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PRELIMINARY VISIT WORKSHEET
for Accreditation Visiting Teams 2026 Edition

1. Campus Name:
2. Main Campus Address:

3. Date of Preliminary Visit:
4. Campus Contact Name and Number:

5. Travel Info:
6. Transportation from the airport to the hotel: Hotel Name:
7. [image: ] Return the Conﬂict-of-Interest Form

A. Before you call the campus:
	
	Yes
	No
	NA

	Review the current Handbooks: Accreditation for Public and Non-Public
Institutions and the Policies and Rules of the Commission, check sheets, etc. before your preliminary visit.
	
	
	

	Contact the Chief Academic Officer at the school to schedule a conference call. to discuss the preliminary and team visits. A
preliminary Visit Should occur 60 days prior to the visit
	
	
	


B. During the Conference Call:
	
	Yes
	No
	NA

	Discuss the purpose of COE’s visit
	
	
	

	A Draft of the Self Study uploaded in EDvera four months prior to the Scheduled Team Visit. 
	
	
	

	Verify the Check Sheets you will be using for the visit. (2026 visit will use 2024 Check sheets)
	
	
	

	Confirm the type of schedule the campus uses- semesters, quarters, or
trimesters.
	
	
	

	Verify, the institution has placed the notice. For initial accreditation or reaffirmation of accreditation, the institution has placed a notice on the home page of the institution’s web site and within at least one print media sources that is circulated within the service area of EACH campus of the
institution. This notice must be placed at least sixty (60) days prior to
	
	
	



1

	hosting the accreditation visit and must state that the institution is applying for initial accreditation or reaffirmation of accreditation with the Commission of COE in compliance with Commission criteria.
	
	
	

	Accurate information about the institution’s ownership status has been filed with the Council. Any changes in ownership information that have not been reported to the Commission must be given a finding of non‐
compliance written under Conditions of Accreditation, criterion 13.
	
	
	

	For institutions applying for initial accreditation- The institution has had students continuously in attendance for a minimum of two years,
except for regularly scheduled breaks, holidays, and vacation periods.
	
	
	

	The institution has a record of attendance (e.g., email) showing completion of required workshops for Candidate Academy, Self‐Study,
and Annual Report training sessions. Records must show completion of workshops within 6-18 months prior to hosting the visiting team.
	
	
	

	Verify programs offered at the institution are listed correctly on the COE List of Approved Programs (name, length, mode of delivery, etc.).
The programs are also listed identically (name, length, mode of delivery, etc.) by state, federal, or other oversight agencies. Any inconsistencies in these listings must be given a singular finding of non‐compliance written. under Conditions of Accreditation, criterion 13, reflecting the program(s) to which the finding of non‐compliance applies. (NOT APPLICABLE for
Federal Agency)
	
	
	

	Discuss any off-campus sites- locations, types, how many. Accurate information about the status of the institution’s campuses has been filed with the
Council.
	
	
	

	All campus and location addresses are identical to the addresses
reflected in the COE record. Any inconsistencies in these listings must be given a singular finding of noncompliance
	
	
	

	Note if the school has added, deleted, or is teaching our any programs since the last visit
	
	
	

	Request the school send you All Campus Plans (Student Retention, Health, and Safety, etc.) for review during the Preliminary Visit
	
	
	

	Request the school send you the School Catalog, Student Handbook, Staff Handbook, Brochures, Websites, and any publications used for
recruitment. Electronic access is acceptable
	
	
	

	Is the institution approved Course Prep Hours?
	
	
	

	Remind the institution to retrieve and use the most current versions of the documents from the COE website.
	
	
	

	Remind the institution that all plans and procedures must be written,
	
	
	

	Explain you will complete the Conditions Sheet during the preliminary visit. The campus should have Conditions exhibits ready for review.
	
	
	

	Confirm the logistics of your preliminary visit-dates, hotel, transportation, etc.
	
	
	



C. After the initial call AND before the preliminary visit:
	
	Yes
	No
	NA

	Contact COE if you have any issues that may stop the visit (no exhibits, no self-study, etc.) you discovered during the conference call
	
	
	

	Review the documents the school sent you- Self Study, Student Handbook, Staff Handbook, Brochures, Websites, and Plans.
	
	
	

	Develop Agenda for the Preliminary Visit (samples in the Appendix)
	
	
	

	Contact team members to confirm their availability to serve on the Team;
HOWEVER, stress for them not to make travel plans until you have returned from the preliminary visit.
	
	
	



D. During the Preliminary Visit
	
	Yes
	No
	NA

	Complete the Conditions Check Sheet (See Appendix)
	
	
	

	SELF‐STUDY REPORT DISCUSSION
· Discuss any issues of the Self-study and any final details of the final copy, if necessary.
· Spot Check Documentation
· The team leader reminds the institution to submit the report to the team members and to the appropriate COE staff members no later than 60 days prior to the accreditation team visit.
	

	

	


	CONDITIONS AND STANDARDS
Review electronic documentation for Standards 1, 9, and one program. (see Appendix for Check Sheets)
	
	
	

	Discuss the process of reviewing student records, refunds, and grievances during the visit. It helps to get the names of the campus contacts for
Standards 7, 10, and 3.
	
