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ÅA critical step before a decision is made regarding 
accreditation

ÅA continuation of the Self-Study Report (SSR), 
Formative Feedback Reports (FFR) & annual reports

ÅTakes place on your campus(es)



The Purpose of a Site Visit
ÅVerify the SSR and Response to FFR

ÅNarrative

ÅEvidence 

ÅVerify assessment quality and corresponding data

ÅDetermine how each component of every CAEP standard and cross cutting 
themes of Diversity and Technology have been addressed 

ÅCite any recommended areas for improvement or stipulations

The overarching goal:

To perpetuate continual program review and improvement



What Programs are Impacted? 

ÅAll specialty areas that prepare candidates to work in P-12 settings and 
lead to a professional license, certificate, or endorsement

ÅGraduate and non-certification programs for licensed educators who 
are extending their knowledge and skills for working in school settings

ÅPrograms that lead to endorsements, add-ons, or their equivalent 
required for national or state program review

Å)ÎÃÌÕÄÅÓ ÁÓÓÏÃÉÁÔÅȟ ÂÁÃÈÅÌÏÒȭÓȟ ÍÁÓÔÅÒȭÓȟ ÐÏÓÔ-baccalaureate, and 
doctoral levels

Tip: Start building your program list from your annual reports. 



Who Conducts Site Visits? 
Å3-6 volunteers (site visitors + site team lead)
ÅHigher education, P-12 Practitioners, Policy Makers and others are examples of the types of colleagues 

from across the nation

ÅTypically have some experience with your type of institution 

ÅPreviously selected by CAEP for training through an application process

ÅCompleted months of virtual training and accompanying assessments plus an intensive F2F training 
(more for site team lead)

ÅSometimes a state representative (determined by state)

ÅSometimes a CAEP Observer (not an active participating 
member)

Tip: EPPs have the right to dispute site visitors with potential conflicts of interest. 



The Role of the Site Team
ÅTo review the narrative and evidence submitted in the SSR

ÅTo verify the quality of assessments and corresponding assessment data

ÅTo write a Formative Feedback Report (FFR) 

Å4Ï ÒÅÖÉÅ× ÔÈÅ %00ȭÓ responses to Formative Review (IB) or Addendum (SI/TI)

ÅTo verify information by examining evidence and conducting multiple interviews

ÅTo write a site visit report that indicates how each component of every CAEP 
standard has been addressed 

ÅTo cite any recommended areas for improvement or stipulations 

Tip:The CAEP Accreditation Handbook is THEauthoritative guide used by the site team.



Accreditation Decisions

ÅNOT made by the site team, but by the Accreditation Council

ÅThe site team cannotstate if they believe each standard is met 
or unmet. 

ÅThe site team canrecommend Areas for Improvement (AFIs) 
and/or Stipulations for the Council to consider.



Zipping past the Self-Study Report and 
Formative Feedback Report to the Site 
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Identify the Key Players

ÅAppoint a Logistical Coordinator ɀPoint of Contact
ÅDean, Assessment Coordinator, Accreditation Manager, etc. 

ÅIdentify Key Staff/Team
ÅCould be the SSR writing team

ÅEssential: Dean, Associate Dean, Faculty Chairs, Assessment Director, Field Experiences 
Coordinator, Key Faculty

Tip: )ÔȭÓ ÂÅÓÔ ÔÏ ÈÁÖÅ Á ÓÉÎÇÌÅ ÐÁÔÈ ÏÆ ÃÏÍÍÕÎÉÃÁÔÉÏÎ ÂÅÔ×ÅÅÎ ÔÈÅ %00ȟ #!%0 
staff, and the site team lead. 



Laying the Foundation: 
Create a Site Visit Project Map

ÅConsider all aspects of the site visit
ÅList everytask 

ÅIdentify a person to be responsible for each task

ÅPlug in deadlines/milestones for each task

ÅInclude a schedule of meetings (scrums) 

ÅDevelop a communication plan

Tip: Try building the site visit project map using a backward design model. 



