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Accreditation Team 
Leader Certification

Part 1A
2022 COE Conference

Myra West and Sandy Elliott

In this Session…….

● Types of Visits and COE Publications
● Team Leader Responsibilities and Duties
● Getting Started on MyCouncil
● Preliminary Visits (General Information)
● Required Documents to Complete
● Potential Show-Stoppers for a Visit

Note: Some information within this presentation will not be applicable 
to all attendees (e.g., Federal, Job Corps, and Apprenticeship 
schools)
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Types of Visits

● Candidate Visits

● Initial Accreditation Visits

● Reaffirmation Visits

● Unannounced Visits

● Focused Visits

● Follow‐up Visits for Virtual Teams

● Substantive Change Visits

Currently, all upcoming 
team visits will be:

• In-person

or 

• Hybrid

Establishing a Strong Knowledge Base of COE Policy

Prior to leading a team, have a 
good working knowledge of 
policy:
● Handbook of Accreditation
● Policies and Rules of the 

Commission
● Current version of the 

check sheets 

IMPORTANT: Stay abreast of policy 
changes.
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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

STANDARD 1 
Institutional Mission 

Generic Version – 2022 Edition 
 

Standard 1 Criteria YES NO  
1. The primary mission of the institution is to instruct students to such competency levels that 

they are qualified for initial employment and/or career advancement. 
   

 
The institution’s mission is 

2. clearly and concisely stated in written form, 
   

 
3. published in hard copy and/or online,    
4. publicly available, and    
5. used consistently in publications.    

6. The institution has an organized and functional institutional advisory committee. 
 VISITING TEAMS: If NO is checked, leave criteria 7-11 blank. Write one finding of non-

compliance that specifies BOTH the requirement to appoint an institutional advisory 
committee AND each criterion 7-11. (See instructions page.) 
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The institutional advisory committee meets the following requirements: 
 7. Is composed of no less than three persons, all of whom are external to the institution. 

(Committees larger than three members must maintain a majority of external 
members.) 

  

 8. 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). 

  

 9. Meets at least once annually.   
 10. Keeps typed minutes to document its activities, recommendations, and meeting 

attendance. 
  

 11. Is used to seek input and provide community involvement in maintaining a relevant 
mission for the institution. 

  

The Criteria above represent the minimum requirements for an institutional advisory committee.  The institutional 
advisory committee can also serve as the occupational advisory committee if only one occupational advisory 
committee is required for the institution.  In those cases, the requirements of both committees (institutional and 
occupational) must be met. (See Policies and Rules of the Commission for more information regarding 
“Requirements for Institutional Advisory Committees”.) 

 

 

Criteria for Serving as a Team Leader

● Must have demonstrated competence in evaluation, leadership, and written 
composition.

● Must have served as a member of at least two teams.

● Must be recommended to serve as future team leader by the leader of a team 
on which he/she has been a member.

● Must agree to conduct prescribed activities within the identified time frame.

● Must attend a workshop for team leaders, which includes the evaluation of 
programs   offered via traditional delivery and distance education, prior to 
becoming a team leader and must attend a team leader workshop at least 
once every three years. 
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Desired Characteristics of a Team Leader

★ Effective Communication Skills
★ Relationship Builder
★ Leadership Skills
★ Organized
★ Good Judgement

Job Description of the Team Leader

● Along with COE staff, assist school to prepare for visit
● 60-days prior to the visit, you should see a complete draft of the self-study. 

Work with the school to revise as needed.
● Ensure correct Check Sheets are applied (see MyCouncil)
● Approve the Self-Study Report prior to the team 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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Team Leader Responsibilities

 Lead as a positive and well-informed representative of COE

 Understand the COE Resources: Self-Study Manual, Handbook 
of Accreditation, Policies and Rules of the Commission, and 
MyCouncil software

 Assess correctly the school’s readiness for a visit. If the school 
is unprepared, contact COE staff, may need to postpone 

 Provide the school with helpful critiques of its self-study report 
and documentation

Team Leader Responsibilities – con’t

 Communicate the requirements of the Commission and 
team visit details to the school and team members

 Encourage collegiality, collaboration, and consensus with 
guidance

 Conduct a fair evaluation

 Complete an accurate and thoroughly informative team 
report for the Commission.
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Learning from experience
What is one thing that you have learned from being a team leader?

