledge and skills and that are offered with the goal of providing persons in specific occupations with the credentials, knowledge and skills needed
for career advancement.
All occupational programs at the institution that have enrolled adult students within the past 12‐month period must be listed on the Postsecondary
Educational Programs chart in the COE Candidate Application. If students are enrolled in the XYZ Program at 600 clock hours, the Postsecondary
Educational Programs chart must show the XYZ Program at 600 clock hours. Public institutions that offer high school programs should also include on the
Postsecondary Educational Programs chart any program in which an adult student may be enrolled.
The list of occupational programs appearing on the Postsecondary Educational Programs chart is in no way related to federal (Title IV) student financial
aid. It does not matter if a program is or is not Title IV‐eligible; if it is an adult occupational program—of any length—it is included on the Postsecondary
Educational Programs chart.
What programs are NOT occupational programs? Adult literacy or GED prep; ESL (although Vocational ESL programs are considered occupational
programs); industry contract training; “life‐enrichment” courses unrelated to a specific occupation; licensure or certification test preparation courses;
and individual courses that may impart a specific skill or knowledge, but not enough to prepare the student for employment (such as Microsoft Word, or
Turbo‐Tax). It also does not include “continuing occupational education”—educational activities or experiences designed to assist in the development of
knowledge and skills with the goal of maintaining one’s current professional occupation. Participants in continuing education are assumed to have
previously attained a basic level of education, training or experience in the occupational area in which they are enrolling.
Still uncertain if a program is occupational? Ask yourself: “If a student successfully completes this program, will he or she be eligible for employment
or job advancement based on the skills and knowledge learned in the program?” If the answer is “yes” it is an occupational program.
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More on Programs: Modes of Delivery
Instructional Delivery Methods
•

DISTANCE EDUCATION: a formal educational process in which instruction occurs
when students and instructors are not in the same place; may be synchronous or
asynchronous; may employ correspondence study, audio, video or computer
technologies.
• Traditional Programs: all bricks and mortar
• Hybrid Programs: less than 50% of coursework available via distance
• Distance Education Programs: 50% or more of required instruction available via
distance education delivery methods

*An institution must utilize a campus‐based instructional delivery system with at least
50% of the institution’s total FTE being derived from enrollments in traditional (bricks and
mortar) programs.

18

6

7/3/2019

More on Programs: Work‐Based Activities
Structured learning activities conducted in supervised work settings external to the
institution or in a setting that involves the public (for example: clients who are
served by the institution in cosmetology clinical or automotive technology settings)
that are components of educational programs (e.g., externships, internships, clinical
experiences, industrial cooperative education, and similar activities. These
activities must be planned with at least two objectives:


To provide students with the opportunity to develop and apply a “real‐
world” work experience using the knowledge and skills they attained in their
program of study; and



To provide the institution with objective input from potential employers or
customers of program graduates.
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More on Programs: Program Modification
Designating Course Prep (Homework) Hours to Supplement Federal Financial Aid
In 2011 the U.S. Department of Education (ED) developed a method for supplementing a student’s
financial aid award by counting unsupervised out‐of‐class homework (or “course prep”) hours
and thereby increasing a program’s financial aid credit hours. To qualify for this additional financial aid award, an institution must submit a Program
Modification application to the Council for each program it desires to be eligible. The Program Modification application shows the course prep work assigned
for each course in a designated program and estimates the number of hours the assigned homework will require. The Council staff will review the application,
approve the proposed homework hours, and add the “course prep” hours to the program’s listing on the institution’s Approved Programs List in MyCouncil.
According to the ED, the assigned homework must support the learning objectives of the course; the homework must be performed out‐of‐class and
submitted to the instructor for evaluation; the homework must be graded and comprise a portion of the student’s final grade for the course; and the
institution must regularly evaluate the effectiveness of the course prep work in achieving the program’s learning objectives.
To be approved by the Council for course prep hours, the program must be a non‐degree program listed in credit hours. Associate degree programs and
programs approved by the Commission in “clock hours” are not eligible for program modification according to federal regulations. While the institution may
assign as many homework hours for a course that it determines to be appropriate, the ED will allow no more than 25% of a course’s in‐class hours to be
counted as course prep hours.
Once the Council has approved a Program Modification application and designated COE‐approved course prep hours, the institution is responsible for
retaining records of the graded homework. The Council suggests that homework be saved at least through quarter or semester following the term in which
the homework was performed. In other words, the school should retain homework records for a course taken in Fall Semester 2017 at least through Spring
Semester 2018.
During a COE accreditation visit, a team may request to review the homework records for programs where course prep hours have been awarded. In these
cases, the team may request a copy of the Program Modification application submitted to the Council for a program. The application will indicate the
homework assignments approved for the program. However, a copy of the application may not be necessary. The COE team members should verify that: (1)
the homework supports the learning objectives of the course; (2) the homework is graded; (3) the homework grade is a component of the student’s final
grade for the course; and (4) the institution regularly evaluates course prep assignments and their effectiveness in achieving a program’s goals and objectives.
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More on Programs: ESL/VESL
IMPORTANT: COE does not approve/accredit ESL programs, only VESL programs. If the institution is offering ESL programs, the
school must clearly delineate in all advertising materials that the offering is not accredited by the Council.

Vocational English‐As‐A‐
Second‐Language Program
Reference: Policies and
Rules of the Commission
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Potential Show Stoppers


An onsite administrator or full‐time employee at the main campus has not
attended the Commission self‐study and annual report sessions 6‐18
months prior to the team visit



Institution did not submit a complete, well‐organized self‐study to team
leader 60 days before accreditation visit (NOT a draft)



Institution did not submit an original self‐study document to the
team/commission (plagiarism)



Overall, the institution is ill‐prepared to host a visit an accreditation visit,
and provides insufficient documentation or exhibits during the preliminary
visit



In any such case, contact COE team visit coordinator immediately
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Using MyCouncil Biodata and Team Report Software


How MyCouncil Works



Establish an account (https://mycouncil.org/login) OR contact
Amanda Lough at Council office, extension 100.
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How to Get There from Here……

24

8

7/3/2019

Enter Your Information in Biodata…and
Please Keep it Up‐to‐Date
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Complete the Entire Biodata Section
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Find the School You’re Evaluating
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28
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Once the visit is a go, complete the Visiting
Team Information section
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Remember to Complete
the Preliminary Visit
Worksheet
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Stay in touch with
your team
members
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THANK YOU!
NEXT REQUIRED WORKSHOPS.…
• Part 1 B ‐ Accreditation Visiting Team Leader Certification
• Part 2 ‐ Team Leader/Team Member Certification – Writing
Findings of Non‐Compliance
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