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Preface

The self-study must begin with a preface written by the chief administrator. It may contain, but not necessarily limited to, an appraisal of methods employed in conducting the self-study and the major benefits as viewed by the chief administrator and staff. It is suggested that the preface consist of 500 words or less.
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List of Self-Study Committee Members

A list of self-study committee members must follow the preface. This list makes it easier for Visiting Committee members to coordinate with those people directly responsible for each standard or program area.
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I.  Institutional and Community Characteristics

Characteristics of the institution and the community it serves must be described in narrative form by including the items listed below as a minimum. If the institution consists of more than one campus, characteristics must be addressed per location (history, staffing, program offerings, community information, etc.).

Institutional Characteristics

1. State the name of the institution.
2. State the address (city, state, zip code, telephone, email, web site).
3. List all campuses with addresses (branches and extensions).

4. Record, briefly, the history of the institution. Be sure to include such data (if applicable) as:

a. Date of charter authorization.

b. Date first students were in attendance.

c. Date the institution had its first program completers or graduates.

d. Type of control (government agency, proprietary, independent, etc.)

5. Give an overall summary of the following:

a. The total number and type of postsecondary technical educational programs offered (business, health, etc.)

b. The level of offerings for postsecondary students and type of certificates awarded.

c. Overall enrollment number that reflects a typical calendar year.

d. The total number of full- and part-time administrative and instructional staff employed by the institution.

e. Summary of non-traditional programs (reading instruction, adult literacy, etc.).

6. Indicate which calendar system is used at the institution (quarter, semester, 6-month, 12-month, other)

7. Explain what constitutes a typical full-time student load in class hours per week.

8. Briefly describe the delivery systems the institution uses (traditional classes — lecture, lab, work-based activities; distance education media; Internet; etc.).

Community Characteristics

1. Describe the geographic area (towns, cities, counties, etc.) served by the institution. Exhibit a map.
2. Describe the population of the areas served by the institution. Show total population of service area, and provide the source and date of this population data.
3. Describe any important population characteristics in the community served that affect the institution and its services.

4. Describe basic changes anticipated in the size or characteristics of population in the area that may affect the nature of the institution’s services.
Enter text here
II.  Progress Report

The institution is to provide a summary of progress on the action plan that addresses critical areas for follow-up from the previous Self-Study Report. It should also include any recommendations that resulted from any other visit or report required by the Commission during the current accreditation cycle since the last full self-study visit.

Enter text here
III.  Standards

This section of the self-study manual must contain the results of applying the criteria for each of the standards to an evaluation of the institution. For each criterion, place an “X” in the “Yes” box if the institution is in compliance with that criterion. If the institution is not in compliance with a criterion, place an “X” in the “No” box. When a criterion is not in compliance, then list the “Key Issue(s) to be Addressed” and proposed solutions in the area provided.
Standard I:  Institutional Mission, Purpose, and Objectives

The Standard: The institution that is designed for adult students, to demonstrate strong commitment to a mission that emphasizes achievement of student learning in vocational and avocational endeavors, and to communicating the mission internally and externally. The institution uses analyses of quantitative and qualitative data and analysis in an ongoing and systematic cycle of evaluation, integrated planning, implementation, and re-evaluation to verify and improve the effectiveness by which the mission is accomplished.

Criterion 1:  The institution has a statement of mission that defines its broad educational purposes, its intended student population, and its commitment to achieving student learning.
· In what ways does the mission statement reflect the institution’s commitment to achieving student learning?

Enter text here
Criterion 2:  The institution establishes student learning programs and services aligned with its purposes, its mission, and its student population.
· What discussions are held among key stakeholders regarding the relevance of the mission statement to student learning?

· What statements about student learning are included in the mission statement? 

· How do these statements make explicit the purposes of the institution?

Enter text here
Criterion 3:  The mission statement is approved by the governing board and published.

· Who was involved in the development of the mission statement? How is the mission statement communicated to the institution’s constituents?

Enter text here
Criterion 4:  Using the institution’s governance and decision-making processes, the institution reviews its mission statement on a regular basis and revises it as necessary.

· What circumstances prompt changes to the statement?

· What quantitative and qualitative data are used and analyzed in an ongoing and systematic cycle of evaluation of the institution’s mission?

Enter text here
Criterion 5:  The institution’s mission is central to institutional planning and decision making.

· How effectively does the mission statement prompt planning and decision making?

· To what extent is the mission statement central to the choices the institution makes?

Enter text here
Sources of Evidence — Examples for Standard I:  Institutional Mission, Purpose, and Objectives

Listed below are examples of potential sources of evidence for Standard I. There may be many other sources that institutions should provide and teams should request.

· Provide evidence of how the institution’s mission, goals, and objectives are linked to the needs of the student population.

· Provide evidence of how the mission statement is developed, approved, and communicated to all stakeholders.

· Provide evidence of the process used for the periodic review of the institution’s mission; evidence that the process is inclusive.

· Provide evidence that the mission statement establishes the preconditions for setting institutional goals.

· Provide evidence of how the cycle of evaluation, integrated planning, implementation, and re-evaluation relates to the mission and is used for institutional planning.

Representative Samples of Exhibits for Standard I:  Institutional Mission, Purpose, and Objectives

Documentation supporting each standard must be provided for the Visiting Committee to review. The following list is provided as an example of the types of exhibits that institutions may use to indicate ways the standard is being met.

· List of institutional committee members involved in the development of the mission statement and their relationship to the institution

· Minutes of institutional committees, board meetings, faculty meetings, administrative councils, and student committees

· The institution’s catalog

· Student handbooks

· The institution’s website

· Plans for disseminating information to the public about the institution and its mission

· Publications, promotional material, and other media that are used to provide information internally and externally about the institution and its mission

Areas of Strength and Key Issues to be Addressed

After reviewing what is currently in place for this standard, major strengths should be listed. In addition, key issues that need to be addressed should also be listed. The most critical of the key issues should be included in the school’s action plan.

Major Strengths

Enter text here
Key Issues
Enter text here
Standard II:  Organizational Structure

The Standard: The institution recognizes and utilizes the contributions of leadership throughout the organization for continuous improvement of the institution. The organizational structure and roles of governance are designed to facilitate decisions that support student learning programs and services and improve institutional effectiveness, while acknowledging the designated responsibilities of the governing board and the chief administrator.

Criterion 1:  The institution recognizes that ethical and effective leadership throughout the organization enables it to identify institutional values, set and achieve goals, learn, and improve.

· What do the statements about institutional goals tell you about the institution’s commitment to excellence?

· Are the institution’s goals and values clearly articulated and understood by all? 

· Can the institution’s staff identify what those goals and values are?

· Can staff describe their own roles in helping the institution achieve its goals?

· What information about institutional performance is circulated and available to staff and students? Is the information kept current? Is it easily accessed; is it understandable? Is it regularly used in institutional discussions and decision-making sessions?

