Appendix D
Evaluation Forms for Accreditation Activities

Four evaluation forms have been developed to collect information related to the site visit:
1) Institution Evaluation

2) Team Member Evaluation

3) Cluster and Team Lead Evaluation

4) Team Lead Evaluation

Copies of the four evaluation instruments are provided here for information.  At the conclusion of a site visit, the institution and team members will be sent an email directing them to an electronic survey. The four electronic surveys contain the questions provided in this section of the Accreditation Handbook.  

Additional evaluation forms are under development to collect information related to both the Biennial Reports and Program Assessment.  The draft of these evaluation forms will be shared with the COA as soon as possible and added to Appendix D.

The Administrator of Accreditation reviews all survey results.  The individual responses are confidential and not shared with the COA or Commission Consultants.  Aggregated summary information gathered through the surveys will be used for improvement of the procedures of the accreditation site visit.

Directions: 
As director of the education unit, please use this form to evaluate your institution’s experience during the recently completed accreditation site visit.  You may select whether to submit one form as an institution, or whether to have other individuals submit separate feedback.  The survey will provide feedback to the site visit team on their performance during the visit and is useful for on-going program improvement.

The information will be used only for on-going improvement of the accreditation system, and thus will be kept confidential.  Information gained from these evaluations may be reported in the aggregate that cannot be associated with any individual responses.

  This evaluation represents a consensus of the institution/program sponsor involved in the site visit.

  This evaluation represents the views of the person completing this form only, and may not reflect the perceptions or opinions of others in the institution/program sponsor.

Name of person completing the form:








I. Working with the state Consultant
a) Please rate the extent to which the Consultant exhibited appropriate knowledge and skills in the following activities: 

	
	Not Applicable
	Unable to Evaluate
	Weak
	Adequate
	Strong

	Year-Out Pre-Visit
	
	
	
	
	

	2 month out Pre-visit
	
	
	
	
	

	Responsiveness to institution’s queries
	
	
	
	
	

	Consultant review of Preliminary Report (preconditions, standards options, special institutional characteristics)
	
	
	
	
	

	Consultant review of a draft response to one Common Standard-optional
	
	
	
	
	

	Information shared prior to the visit (scheduling interviews, logistics planning, contract information, etc.)
	
	
	
	
	


b) Please provide specific information if you wish:
c) In working with the state Consultant during the site visit, please rate each of the following:

	Consultant’s
	Not Applicable
	Unable to Evaluate
	Weak
	Adequate
	Strong

	Objectivity
	
	
	
	
	

	Management of the team
	
	
	
	
	

	Communication with the institution
	
	
	
	
	


II. In working with the Team Lead, please rate each of the following:
	Descriptor

Knowledge & Skills
	Not Applicable
	Unable to Evaluate
	Weak
	Adequate
	Strong

	Team lead demonstrated understanding of the accreditation system and site visit process
	
	
	
	
	

	Communication was clear in pre-visit meetings, mid-visit report and exit report
	
	
	
	
	

	Communication was shared in a fair, objective and professional manner.
	
	
	
	
	


b) Please provide specific examples if you wish:

III. Please respond to these open ended questions.  Your responses may be shared in a summary format, but only in a way that cannot be traced to individual responses.  
a) Cite two specific ways in which the site visit process enabled you or the unit to make strides toward meeting your mission and goals?

b) Upon reflection, what might you have done differently in the process?  

c) Upon reflection, what are some strategies you used that enabled the process to work well?  

d) What suggestions do you have for improving any aspect of the Site Visit process?  

e) What additional support might have been helpful?

f) May we share your ideas from the questions above with others?  ( Yes

( No
g) Were there any team members that you felt needed additional training or assistance prior to being on another site visit?  If yes, please tell us what skills need further development?

Directions:
Please use this survey to submit information related to the consultant and team lead from your accreditation site visit.  The information is for use in the on-going improvement of the accreditation system only, thus it will be kept confidential.
	Institution:


	

	Dates of visit:


	

	Person completing this form:


	

	Name of the state Consultant:


	

	Name of the Team Lead:


	


1) Please rate the state consultant (primary) you worked with on each of the following:

	
	Not Applicable
	Unable to Evaluate
	Weak
	Marginal
	Adequate
	Excellent

	Timely information was shared in preparation for the visit.
	
	
	
	
	
	

	Communicated the accreditation and site visit process well.
	
	
	
	
	
	

	Facilitated the work of the team—particularly in meetings.
	
	
	
	
	
	

	Facilitated my work as a team member by being available, answering questions, securing additional information needed, etc.
	
	
	
	
	
	


2) Please rate the additional state consultant you may have worked with on each of the following:

	Descriptor

Knowledge & Skills
	Not Applicable
	Unable to Evaluate
	Weak
	Marginal
	Adequate
	Excellent

	Timely information was shared in preparation for the visit.
	
	
	
	
	
	

	Communicated the accreditation and site visit process well.
	