Tools for Organization & Collaboration

PROJECT 
MANAGEMENT TOOLS

ÅExcel Spreadsheets

ÅWord Tables

ÅOne Note

COLLABORATION 
TOOLS

ÅGoogle Docs

ÅAdobe Connect 

ÅGoToMeeting

ÅSharepoint

ÅConfluence



The Prep Kick-Off
ÅNeeds to be F2F

ÅBring together entire team

Å1-2 day workshop
ÅProvide overview of accreditation purpose & process

ÅReview CAEP standards, components, rubrics, etc. 

ÅReview narrative & evidence submitted in SSR and Formative Feedback 
Response

ÅGo over onsite visit process

ÅInitiate project management or collaboration tool

ÅEstablish schedule of future meetings, assignments, deadlines, etc.

Tip: No vacation time allowed during week of site visit! 



A Basic Project Management Roadmap

Ɇ12 weeks prior

Ɇ30-min scrum

ɆTask clarification, 
initiation

Bi-Weekly

Ɇ4 weeks prior

Ɇ20-min scrum

ɆTask updates

Weekly
Ɇ1 week prior

Ɇ15-min scrum

ɆClose out all 
tasks

Daily



Communications: 
Staff & Partners

ÅInitial email and/or video

ÅMonthly reminders with key tips or Ȱ$ÉÄ ÙÏÕ ËÎÏ×ȩȱ information

ÅOne month prior to site visit

ÅBrief weekly reminders

ÅDress expectations

ÅFinalized schedule 

ÅCleaning of offices, classrooms, etc. 



Technology Logistics

Å$ÅÃÉÄÅ ×ÈÁÔȭÓ ÅÓÓÅÎÔÉÁÌ
Å)Æ ÎÅÅÄÅÄȟ ÃÒÅÁÔÅ ȰÄÕÍÍÙȱ ÁÃÃÏÕÎÔÓ
ÅConsider hosting a technology overview prior or at the beginning of the site visit if 

team lead agrees
ÅEssential Gear for Campus & Hotel Workrooms:
ÅPre-loaded laptops or flash drives
ÅPrinter
ÅShredder
ÅProjection Screen/Monitor
ÅCables
ÅBasic Office Supplies

Tip: Have a user-friendly techie on site & on call



Travel, Lodging, Food

ɆArrange for 
arrival, 
departure, & 
daily 
transportation. 

Travel

ɆClean, comfortable; 
close to campus

ɆWorkroom

ɆFitness Center

ɆBreakfast

Lodging
ɆHealthy snacks in 

workrooms

ɆSeparate meals from 
EPP staff

ɆOffer variety of 
options

Food



Physical Arrangements
ÅSetting the Stage ɀMaking a Good Impression

ÅSite Team Workroom

ÅInterview Rooms

ÅFaculty, Staff, Administration

ÅCandidates, Program Completers

ÅP-12 Partners (Cooperating Teachers, Clinical Supervisors, Principals)

ÅInterview Guides

ÅDesignated Staff Members

ÅEnsure interviewees find correct room

ÅCollect completed sign-in sheets



Other Considerations
FIELD PLACEMENT VISITS

ÅMay or may not be needed

ÅCheck with site team lead

ÅIf yes: (1) Elem; (1) Middle; (1) 
Secondary School

ÅProvide faculty guide. 

Å3ÈÏÕÌÄÎȭÔ ÅØÃÅÅÄ Χ ÈÏÕÒ ÐÅÒ 
school

RECEPTIONS, GIFTS 

ÅNo receptions, cocktail hours, 
poster sessions, dinners, etc. 

ÅNo gifts



Identifying Interviewees
ÅIdentify potential interviewees early on:

ÅFaculty

ÅStaff - Administration

ÅCurrent candidates

ÅProgram completers

ÅCooperating teachers

ÅUniversity supervisors

ÅP-12 Partners (i.e., building principals, superintendents, HR directors, etc.)