· Do the institution’s processes for institutional evaluation and review and planning for improvements provide venues where the evaluations of the institution’s performance are made available to all staff?

· Do institutional planning efforts provide opportunity for appropriate staff participation?

· How does the institution articulate the responsibilities of individuals to develop ideas for improvements in their areas of responsibility?

· How do individuals and groups at the institution use the governance process to enhance student learning?

Enter text here
Criterion 2: The institution establishes and implements a written policy providing for faculty, staff, administrator, and student participation in the decision-making processes. The policy specifies the manner in which individuals bring forward ideas from their constituencies and work together on appropriate policy, planning, and special-purpose bodies. Faculty and administrators have a substantive and clearly defined role in institutional governance and exercise a substantial voice in institutional policies, planning, and budget that relate to their areas of responsibility and expertise. Students and staff also have established mechanisms or organizations for providing input into institutional decisions.

· What do institutional policies and procedures describe as the roles for each group in governance, including planning and budget development?

Enter text here
Criterion 3:  The institution relies on faculty, a curriculum committee, and administrators for recommendations about student learning programs and services.

· What documents describe the official responsibilities and authority of the faculty and administrators in curricular and other educational matters?

Enter text here
Criterion 4:  Through established governance structures, processes, and practices, the governing board, administrators, faculty, staff, and students work together for the good of the institution. These processes facilitate discussion of ideas and effective communication among the institution’s constituencies.

· Do the written policies on governance procedures specify appropriate roles for all staff and students? 

· Do these policies specify the academic roles of faculty in areas of student educational programs and services planning?

· Are staff and students well informed of their respective roles? 

· Does staff participate as encouraged by these policies? 

· Do the various groups work in a collaborative effort on behalf of institutional improvement? 

· Is the result of this effort actual institutional improvement?

· Is there effective communication at the institution that is clear, understood, widely available, and current?

· Does staff at the institution know essential information about institutional efforts to achieve goals and improve learning?

Enter text here
Criterion 5:  The institution advocates and demonstrates honesty and integrity in its relationships with external agencies. It agrees to comply with ACS WASC standards, policies and guidelines, and Commission requirements for public disclosure, self-study, as well as other reports, team visits, and prior approval of substantive changes. The institution moves expeditiously to respond to recommendations made by the Commission.

· What does documentation of the institution’s past accreditation show about integrity in its relationship with the Commission; has it responded expeditiously and honestly to recommendations?

· Are the institution’s communications of institutional qualities or effectiveness to the public accurate?

Enter text here
Criterion 6:  The role of leadership and the institution’s governance and decision-making organization, structures, and processes are regularly evaluated to ensure their integrity and effectiveness. The institution widely communicates the results of these evaluations and uses them as the basis for improvement.

· What process does the institution use to evaluate its organization, governance, and decision-making structures?

· Are the results communicated within the campus community?

· How does the institution use identified weaknesses to make needed improvements?

Enter text here
Sources of Evidence — Examples for Standard II:  Organizational Structure

Listed below are examples of potential sources of evidence for Standard II. There may be many other sources that institutions should provide and teams should request.

· Provide evidence that shows board, administrative, and other governance structures, policies, and descriptions of the participation of constituencies in the decision-making process.

· Provide evidence that includes copies of governance policies, organization charts and procedures, the composition of governance bodies, minutes of meetings, and documents showing the roles academic staff plays in reviewing and planning student learning programs and services.

· Provide evidence that includes evaluations and analyses the institution conducts of its governing and decision-making processes and the form of communication of same to stakeholders.

· Provide evidence that includes documents describing the authority of the board, the absence of any external, higher authority than the board, descriptions of the board appointment and replacement process.

· Provide evidence that includes the published bylaws.

· Provide evidence that includes the policy on board membership, appointment, and replacement.

· Provide evidence that includes the board’s policy and instruments used for self evaluation, analyses and reports.

· Provide evidence that includes the board policy statement of ethics.

· Provide evidence that includes board minutes, the board policy manual, and any agreements or policies that specify delegation of authority.
Representative Samples of Exhibits for Standard II: Organizational Structure
Documentation supporting each standard must be provided for the Visiting Committee to review. The following list is provided as an example of the types of exhibits that institutions may use to indicate ways the standard is being met.

· License, charter, or legislative authorization to operate, if applicable

· Addresses of all campuses affiliated with the institution

· List of the institution’s governing board members by name, title, and professional and/or business affiliations

· Policies of the governing board

· Organizational charts

· Copy of any contract between the institution and any agency, corporation, institution, or individual that involves processing financial aid, instruction, administration, recruiting, or placement services, etc.

Areas of Strength and Key Issues to be Addressed
After reviewing what is currently in place for this standard, major strengths should be listed. In addition, key issues that need to be addressed should also be listed. The most critical of the key issues should be included in the school’s action plan.
Major Strengths

Enter text here
Key Issues
Enter text here
Standard III:  Evaluation and Planning

The Standard:  The institution demonstrates a conscious effort to produce and support student learning, measures that learning, evaluates how well learning is occurring, and plans for changes to improve student learning. The institution also organizes its key processes and allocates its resources to effectively support student learning. The institution demonstrates its effectiveness by providing 1) evidence of the achievement of student learning outcomes and 2) evidence of institution and program performance. The institution uses ongoing and systematic evaluation and planning to refine its key processes and improve student learning.

Criterion 1:  The institution maintains an ongoing, collegial, self-reflective dialogue about the continuous improvement of student learning and institutional processes.
· How has the institution established a means by which self-reflective dialogue, evaluation, and planning sessions can take place?

· When, how, and about what subjects has the institution engaged in dialogue, evaluation, and planning?

· What impact has this process had on student learning?

· Does this process lead to a collective understanding of the meaning of data and research used in evaluation of student learning?
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Criterion 2:  The institution sets goals to improve its effectiveness consistent with its stated purposes. The institution articulates its goals and states the objectives derived from them in measurable terms to the degree that they are achieved can be determined and widely discussed. The institutional members understand these goals and work collaboratively toward their achievement.

· What criteria does the institution use to determine its priorities (set goals)?

· Is there broad-based understanding of the goals and the processes to implement them? 

· Is there institutional commitment to achieve identified goals?

· How well does the institution implement its goals?

· Are the goals articulated so that the institution can later evaluate them and determine the degree to which they have been met?

· To what extent does the institution achieve its goals?

Enter text here
Criterion 3:  The institution assesses progress toward achieving its stated goals and makes decisions regarding the improvement of institutional effectiveness in an ongoing and systematic cycle of evaluation, integrated planning, resource allocation, implementation, and re-evaluation. Evaluation is based on analyses of both quantitative and qualitative data.

· To what extent does the institution understand and embrace the notion of ongoing planning?

· Does the institution have a planning process in place?

