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Upon receipt of an evaluation team report, the institution is invited to respond before the Council takes action on the application for accreditation.  This document provides guidelines for preparing the response.

FORMAT

The response should be organized in a manner that provides for easy reference by the reader.  Generally, it is easiest to divide the response into two sections: the cover letter, the narrative explanation and exhibits addressing the findings of noncompliance.

1. The cover letter identifies the document as the response to a team report.  

2. The narrative explanation provides details of institution changes made to correct areas of noncompliance identified in the team report.  Use tabs to facilitate the reading of the response.  One tab should be used for each area of noncompliance identified in the team report summary page.  Record the citation number on each tab.  On the pages(s) following each tab start by recording the citation number and statement as it appears on the summary page.  This should be followed by a detailed explanation of changes made by the institution. If the institution believes its current practice is in compliance with the Accreditation Criteria, a detailed explanation also should be provided.  

Exhibits must be clearly identified and referenced within the narrative portion of the response to each area of noncompliance and appear following the tab identifying the area of noncompliance.  Refer to the “Content” section on page 2 for examples of acceptable documentation to include in the institution’s response.

Responses should be professional in appearance.  Please submit all materials in a binder with the pages numbered.  The binder also should be labeled on the spine with the institution’s name, location, and date of the response.  Institutions are encouraged to make two-sided copies of all exhibits.  Individual pages of the response should not be submitted in plastic sheets.

Read the entire report carefully.  The response should address the entire report and must address each area of noncompliance identified on the summary page.

CONTENT

It is important to prepare a response that clearly identifies institutional changes and includes documentation to support the institution’s explanation.  Failure to provide adequate documentation may result in the deferral or denial of the institution’s application.
When areas of noncompliance and/or concerns are identified, the institution must provide the Council with documented evidence of their correction.  Examples of acceptable documentation include the following:

· Copies of official transcripts;

· Completed forms (i.e., counseling, refund calculation, library sign-in/sign-out forms, student acknowledgement of receipt of catalog, or information about institution);

· Minutes of meetings held since the visit or last Council review (i.e., faculty, staff, advisory board);

· Refund calculation sheets, canceled checks, account cards, and last day of attendance determination sheets;

· Roster of all students who graduated that includes entries such as employment status, name of program, graduation date, home telephone number, and, if employed, the place of employment, job title, placement category (i.e., in field, in a related field, out of field), and employer telephone number; 

· Continuing education grade reports or certificates of attendance at professional conferences or trade shows;

· Photographs, invoices, and delivering receipts to evidence the acquisition of equipment, books, or materials.

These are just a few examples of documentation considered acceptable by the Council.  Responses will vary depending on the findings of the team and/or Council.  If you need assistance in preparing the response, contact the ACICS staff representative who coordinated the visit to your institution.

RESPONDING TO THE TEAM REPORT

The response should pertain to the entire report, not just to those areas identified on the findings summary page.  Be sure to respond to all sections of the team report including those prepared for nonbusiness programs.  The institution also should respond to and provide information about those areas in the team report with which the institution may disagree.

COUNCIL ACTION AFTER REVIEW OF THE RESPONSE

A response received in a timely manner prior to the Council meeting will be reviewed at that meeting.  If the Council does not feel that the response is complete, sufficiently detailed, or properly documented, a decision on the application normally will be deferred pending receipt of additional information.  The deferral letter from the Council will list specific information that must be submitted to answer the Council’s concerns.  The institution may submit additional items not requested by the Council if it believes the materials further support the institution’s compliance with the Accreditation Criteria.  The format used to respond to a action letter from the council should follow the guidelines identified in responding to an evaluation team report.

All questions about responding to the Council should be directed to the ACICS staff representative who coordinated the on-site evaluation visit.

PREPARING THE INSTITUTIONAL RESPONSE








�EMBED Word.Picture.8���





750 First Street, NE, Suite 980


Washington, DC 20002-4241


TEL: (202) 336-6780


FAX: (202) 842-2593


www.acics.org








U:\USERS\COUNCIL\Forms 2001\Application\Preparing the Institutional Response Alternate.doc
Rev 08/01

PAGE  
2
U:\USERS\COUNCIL\Forms 2001\Application\Preparing the Institutional Response Alternate.doc    Rev 08/01

_1001743784.doc
[image: image1.png]