	
	

	Did the campus use a consultant? If the institution employs a consultant, ensure that the institution has contacted COE Staff. Discuss the role of the consultant before and during the accreditation visit, reminding the institution that the consultant cannot be on site during the preliminary or
the accreditation visit. (See the current versions of the Handbook of Accreditation and Policies and Rules of the Commission)
	
	
	

	PROGRAMS
The institution has demonstrated that appropriate documentation relative to VESL programs is available for review by the visiting team. (See the Handbook of Accreditation and the Policies and Rules of the Commission)
	

	

	


	Programs not enrolling students for the past 365 days have been deleted from the approved program list.
	
	
	

	Request a list of when each program started at the institution.
	
	
	

	The institution has demonstrated that appropriate documentation relative to program modification hours (course prep/homework hours) are available for review by the visiting team.
	

	

	


	Copy of the last accreditation visiting team report and all other team reports since the last accreditation visiting team.
	
	
	

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



	Copy of all substantive change applications since the last accreditation visiting team- new programs, deleted programs,
	
	
	

	The institution has demonstrated that appropriate documentation relative to program modification hours (course prep/homework hours) are available for review by the visiting team.
	
	
	

	The institution has demonstrated that appropriate documentation relative to VESL programs is available for review by the visiting team. (See the
Handbook of Accreditation and the Policies and Rules of the Commission)
	
	
	

	For Non-public institutions: Copies of all annual audited financial reports since the last accreditation visiting team, if applicable (REMINDER: the institution demonstrates financial stability through submission of the most recent audited financial statements that reflect a minimum, unrounded score of 1.5) (Not
Applicable to Federal Institutions)
	
	
	

	Copies of all annual reports (including all supporting documentation) since the last accreditation visiting team, if applicable.
	
	
	

	Campus Tour:
· Tour the Main Campus and, if time permits, any other locations.
· Meet other staff members.
· All required licenses are current.
· In general, does the facility operate in a safe environment (e.g., exit signage, posted evacuation routes, etc.), equipment (e.g., Reasonable accessibility to up to date first aid kits, fire extinguishers, eye‐wash stations (if stations are mandated)?
· Are media services available?
· Records available (Standard 10: Spot check the structure for preserving and protecting student coursework. Ensure testing material and records are secured using storage devices, duplicate physical or digital records, security files, or other measures that ensure both the preservation and security of the records from fire, theft, vandalism, and other adverse actions)
· Request the campus have campus maps available for the visits.
· Request that the Work Room has a photo directory of all employees.
	
	
	

	Team member assignments have been reviewed with the institution's Chief Administrative Officer (CAO).
	
	
	

	OTHER:
Share with the institution's CAO suggestions for any other documentation which may help the team during the visit.
	
	
	

	Check the notice: For initial accreditation or reaffirmation of accreditation, the institution has placed a notice on the home page of the institution’s web site and within at least one print media sources that is circulated within the service area of EACH campus of the institution. This notice must be placed at least sixty (60) days prior to hosting the accreditation visit and must state that the institution is applying for initial accreditation or
reaffirmation of accreditation with the Commission of COE in compliance with Commission criteria.
	
	
	

	Self‐study and all exhibit documentation must be in English.
	
	
	

	Workroom
	
	
	



	Quiet and Private area (Make sure the room is large enough for the team to work comfortably with Tables and Chairs.
	
	
	

	The workroom is off-limits to faculty and staff during the visit.
	
	
	

	Room should be cleaned after the team leaves each day
	
	
	

	Will we have onsite technical assistance, if needed?
	
	
	

	Office supplies such as post-it notes; Copier; Shredder, Trash cans, Paper, pens, staplers, paper clips, etc.
	
	
	

	Individual computer (two monitors, if possible) and internet access for
each team member, and software requirements for team report software (Firefox internet access required)
	
	
	

	Ensure that the workroom does not use cameras or any other recording devices during the time of the preliminary or the accreditation visit to record any team interactions or team activities in the workroom or in any
space.
	
	
	

	Directory or listing of institutional faculty, staff, and administration to assist team in identifying school contacts.
Last Self Study and Campus Response to the last Team Visit
	
	
	



E. Planning the Team Visit with the campus:
	Planning the Team Visit:
	Yes
	No
	NA

	Discuss the hotel for the visit
	
	
	

	Discuss billing- direct bill or individual’s pay
	
	
	

	Discuss food eaten at the hotel- charged to room?
	
	
	
	
	

	Confirm who the campus contact is for the team member travels
	
	
	
	
	

	Meeting room at the hotel for the first team visit
	
	
	

	Transportation:
· To and From the Airport transportation accommodations
· To and From the School transportation accommodations
· Off-campus site visits
· Any clinical sites to be visited.
	

	

	



Transportation:
To and from the airport: [image: ] discussed To and from the hotel to campus:[image: ]
To off-campus sites

Clinical sites:

First-night Activity (Some team members may need to come in on Sunday night or leave on Friday due to travel and schedules)
Discussed Time: [image: ]	Location: [image: ]	Attire: [image: ]	Agenda: [image: ]

Meal Options:

Breakfast at hotel [image: ]yes [image: ]no, on campus Lunches at campus [image: ] yes [image: ] no
Dinner Meals: [image: ]

Day 1.

Day 2:

Day 3:

IMPORTANT
Complete this form and send it to your COE Coordinator and Ms. Susie Hill at susie.hill@council.org after the preliminary visit.
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