· Is the planning process cyclical, i.e., does it incorporate systematic evaluation of programs and services, improvement planning, implementation, and re-evaluation? How is planning integrated?

· To what extent are institutional data available and used for planning? Are data analyzed and interpreted for easy understanding by the institution’s stakeholders?
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Criterion 4:  The institution provides evidence that the planning process is broad-based, offers opportunities for input by appropriate stakeholders, allocates necessary resources, and leads to improvement of institutional effectiveness.
· What mechanisms exist for participation by stakeholders in institutional planning?

· How is broad involvement by stakeholders guaranteed?

· To what extent does the institution allocate resources to fulfill its plans?

· When adequate resources to fulfill plans are not available, does the institution identify and follow strategies to increase its capacity, i.e., seek alternate means for securing resources?
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Criterion 5:  The institution uses documented assessment results to communicate matters of quality assurance to appropriate stakeholders.

· What assessment data does the institution collect?

· By what means does the institution make public its data and analyses internally and externally?

· How does the institution assess whether it is effectively communicating information about institutional quality to the public?
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Criterion 6:  The institution assures the effectiveness of its ongoing planning and resource allocation processes by systematically reviewing and modifying, as appropriate, all parts of the cycle, including institutional and other research efforts.

· What processes does the institution use to assess the effectiveness of its cycle of evaluation, integrated planning, resource allocation implementation, and re-evaluation?

· How effective is the institution’s planning process for fostering improvement?
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Criterion 7:  The institution assesses its evaluation mechanisms through a systematic review of their effectiveness in improving instructional programs, student support services, and other learning support services.

· What mechanisms does the institution use to gather evidence about the effectiveness of programs and services?

· How effectively do evaluation processes and results contribute to improvement in programs and services?

· How does it impact classroom instruction?

Enter text here
Sources of Evidence — Examples for Standard III:  Evaluation and Planning
Listed below are examples of potential sources of evidence for Standard III. There may be many other sources that institutions should provide and teams should request.
· Provide evidence that the institution has developed processes by which continuous dialog about both student learning and institutional processes can take place.

· Provide evidence of broad-based participation in dialog, planning, and evaluation.

· Provide evidence that clearly-stated, measurable goals and objectives guide the institution in making decisions regarding planning and allocation of resources as well as curriculum and program development.

· Provide written, current institutional plans that describe ways in which the institution will achieve its goals.

· Provide evidence that the processes used in planning and institutional improvement are communicated and that they provide the means by which the institution and its stakeholders can participate in decision-making.

· Provide evidence that goals are developed with the knowledge and understanding of the institution’s stakeholders.

· Provide evidence that there exists a current cycle in which evaluation results are utilized in integrating planning, resource allocation, implementation, and re-evaluation.

· Provide evidence that data is both quantitative and qualitative.

· Provide evidence that well-defined, decision-making processes serve to facilitate planning and institutional effectiveness.

· Provide evidence that the results are disseminated to and understood by the institution’s stakeholders.

· Provide evidence that results of periodic and systematic assessment are utilized for improvement.

· Provide evidence that program review processes are systematically evaluated.

Representative Samples of Exhibits for Standard III:  Evaluation and Planning
Documentation supporting each standard must be provided for the Visiting Committee to review. The following list is provided as an example of the types of exhibits that institutions may use to indicate ways the standard is being met.

· Minutes of meetings when dialog, planning, and evaluation occurred; list those present and their relationship to the institution

· Documentation that program outcomes are assessed regularly

· Studies of enrollment trends

· Studies of community employment trends and needs

· Copies of institutional action plans with identified priorities

· Copies of institutional strategic plans

· Copies of qualitative and quantitative assessment data and related analysis

· Copies of course outlines with objectives; samples of lesson plans and competency tests

Areas of Strength and Key Issues to be Addressed
After reviewing what is currently in place for this standard, major strengths should be listed. In addition, key issues that need to be addressed should also be listed. The most critical of the key issues should be included in the school’s action plan.

Major Strengths

Enter text here
Key Issues
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Standard IV:  Educational Programs

The Standard:  The institution offers high-quality educational programs in recognized and emerging fields of study that culminate in identified student outcomes leading to certificates, licensure, or other indicators of program completion. Educational programs are systematically assessed in order to assure currency, improve teaching and learning strategies, and achieve stated student learning outcomes. The provisions of this standard are broadly applicable to all instructional activities offered by the institution.

Criterion 1:  The institution demonstrates that all educational programs, regardless of location or means of delivery, address and meet the mission of the institution and uphold its integrity.

· How does the institution ensure that all institutional offerings fit the stated mission of the institution?

· How does the institution ensure that its programs and services are high quality and appropriate to an institution of its type?

· How does the institution choose the fields of study in which it offers programs?

· What are the student achievement outcomes of the institution’s programs; i.e., to what extent do students progress through to program completion?

· By what means are programs assessed for currency, teaching and learning strategies, and student learning outcomes?

Enter text here
Criterion 2:  The institution identifies and seeks to meet the varied educational needs of its students through programs consistent with their educational preparation and the diversity, demographics, and economy if its communities. The institution relies upon research and analysis to identify student learning needs and to assess progress toward achieving stated learning outcomes.

· What research is conducted to identify student learning needs?

· What means does the institution use to assess students’ educational preparation and their ability to benefit from what the institution offers?

· How is it determined if students are achieving stated learning outcomes?
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Criterion 3:  The institution utilizes delivery systems and modes of instruction compatible with the objectives of the curriculum and appropriate to the current and future needs of its students.

· How does the institution determine that delivery of instruction fits the objectives and content of its courses?

· How are delivery methods evaluated for their effectiveness in meeting student needs?

· What dialogue takes place about delivery systems and modes of instruction?

· How effectively are delivery systems and modes of instruction facilitating student learning?

Enter text here
Criterion 4:  The institution identifies student learning outcomes for courses, programs, certificates, licensure exams, and other completion indicators; assesses student achievement of those outcomes; and uses assessment results to make improvements.

· What student learning outcomes has the institution identified for its courses, its programs, its certificates, its licensure courses, and other completion indicators?

· How and by whom are student learning outcomes and strategies for attaining them created?

· How and by whom are student learning outcomes and program outcomes assessed? How are the results used for improvement?

· What dialogues have occurred about using assessment results to guide improvements to courses, programs, etc.? What improvements have resulted?
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Criterion 5:  The institution assures the quality and improvement of all instructional courses and programs offered including continuing and community education, short-term training courses and programs, and contract or other special programs, regardless of type of credit awarded, delivery mode, or location.

· By what criteria and processes does the institution decide to offer courses such as ESL, continuing and community education, or contract education programs?

· By what means does the institution ensure that all of its instructional courses and programs are of high quality?

· What is the process for establishing and evaluating each type of course and program?

· How does the institution determine the appropriate credit type, delivery mode, and location of its courses and programs?