What is the greatest challenge you face
as a team leader?

First Steps--Using My Council
Go to Council on Occupational Education website.  www.council.org

Click on my council in upper right hand corner.

Update your biodata by clicking on the User icon and click on your name. Update 
your BioData information.
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COE Request for Team Leader Service

● 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

Email 
Invitation from 

COE Staff

Conflict of Interest 
form

Log into your MyCouncil Account.  Click on the Schools Icon. 
You now have access!  Find the School you will be visiting.
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After clicking on the school’s name, information about the school will 
appear.  *(Team leaders need to check information for accuracy.)

More School Information—FTE and Campuses
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Check the COE Approved Programs.   Make sure that self-study, website, recruitment 
materials, and Catalog match the approved program list.

Access the Team Report Software
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Home Page for the Team Report Software

Tips for leading a successful team!

Normally, you need the self study report 60 days prior to the scheduled visit reach out to 
the school approximately 90 days before the visit (if you have not already heard from the 
school).

The team leader provides the school with technical assistance only, according to the 
guidelines outlined in the COE manuals.

Team leader should NEVER prescribe a solution to a deficiency, nor make corrections of 
any kind on behalf of the school at any time throughout the process.

Team leader should not have a “my way” approach--the only requirements that the school 
must meet are the standards set forth by the Council.

Note: Due to a limited number of volunteers, as well as scheduling issues with volunteers 
and institutions, some teams may not be complete and have a full roster to meet some time 
requirements mentioned.
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 Review the institutions Self‐Study, normally 60 (calendar) days prior to visit. Provide feedback on the 
document and allow the institution to revise as needed. If revisions are recommended, allow the 
school time to revise. However, no later than 45‐days prior to the team visit, review and approve the 
final draft of the Self‐Study report.

 If no revisions are needed, approve the institutions Self‐Study and notify COE staff. 

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

 Be prepared to spend a minimum of a full workday 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

Preliminary Visit Tasks

Preliminary Visit
What should you ask the school to have prepared for you?

● Electronic folders for each standard (including conditions)

● Within each standard folder there should be individual folders for each criteria

● Within each criteria folder the school should provide documentation to             
validate the compliance with the criteria

● The documentation will be for the most recent completed/current year

● From cycle to cycle look back materials: all advisory materials both             
occupational and institutional, all plans, records of student refunds, grievances, 
audits/financial reports, and 3 years of Marketing.
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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 this 
documentation will be prepared as exhibits for the visiting team. 

 Institutional Advisory Committee agendas and minutes

 Occupational Advisory Committee agendas and minutes

 All Plans—showing yearly review

 Records of Student Refunds

 Grievances

 Financial Reports

 Copies of promotional and advertising materials (must be kept for 3 years)

Potential Show Stoppers
 An onsite administrator or full‐time employee at the main campus 
has not attended the Commission Self‐Study and Annual Report 
workshops 6‐18 months prior to the team visit

 Institution did not submit a relevant, accurate, and well‐organized 
Self‐Study to the Team Leader 60 days before accreditation visit

 Overall, the institution is ill‐prepared to host an accreditation visit. 
During the preliminary visit it was clear there was a lack of evidence, 
documentation, and exhibits to address accreditation criteria 
identified in the Self‐Study/Check Sheets. 

 In any such case, contact COE team visit coordinator immediately
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Communication with Team Members
 Welcome Email/Letter to Team Members

– Note any special considerations

 Weather, activities, ask about food allergies, etc.

 Discuss and Coordinate Team Travel

– Reminder: Team members should not make travel or lodging arrangements outside of 
the scheduled timeline without first discussing them with the leader and COE staff

 Team Schedule

– Remember to schedule time to speak to night schools' students and staff, if applicable

– Remember to visit ALL COE‐accredited campuses.  And plan to visit at least one clinical 
and/or externship site

 Expense Receipts
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Team Member Information

Next Steps

Team Report Software
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Next Step

Visiting Team Information

Important Information 
for Team Members
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Next Step

Team Leader Information
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Just the beginning. . .more to come!
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