	
	
	
	
	

	Facilitated the work of the team—particularly in meetings.
	
	
	
	
	
	

	Facilitated my work as a team member by being available, answering questions, securing additional information needed, etc.
	
	
	
	
	
	


3) Please rate the Team Lead you worked with on each of the following:

	Descriptor

Knowledge & Skills
	Not Applicable
	Unable to Evaluate
	Weak
	Marginal
	Adequate
	Excellent

	Timely information was shared in preparation for the visit.
	
	
	
	
	
	

	Communicated the accreditation and site visit process well.
	
	
	
	
	
	

	Facilitated the work of the team—particularly in meetings.
	
	
	
	
	
	

	Facilitated my work as a team member by being available, answering questions, securing additional information needed, etc.
	
	
	
	
	
	


4) Were there any effective strategies used by the Consultant(s) or Team Lead that made the visit go smoothly?  If Yes, please let us know that we might share them with others.

5) Please note any team members whom you believe should be considered to be Team Leads for future visits.

6) Were there any team members that you feel need additional training or assistance prior to being on another site visit?  If Yes, please tell us what skills need further development?

Directions:
Please use this form to evaluate those who served as accreditation team members on your recent visit.  Complete one survey for each team member you evaluate.  The information is for use in the on-going improvement of the accreditation system only, thus it will be kept confidential.
	Institution:
	

	Dates of visit:
	

	Person completing this form:
	

	

	Name of team member being evaluated:  
	


	Descriptor

Knowledge or Skill
	Not Applicable
	Unable to Evaluate
	Weak
	Marginal
	Adequate
	Excellent

	Knowledge of Common Standards
	
	
	
	
	
	

	Knowledge of Program Standards
	
	
	
	
	
	

	Knowledge of accreditation process
	
	
	
	
	
	

	Knowledge of use of data, data reports and summaries
	
	
	
	
	
	

	Worked well with the team

(stayed on task, collaborated well)
	
	
	
	
	
	

	Demonstrated ability to gain appropriate information from stakeholders and documentation
	
	
	
	
	
	

	Was thorough in gathering evidence from multiple sources
	
	
	
	
	
	

	Managed time well
	
	
	
	
	
	

	Was well prepared for the visit

(read in advance, had questions prepared)
	
	
	
	
	
	

	Ability to make decisions on program standards (open-minded & objective)
	
	
	
	
	
	

	Worked well under pressure
	
	
	
	
	
	

	Writing was clear
	
	
	
	
	
	


Would you recommend this person 
Yes
Maybe
   No

a) as a team member in the future? 
      
   

 

b) to take more of a leadership role on a site visit?
     
    

 

c) to serve as a team lead in the future? 
    
   
 
 

Directions:
Please use this survey to submit information evaluating the site visit process from your perspective.  The information is for use in the on-going improvement of the accreditation system only, thus it will be used in summary form, but individual comments made will not be cited by name.

	Institution:
	

	Dates of visit:
	

	Person completing this form:
	

	Name of state Consultant:
	

	Name of additional state Consultant:
	


1) Please rate the state consultant (primary) you worked with on each of the following:

	Descriptor

Knowledge & Skills
	Not Applicable
	Unable to judge
	Weak
	Marginal
	Adequate
	Excellent

	Timely information from consultant in preparation for the visit
	
	
	
	
	
	

	Communicated the accreditation and site visit process well
	
	
	
	
	
	

	Facilitated my work as team lead (answered questions, secured additional information, etc.)
	
	
	
	
	
	

	Supported me in facilitating the work of the team—particularly in meetings
	
	
	
	
	
	

	Assisted in working with team members who needed additional guidance
	
	
	
	
	
	


2) Please rate the additional consultant you may have worked with on each of the following:

	Descriptor

Knowledge & Skills
	Not Applicable
	Unable to judge
	Weak
	Marginal
	Adequate
	Excellent

	Timely information from consultant in preparation for the visit
	
	
	
	
	
	

	Communicated the accreditation and site visit process well
	
	
	
	
	
	

	Facilitated my work as team lead (answered questions, secured additional information, etc.)
	
	
	
	
	
	

	Supported me in facilitating the work of the team—particularly in meetings
	
	
	
	
	
	

	Assisted in working with team members who needed additional guidance
	
	
	
	
	
	


3) Please list any effective strategies that the consultant(s) may have used during the site visit that might be shared with others.

4) Please note particular effective practices used in preparation that might be shared with others.

5) Upon reflection, how would you evaluate the work of the site team in 
	Descriptor

Knowledge & Skills
	Not Applicable
	Unable to Evaluate
	Weak
	Marginal
	Adequate
	Excellent

	-gathering and reporting accurate information
	
	
	
	
	
	

	-deliberating and coming to standard findings
	
	
	
	
	
	

	-writing the report
	
	
	
	
	
	


6) What are some strategies that you used successfully in helping the site visit team complete their work?  Might we share these with others?

7) What might you do differently next time?  Why?
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