· Does the institution use evaluation of courses and programs effectively for improvement?
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Sources of Evidence — Examples for Standard IV:  Educational Programs

Listed below are examples of potential sources of evidence for Standard IV. There may be many other sources that institutions should provide and teams should request.

· Provide evidence that all instructional offerings are in keeping with the institution’s mission regardless of where and how they are taught

· Provide evidence that the quality of all programs is consistently determined to meet a high standard

· Provide evidence of analytical reviews demonstrating that instructional programs are relevant to the interest, needs, goals, and aspirations of the students served by the institution

· Provide evidence that students are achieving stated learning outcomes

· Provide evidence of assessment of student learning and program outcomes

· Provide evidence of review of assessment results and utilization for improvement of student learning

· Provide evidence that an institutional process exists for determining the quality of all courses and programs

· Provide evidence that established procedures are used to develop courses and programs and that faculty plays a major role in this endeavor

· Provide evidence of the role played by advisory committees

· Provide evidence that the institution concerns itself with pedagogy that addresses student needs and learning styles

· Provide evidence that evaluation results are used for improvement

· Provide evidence that results of evaluation are disseminated

· Provide evidence that students who complete vocational and occupational programs and certificates meet employment competencies, are prepared for certification by external agencies, are prepared for licensure

· Provide evidence that clear and complete information about certificates and program completion requirements is made available to students in publications and course syllabi

· Provide evidence that students are able to complete programs that undergo change or are eliminated and are advised on what they must do to complete such programs

· Provide evidence that publications and other representations of the institution are regularly reviewed for clarity, accuracy, and integrity

· Provide evidence that the institution provides the public with information about student achievement
Representative Samples of Exhibits for Standard IV:  Educational Programs
Documentation supporting each standard must be provided for the Visiting Committee to review. The following list is provided as an example of the types of exhibits that institutions may use to indicate ways the standard is being met.

· Institution’s catalog

· Student handbook

· Brochures and other recruiting materials

· Plans for recruitment

· Schedules for classes

· Program syllabi and/or comprehensive outlines

· Program examinations

· Written procedures for admission of students on “ability to benefit” basis and documented evidence on use of the procedures

· Written procedures for adding or dropping programs

· Documentation of advisory committee input (including potential employers) regarding requirements for admission, program content, program length, program objectives, competency tests, instructional materials, equipment, method of evaluation, level of skills and/or proficiency required for each program

· List of advisory committee members by program giving name, title, professional/business affiliation

· Copies of minutes of advisory committee meetings

· Documentation that program outcomes are assessed regularly

Areas of Strength and Key Issues to be Addressed
After reviewing what is currently in place for this standard, major strengths should be listed. In addition, key issues that need to be addressed should also be listed. The most critical of the key issues should be included in the school’s action plan.

Major Strengths

Enter text here
Key Issues
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Standard V:  Program, Student, and Institutional Outcomes

The Standard:  The institution uses established procedures to design, identify student learning outcomes for, approve, administer, deliver, and evaluate courses and programs. The institution recognizes the central role of its faculty for establishing quality and improving courses, programs, and student learning outcomes.

Criterion 1:  The institution has established policies and institutional processes to guide the development and evaluation of courses and programs. These procedures lead to the assessment of quality and improvement.

· Who is responsible for identifying appropriate student learning outcomes?

· Are student learning outcomes established for each course and program?

· What processes exist to approve and administer courses and programs? Are the processes effective?

· How are courses and programs evaluated? How often? What are the results of the evaluations?

· What improvements to courses and programs have occurred as a result of evaluation?
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Criterion 2:  The institution relies on faculty expertise and the assistance of advisory committees when appropriate to identify competency levels and measurable student learning outcomes for courses, programs, and certificates. The institution regularly assesses student progress toward achieving those outcomes.

· How are competency levels and measurable student learning outcomes determined? What is the role of faculty? What is the role of advisory committees?

· How has the institution structured the relationship between student learning outcomes and competency levels for certificates, programs, and courses?

· Do students have a clear path to achieving the student learning outcomes required of a course, program, and certificate?

· How well does the institution achieve and evaluate the effectiveness of learning at each level?
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Criterion 3:  High-level instruction and appropriate breadth, depth, rigor, sequencing, time to completion, and synthesis of learning characterize all programs.

· How does the institution demonstrate the quality of its instruction?

· What institutional dialogue has occurred to enhance understanding and agreement about the quality and level of its programs?

· What criteria does the institution use in deciding on the breadth, depth, rigor, sequencing, time to completion, and synthesis of learning of each program it offers?
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Criterion 4:  The institution uses delivery modes and teaching methodologies that reflect the diverse needs and learning styles of its students.

· How does the institution demonstrate that it is meeting the needs and learning styles of its students?

· What do faculty and staff know about learning needs and pedagogical approaches?

· Do courses include multiple ways of assessing student learning? What teaching methodologies are commonly used? How are methodologies selected?

· Has faculty discussed the relationship between teaching methodologies and student performance?
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Criterion 5:  The institution evaluates all courses and programs through an ongoing systematic review of their relevance, appropriateness, achievement of learning outcomes, currency, and future needs and plans.

· To what extent are institutional data available and used for planning? Are data analyzed and interpreted for easy understanding by the institution’s constituents?

· How is the relevancy of a program determined?

· How are results of program evaluation used in institutional planning? What changes or improvements in programs have occurred as a result of the consideration of program evaluations?
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Criterion 6:  The institution engages in ongoing, systematic evaluation and integrated planning to assure currency and measure achievement of its stated student learning outcomes for courses, certificates, and programs. The institution systematically strives to improve those outcomes and makes the results available to appropriate constituencies.

To what extent does the institution understand and embrace the notion of ongoing planning?

Does the institution have a planning process in place? Is it cyclical, i.e., does it incorporate systematic evaluation of programs and services, improvement planning, implementation, and re-evaluation? Does the institution’s budgeting of resources align with planning?
Enter text here
Sources of Evidence — Examples for Standard V:  Program, Student, and Institutional Outcomes

Listed below are examples of potential sources of evidence for Standard V. There may be many other sources that institutions should provide and teams should request.

· Provide evidence that the institution considers how instruction is delivered and assesses how the delivery is both appropriate and current

· Provide evidence of the development of student learning outcomes and strategies for attaining those outcomes at the course, program, and certificate levels

· Provide evidence for a faculty-driven assessment plan that includes systematic evaluation and integrated planning of student learning outcomes for all courses, programs, and certificates

· Provide evidence that elements assessed include measures of student learning

· Provide evidence for an assessment plan that includes systematic evaluation and integrated planning of overall institutional outcomes that align with the institution’s mission, goals, and objectives
Representative Samples of Exhibits for Standard V:  Program, Student, and Institutional Outcomes
Documentation supporting each standard must be provided for the Visiting Committee to review. The following list is provided as an example of the types of exhibits that institutions may use to indicate ways the standard is being met.

