Accreditation Team Member Important Information

Thank you for agreeing to serve on the <Insert Institution’s name here> site visit team.  The role of accreditation team members is critical to the success of the Commission’s accreditation system.  Information on the visit to <Insert Institution’s name here> is provided below for you.  Please keep a copy of this information.

In addition, the Commission needs some information from you in preparation for the visit.  Personal information will be kept confidential.  Please return the requested information within three business days.

	Information for Team Members

	Time to arrive:


	Insert date here 

	Where to arrive:


	Insert location/address here 

	Nearest airport to the institution and transportation from the airport:
	Insert airport and shuttle/ground transportation information here
NOTE: The state does not support volunteers’ use of rental cars

	Your role on the team:
	Please see the team roster for this information

	Site Visit Leadership

	Staff Consultant:
	Insert name and email here

	Team Lead
	Insert name and email here

	Information requested from each site visit team member

 

	Travel: How will you arrive at the visit?  If air travel, identify both airports.


	

	Dietary Issues: Food allergies or special dietary needs?


	

	Accommodations: Do you have any special needs, i.e. need a refrigerator for medication?


	

	Documents:  Common and Program Standards responses as well as the Biennial Report and CTC response will be posted on a website set up for the site visit by the Stanislaus County Office of Education. All team members will receive a password to access those documents. Paper copies of the documents will most likely not be available at the site visit.    

	

	Laptops: Will you be bringing a laptop to the visit? If so, is it a MAC or a PC? We will have at least one wireless card in the hotel meeting room and wireless capability at the institution. 


	

	Cell Phone Number: Your cell phone number will only be shared with the other members of the team.
	


Please provide the information above within 3 business days of receiving this email

to your assigned consultant

Insert Consultant name and email here
February 2010
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