· Written plan for placement of students

· Written plan for follow-up of students

· Placement and follow-up data and studies

· Documentation showing percentage of completers for each program

· Documentation showing pass rate for each program requiring a licensure exam

· Copy of forms used in placement and follow-up

· File of employers and employment opportunities

· Instruments used to assess program, student, and institutional outcomes

Areas of Strength and Key Issues to be Addressed
After reviewing what is currently in place for this standard, major strengths should be listed. In addition, key issues that need to be addressed should also be listed. The most critical of the key issues should be included in the school’s action plan.

Major Strengths

Enter text here
Key Issues
Enter text here
Standard VI:  Student Support Services

The Standard:  The institution recruits and admits diverse students who are able to benefit from its programs, consistent with its mission. Student support services address the identified needs of students and enhance a supportive learning environment. The entire student pathway through the institutional experience is characterized by a concern for student access, progress, learning, and success. The institution systematically assesses student support services using student learning outcomes, faculty and staff input, and other appropriate measures in order to improve the effectiveness of these services.

Criterion 1:  The institution assures the quality of student support services and demonstrates that these services, regardless of location or means of delivery, support student learning and enhance achievement of the mission of the institution.

· How does the institution determine that admitted students are able to benefit from its programs? How is this information applied to admissions policies and procedures?

· By what means does the institution assure the quality of its student support services? How does the institution demonstrate that these services support student learning?
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Criterion 2:  The institution provides a catalog for its constituencies with precise, accurate, and current information concerning the following:

· The institution’s official name, address(es), telephone number(s), website

· Educational mission

· Course, certificate, and program offerings

· Academic calendar and program length

· Available student financial aid

· Available learning resources

· Names of administrators and faculty

· Names of governing board members

· Admissions requirements

· Student fees and other financial obligations

· Academic regulations, including academic honesty

· Nondiscrimination statement

· Acceptance of transfer credits

· Grievance and complaint procedures

· Sexual harassment statement

· Refund of fees policy

· Access to academic and personal records policy

Enter text here
Criterion 3:  The institution provides information on the locations or publications where other policies may be found.

· Is the institution’s catalog current, complete, clear, easy to understand, easy to use, well-structured?

· How is the catalog reviewed for accuracy and currency? 

· What process does the institution use to ensure that the information in its publications is easily accessible to students, prospective students, and the public?

· When policies are not included in the catalog, are the publications in which they are found easily accessible?

· Does the institution maintain records of student complaints/grievances and make them available to the visiting team?
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Criterion 4:  The institution researches and identifies the learning support needs of its student population and provides appropriate services and programs to address those needs.

· By what means does the institution determine the support needs of its students? How well does it address these needs?

· What evidence is provided that the institution assesses student needs for services regardless of location and provides for them?

· How are on-line services and services at off-site locations evaluated? How well are these services meeting the needs of students?

Enter text here
Criterion 5:  The institution designs, maintains, and evaluates counseling and/or academic advising programs to support student development and success and prepares faculty and other personnel responsible for the advising function.

· Does the institution develop, implement, and evaluate counseling and/or academic advising?

· Does the evaluation of counseling and/or academic advising include how it enhances student development and success?

· Are those responsible for counseling/advising trained? How does training take place?

Enter text here
Criterion 6:  The institution maintains student records permanently, securely, and confidentially with provision for secure backup of all files, regardless of the form in which those files are maintained. The institution publishes and follows established policies for release of student records.

· What institutional policies govern the maintenance of student records? Are records secure? 

· Does the institution have a policy for release of student records?
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Criterion 7:  The institution evaluates student support services to assure their adequacy in meeting identified student needs. Evaluation of these services provides evidence that they contribute to the achievement of student learning outcomes. The institution uses the results of these evaluations as the basis for improvement.

· How does the institution provide for systematic and regular review of its student support services? How are these results used?

· Does the evaluation assess how student support services contribute to the achievement of student learning outcomes?

· How are evaluation results used to improve services?
Enter text here
Sources of Evidence — Examples for Standard VI:  Student Support Services
Listed below are examples of potential sources of evidence for Standard VI. There may be many other sources that institutions should provide and teams should request.
· Provide evidence that the institution systematically evaluates its student support services in light of its stated mission

· Provide evidence that student support services support learning

· Provide evidence that the catalog contains items specific in Criterion 2
· Provide evidence that the institution assesses student needs for services and implements them

· Provide evidence that the institution assesses student needs for services regardless of location and delivers them
· Provide evidence that the institution develops, implements, and evaluates counseling and/or academic advising

· Provide evidence that those responsible for counseling/advising are trained

· Provide evidence that admissions practices and placement instruments are regularly evaluated

· Provide evidence that student records are kept confidential and secure

· Provide evidence for how student records are released

· Provide evidence that review of student service programs is regularly conducted and that the results are used for improvement

· Provide evidence that the institution maintains a file of student complaints/grievances

Representative Samples of Exhibits for Standard VI:  Student Support Services
Documentation supporting each standard must be provided for the Visiting Committee to review. The following list is provided as an example of the types of exhibits that institutions may use to indicate ways the standard is being met.

· Written procedures for furnishing students, completers, employers, and others with transcripts

· Written procedures for access to student records

· Student personnel records, including admission and scholastic records

· List of student advisors

· List of the types of student services provided

· Placement and follow-up data and studies

· Student-generated publications (if any)

· List of student complaints filed in accordance with the institution’s student grievance policy since the most recent accreditation visiting committee visit (format to include name of complainant, data filed, nature of the complaint, and resolution of the complaint)

· Plan for emergency medical care

· Emergency/disaster plan

· Copy of system and forms used in reporting accidents

· Written plan and evaluation on the effectiveness of student personnel services

Areas of Strength and Key Issues to be Addressed
After reviewing what is currently in place for this standard, major strengths should be listed. In addition, key issues that need to be addressed should also be listed. The most critical of the key issues should be included in the school’s action plan.

Major Strengths

Enter text here
Key Issues
Enter text here
Standard VII:  Human Resources

The Standard:  The institution employs qualified personnel to support student learning programs and services wherever offered and by whatever means delivered, to ensure institutional effectiveness. Personnel are treated equitably, are evaluated regularly and systematically, and are provided opportunities for professional development. Consistent with its mission, the institution demonstrates its commitment to the significant educational role played by persons of diverse backgrounds by making positive efforts to encourage such diversity. Human resource planning is integrated with institutional planning.

Criterion 1:  The institution assures the integrity and quality of its programs and services by employing personnel who are qualified by appropriate education, training, and experience to provide and support these programs and services.

· What methods does the institution use to assure that qualifications for each position are closely match to specific programmatic needs? What analyses and discussions have led the institution to agree on those needs?

· Are the institution’s personnel sufficiently qualified to guarantee the integrity of programs and services?
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Criterion 2:  Criteria, qualifications, and procedures for selection of personnel are clearly and publicly stated. Job descriptions are directly related to institutional mission and goals and accurately reflect position duties, responsibilities, and authority. Criteria for selection of faculty include knowledge of the subject matter or service to be performed, effective teaching, and potential to contribute to the mission of the institution.

· How does the institution decide on hiring criteria?

· How is faculty involved in the selection of new faculty?

· How does the institution decide if an applicant is well qualified?

· How does the institution know that the faculty selected has knowledge of the subject matter?

· By what methods does the institution define and evaluate “effective teaching” in its hiring processes? How is that effectiveness judged?

· How are jobs advertised?

· By what means does the institution verify the qualifications of applicants and newly hired personnel?

· What evidence is there that hiring processes yield highly qualified employees?

· What safeguards are in place to assure that hiring procedures are consistently applied?
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Criterion 3:  The institution assures the effectiveness of its human resources by evaluating all personnel systematically and at stated intervals. The institution establishes written criteria for evaluating all personnel, including performance of assigned duties and participation in institutional responsibilities and other activities appropriate to their expertise. Evaluation processes seek to assess effectiveness of personnel and encourage improvement. Actions taken following evaluations are formal, timely, and documented.

· What process is in place to assure that evaluations lead to improvement of job performance?

· What is the connection between personnel evaluations and institutional effectiveness and improvement?

· Do evaluation criteria measure the effectiveness of personnel in performing assigned duties?
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Criterion 4:  Faculty and others directly responsible for student progress toward achieving stated student learning outcomes maintain as a component of their evaluation, effectiveness in producing those learning outcomes.

· What are the roles of teachers and other staff in producing student learning outcomes?

· What discussions have faculty engaged in about how well students are learning in their courses and programs? What measures have they created or selected to measure that learning?

· What discussions have faculty had about how to improve learning? What plans have been made?

· What changes have faculty made in teaching methodologies to improve learning?

· What changes in course content or sequencing have resulted from analyses of how well students are mastering course content?

· What methods has the institution developed to evaluate effectiveness in producing student learning outcomes? Are these methods yielding meaningful and useful results?

· How does the institution use analysis of assessment results to improve student learning outcomes?

· How has staff development supported faculty performance in satisfactory development and assessment of student learning outcomes?
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Criterion 5:  The institution upholds a written code of professional ethics for all of its personnel.

· How does the institution foster ethical behavior in its employees?

· Does the institution have a written code of professional ethics for all its personnel?
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Criterion 6:  The institution maintains a sufficient number of qualified faculty. The institution has a sufficient number of staff and administrators with appropriate preparation and experience to provide the administrative services necessary to support the institution’s mission and purposes.

· By what means does the institution determine appropriate staffing levels for each program and service?

· How does the institution decide on the organization of administrative and support staffing?

· How effectively does the number and organization of the institution’s personnel work to support its programs and services? How does the institution evaluate this effectiveness?
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Criterion 7:  The institution systematically develops personnel policies and procedures that are available for information and review. Such policies and procedures are equitably and consistently administered.

· What processes does the institution use to develop and publicize its personnel policies?

· How does the institution ensure that it administers its personnel policies and procedures consistently and equitably? Do these policies and processes result in fair treatment of personnel?

· What are the institution’s provisions for keeping personnel records secure and confidential?

· How does the institution provide employees access to their records?
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Criterion 8:  The institution provides all personnel with appropriate opportunities for continued professional development, consistent with the institutional mission and based on identified teaching and learning needs. The institution plans professional development activities to meet the needs of its personnel. The institution systematically evaluates professional development programs and uses the results of these evaluations as the basis for improvement.

· What professional development programs does the institution support?

· How does the institution identify teaching and learning needs of its faculty and other personnel?

· What processes ensure that professional development opportunities address those needs?

· How does the institution ensure meaningful evaluation of professional development activities?

· What impact do professional development activities have on the improvement of teaching and learning? How does the institution evaluate that improvement?
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Criterion 9:  Human resource planning is integrated with institutional planning. The institution systematically assesses the effective use of human resources and uses the results of the evaluation as the basis for improvement.

· By what process does the institution assess the use of its human resources?

· How does the institution ensure that human resource decisions emanate from institutional needs and plans for improvement? What evidence is there that the institution bases its human resource decisions on the results of evaluation of program and service needs?

· How does the institution determine that human resource needs in program and service areas are met effectively?
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Sources of Evidence — Examples for Standard VII:  Human Resources

Listed below are examples of potential sources of evidence for Standard VII. There may be many other sources that institutions should provide and teams should request.
· Provide evidence that the institution uses analyses in determining hiring priorities

· Provide evidence, such as planning meeting minutes, that the institution systematically considers and relies on needs of programs and services in determining hiring priorities

· Provide evidence that the institution has a reasonable means for deciding what employee qualifications are needed for each position

· Provide evidence that the institution uses a clear and reasonable process for determining personnel selection criteria

· Provide evidence that hiring procedures are written and consistently applied

· Provide evidence that the institution verifies employee qualifications, experience, and references of newly hired personnel

· Provide evidence of a systematic process for determining personnel evaluation criteria

· Provide evidence that evaluation processes are written and followed

· Provide evidence that evaluations are conducted regularly

· Provide evidence that the institution uses the results of personnel evaluations for improvement

· Provide evidence that the institution administers its personnel policies consistently and fairly

· Provide evidence that the institution safely maintains personnel records

· Provide evidence about how the institution provides employees access to their records

· Provide evidence about how the institution uses identified teaching and learning needs to determine professional development opportunities

· Provide evidence that the institution evaluates professional development needs of its personnel

· Provide evidence that the institution bases its programs on identified personnel needs

· Provide evidence that the institutional plans determine human resource allocation priorities

· Provide evidence that human resource decisions are based on the results of evaluation of program and service needs

Representative Samples of Exhibits for Standard VII:  Human Resources
Documentation supporting each standard must be provided for the Visiting Committee to review. The following list is provided as an example of the types of exhibits that institutions may use to indicate ways the standard is being met.

· Minutes of planning meetings

· Document listing hiring procedures

· Personnel evaluation forms

· Faculty handbook

· Faculty orientation programs

· Job descriptions

· Resumé of each instructional and administrative staff member

· Copies of annual written formal evaluations for each staff member

· Plan for staff evaluation

· Plan for professional growth of faculty

· Documentation of faculty participation in professional growth activities
Areas of Strength and Key Issues to be Addressed
After reviewing what is currently in place for this standard, major strengths should be listed. In addition, key issues that need to be addressed should also be listed. The most critical of the key issues should be included in the school’s action plan.

Major Strengths

Enter text here
Key Issues
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Standard VIII:  Learning Resources

The Standard:  Learning resources for students are sufficient to support the institution’s educational programs and other activities in whatever format and wherever they are offered. Such services include library services and collections appropriate to the size and scope of the institution, its courses and programs. There are tutoring programs, learning centers, computer laboratories, and learning technology development and training. The institution provides access and training to students so that learning resources may be used effectively and efficiently. The institution systematically assesses these resources using student learning outcomes, faculty input, and other appropriate measures in order to improve the effectiveness of the resources.

Criterion 1:  The institution supports the quality of its instructional programs by providing library, technology, and other learning resources that are sufficient in quantity, currency, and variety to facilitate educational offerings.

· What information about student learning needs is provided by instructional faculty, librarians, and other staff to inform selection of library, technology, and other learning resources?

· How does the institution assess the effectiveness of its own library collection in terms of quantity, quality, depth, and variety?

· How does the institution make sure that its various types of technology needs are identified?

· How does the institution evaluate the effectiveness of its technology in meeting its range of needs? How effectively are those needs met?
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Criterion 2:  The institution provides ongoing instruction for users of library, technology, and other learning resources so that students are able to develop skills in information competency.

· What are the information competencies that the institution purports to teach all students?

· How does the institution assess the competencies in information retrieval and use that it teaches students?

· What are the hours of operation of the library, technology laboratories, and other resource centers?

· Are all campus locations, all types of students, and all instructional programs equally supported by the institution’s learning resources and accessible to students?
· What methods does the institution use to evaluate its library, technology, and other learning resources? Does the evaluation assess the use, access, and relationship of the services to intended student learning? Does the evaluation include input by faculty, staff, and students?
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Sources of Evidence — Examples for Standard VIII:  Learning Resources
Listed below are examples of potential sources of evidence for Standard VIII. There may be many other sources that institutions should provide and teams should request.
· Provide evidence that includes the evaluation instruments, their analysis, conclusions and plans for improvement of the library, technology, and other learning support services; evidence that improvements are planned and implemented

· Provide evidence that includes a description of hours of operations or access to library, technology devices, and other student support services

· Provide evidence that data linking purchases to educational programs and student learning outcomes is defined by educational programs and by assessments of student learning

· Provide evidence that library holdings, technology, and other learning resources are adequate to meet educational program needs

· Provide evidence about how the institution makes decisions about technology services, facilities, hardware, and software

· Provide evidence that the institution assesses the need for information technology training for students and personnel

· Provide evidence that the institutional plans determine technology resource priorities

· Provide evidence that technology resource decisions are based on results of evaluation of program and service needs

Representative Samples of Exhibits for Standard VIII:  Learning Resources
Documentation supporting each standard must be provided for the Visiting Committee to review. The following list is provided as an example of the types of exhibits that institutions may use to indicate ways the standard is being met.

· Plan for media services (including library, technology, and other resources)

· Plan for evaluating media services

· Copy of media resources inventory

· Budget for media services

· Schedule of library hours

· Schedule of computer lab hours

Areas of Strength and Key Issues to be Addressed
After reviewing what is currently in place for this standard, major strengths should be listed. In addition, key issues that need to be addressed should also be listed. The most critical of the key issues should be included in the school’s action plan.

Major Strengths

Enter text here
Key Issues
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Standard IX:  Financial Resources
The Standard:  Financial resources are sufficient to support student learning programs and services and to improve institutional effectiveness. The distribution of resources supports the development, maintenance, and enhancement of programs and services. The institution plans and manages its financial affairs with integrity and in a manner that ensures financial stability. The level of financial resources provides a reasonable expectation of both short-term and long-term financial solvency. Financial resources planning is integrated with institutional planning.

Criterion 1:  The institution relies upon its mission and goals as the foundation for financial planning. Financial planning is integrated with and supports all institutional planning.

· What is the institution’s overall budget?

· Does it have sufficient revenues to support educational improvements?

· Does the resource allocation process provide a means for setting priorities for funding institutional improvements?

· Does the institution review its mission and goals as part of the annual fiscal planning process?

· Does the institution identify goals for achievement in any given budget cycle?

· Does the institution establish priorities among competing needs so that it can predict future funding? Do institutional plans exist, and are they linked clearly to financial plans, both short-term and long-term?

· Does the financial planning process rely primarily on institutional plans for content and timelines?

· Can the institution provide evidence that past fiscal expenditures have supported achievement of institutional plans?

· Does the board and other institutional leadership receive information about fiscal planning that demonstrates links to institutional planning?
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Criterion 2:  Institutional planning reflects realistic assessment of financial resource availability, development of financial resources, partnerships, and expenditure requirements.
· Do individuals involved in institutional planning receive accurate information about available funds, including the annual budget showing ongoing and anticipated fiscal commitments?

· Does the institution establish funding priorities in some manner that helps the institution achieve its goals in reasonable fashion? Are the items focused on student learning given appropriate priority? What other documents describing funding priorities are used by institutional planners?

· What evidence of long-term fiscal planning priorities exists?

· Does the institution have plans for payments of long-term liabilities and obligations, including debt, health benefits, insurance costs, building maintenance costs, etc? Is this information used in short-term or annual budget and other fiscal planning?

· Where or how are the processes for financial planning and budget recorded and made known to the institution’s constituents?
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Criterion 3:  To assure the financial integrity of the institution and responsible use of financial resources, the financial management system has appropriate control mechanisms and widely disseminates dependable and timely information for sound financial decision making.
· Are funds allocated, as shown in the budget, in a manner that will realistically achieve the institution’s stated goals for student learning?

· What do the audit statements reveal about financial management?

· Does the institution provide timely corrections to audit exceptions and management advice?

· What is the ending balance of unrestricted funds for the institution’s immediate past three years? Is this amount sufficient to maintain a reserve needed for emergencies?

· How does the institution receive its revenues? Does this receipt pose cash flow difficulties for the institution? If so, how does the institution address this issue?

· Has the institution sufficient insurance to cover its needs? Is the institution self-funded in any insurance categories? If so, does it have sufficient reserves to handle financial emergencies?
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Criterion 4:  The institution practices effective oversight of finances, including management of financial aid, grants, externally funded programs, contractual relationships, auxiliary organizations or foundations, and institutional investments and assets.

· What are the institution’s procedures for reviewing fiscal management? Are those regularly implemented?

· What evidence about fiscal management is provided by external audits and financial program reviews?

· Has the institution received any audit finds or negative reviews during the last six years?
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Criterion 5:  The institution regularly evaluates its financial management processes, and the results of the evaluation are used to improve financial management systems.

· Does the institution have an annual external audit to provide feedback on its processes?

· Does the institution review the effectiveness of its past fiscal planning as part of planning for current and future fiscal needs?
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Criterion 6:  The institution systematically assesses the effective use of financial resources and uses the results of the evaluation as the basis for improvement.

· What processes does the institution use to assess its use of financial resources?

· How does the institution ensure that it assesses its use of financial resources systematically and effectively?

· How does the institution use results of the evaluations as the basis for improvement?
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Sources of Evidence — Examples for Standard IX:  Financial Resources
Listed below are examples of potential sources of evidence for Standard IX. There may be many other sources that institutions should provide and teams should request.
· Provide evidence that includes copies of annual budget, audits for the past two years, financial plans associated with institutional plans, budget documents prepared to grant and other external funding

· Provide evidence showing that financial planning is regularly evaluated and the results of that evaluation

· Provide evidence showing institutional fiscal commitments for foreseeable future, including contracts for services, employee agreements, loans, and other debt

· Provide evidence that the mission and goals are used in short and long range financial planning, such as a list of financial goals, a grid showing financial contributions to meeting goals, or an introductory text to fiscal documents such as annual budgets, long range capital plans, and long range financial plans that show relationships to educational goals as identified through institutional assessment and planning

· Provide evidence showing the fiscal planning follows institutional planning in time sequence, and that funds are used to achieve institutional plans

· Provide evidence that fiscal planning is evaluated on the basis of its contribution to achievement of institutional goals, not solely on the basis of accounting principles of good practice

· Provide evidence that financial plans, including annual budget, capital plans, and long-term fiscal plans undergo periodic review and evaluation

· Provide evidence of a fiscal planning process and documents describing the financial planning and budgeting processes with minutes or other records showing the institution has followed those processes

Representative Samples of Exhibits for Standard IX:  Financial Resources
Documentation supporting each standard must be provided for the Visiting Committee to review. The following list is provided as an example of the types of exhibits that institutions may use to indicate ways the standard is being met.

· Copy of the institution’s past, present, and projected budgets

· Financial management policies and procedures

· Routine purchasing policies and procedures

· Emergency purchasing procedures and policies

· Student financial aid records and procedures

· Copy of financial statements including notes audited by an independent certified public accountant (or other as required by state law for public institutions) for the two most recent fiscal years

Areas of Strength and Key Issues to be Addressed
After reviewing what is currently in place for this standard, major strengths should be listed. In addition, key issues that need to be addressed should also be listed. The most critical of the key issues should be included in the school’s action plan.

Major Strengths
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Key Issues
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Standard X:  Physical Resources

The Standard:  Physical resources, which include facilities, equipment, land, and other assets, support student learning programs and services and improve institutional effectiveness. Physical resource planning is integrated with institutional planning.

Criterion 1:  The institution provides safe and sufficient physical resources that support and assure the integrity and quality of its programs and services, regardless of location or means of delivery.

· Against what criteria and by what processes does the institution evaluate the safety of its facilities?

· Upon what data has the institution determined the sufficiency of its classrooms, laboratories, and other facilities. What mechanisms does the institution employ to evaluate how effectively facilities meet the needs of programs and services?

· How well does the institution meet its facilities needs? Does the institution use the same criteria and processes for determining safety and sufficiency of facilities at off-campus sites? To what extent are off-campus sites safe and sufficient?
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Criterion 2:  The institution plans, builds, maintains, and upgrades or replaces its physical resources in a manner that assures effective utilization and the continuing quality necessary to support its programs and services.

· How does the institution consider the needs of programs and services when planning its facilities?

· What processes ensure that program and service needs determine equipment replacement and maintenance?

· How does the institution evaluate effectiveness of facilities and equipment in meeting the needs of programs and services?

· How effectively does the institution use its physical resources?
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Criterion 3:  The institution assures that physical resources at all locations where it offers courses, programs, and services are constructed and maintained to assure access, safety, security, and a healthful learning and working environment.

· How does the institution assure access to its facilities?

· How does the institution ensure that it has sufficient control over off-site facilities to maintain their quality?
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Criterion 4:  To assure the feasibility and effectiveness of physical resources in supporting institutional programs and services, the institution plans and evaluates its facilities and equipment on a regular basis, taking utilization and other relevant data into account.

· By what process does the institution assess the use of its facilities? How often does the evaluation occur?

· How does the institution use the results of the evaluation to improve facilities or equipment?

· What process does the institution follow to make capital plans? How are long-range capital projects linked to institutional planning?

· How do planning processes ensure that capital projects support institutional goals?
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Criterion 5:  Physical resource planning is integrated with institutional planning. The institution systematically assesses the effective use of physical resources and uses the results of the evaluation as the basis for improvement.

· How does the institution ensure that facilities decisions emanate from institutional needs and plans for improvement?

· What evidence is there that the institution bases its physical resource decisions on the results of evaluation of program and service needs? How does the institution prioritize needs when making decisions about equipment purchases?

· How does the institution determine that physical resource needs in program and service areas are met effectively? How effectively are those needs met?
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Sources of Evidence — Examples for Standard X:  Physical Resources

Listed below are examples of potential sources of evidence for Standard X. There may be many other sources that institutions should provide and teams should request.
· Provide evidence of how the institution evaluates the safety and sufficiency of its facilities

· Provide evidence that the institution provides adequate facilities for its programs and services

· Provide evidence that off-campus sites are adequate to support programs conducted at those sites

· Provide evidence that equipment supports the needs of programs and services

· Provide evidence about how the institution plans and maintains its facilities

· Provide evidence that the institution has replacement and maintenance plans for equipment

· Provide evidence that the institution uses its facilities and equipment effectively

· Provide evidence about how the institution evaluates its facilities

· Provide evidence about how the institution makes decisions about equipment purchases

· Provide evidence that institutional plans determine physical resource priorities

· Provide evidence that physical resource decisions are based on the results of program and service needs, and the mission of the institution

Representative Samples of Exhibits for Standard X:  Physical Resources 
Documentation supporting each standard must be provided for the Visiting Committee to review. The following list is provided as an example of the types of exhibits that institutions may use to indicate ways the standard is being met.

· Plan for facility maintenance

· Evaluation of the effectiveness of the maintenance program

· Plan for facility custodial care

· Reports of safety inspections

· Insurance policies for facilities

· Copy of facilities lease agreements

· Copy of safety and security plan for real, threatened, or impending danger

· Evaluations of the safety and security plan

· Earthquake and other natural disaster preparedness and evacuation plans

Areas of Strength and Key Issues to be Addressed
After reviewing what is currently in place for this standard, major strengths should be listed. In addition, key issues that need to be addressed should also be listed. The most critical of the key issues should be included in the school’s action plan.

Major Strengths
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Key Issues
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IV.
Action Plan

The Action Plan should include such areas as the following:

· statement of the area for improvement

· rationale for the area based on self-study findings and visiting team recommendations

· ways of assessing progress

· specific steps toward achieving completion of the plan

· timeline

· persons responsible

· resources needed

· means to monitor and report progress to constituents

Enter text here
V.  Glossary

To ensure that the Self-Study Report is easy to read, a glossary of abbreviations and terms should be included. This section may include abbreviations and terms applicable to the institution throughout the text.

Enter text here
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