CAHME Site Visit Records Review Checklist (Revised 10/10)
The program must have the following documents or their unique equivalents available for Day 1 of the Site Visit.   This list is not exhaustive, and is illustrative of the types of documents that might be used to support the ongoing program evaluation and competency assessment referenced in the narrative of the self study document.  The site visit team will use these documents for validation.
Please submit this form together with the Self Study Document indicating whether the following documents are available in either paper or electronic format.

	
	Files To Be Available
	Paper
	Electronic 

	Admissions  & Advising
	· Admission application files for incoming students for the self-study year and the year prior to the self study year
· Admission application files for rejected students for the self-study year and the year prior to the self study year

· Advising records for students in the self- study year and the year prior to the self study year
Note that programs may opt to prepare a report from their databases.  If this is available see page 2 for a list of required data,  the CAHME Fellow will also require access to any supporting student files.
	
	

	Complaints
	· Records of any student complaints in the self-study year and the year prior and after the self study year.
	
	

	Curriculum
	· The final paper for all courses in the self-study year. 
·  If there no final exam is given, then  the culminating requirement for that course  (e.g. presentation/ project/case analyses etc.) must be retained for each student

· Integrative student papers and/or major capstone projects from the self-study year

· Course evaluations & results for every course from the self-study year
	
	

	Competency Assessment & Student / Alumni/ Preceptor Feedback
	· Supporting materials for the assessment of competencies and stakeholder input.
Examples include:
· Competency assessment instruments

· Copy of electronic portfolio (if used)

· Student orientation materials for the program’s competencies/competency model

· Analyses for the measurements of the attainment of the competencies in the program (from entry to graduation).

· Analyses of the two most recent student surveys

· Analyses of preceptor evaluations for  internships/residencies during the self-study year

· Analyses of student evaluations for  internships/residencies during the self-study year

· Analyses of  the two most recent alumni surveys 
· Analyses of the two most recent  exit surveys 
For all survey analyses/summaries, a copy of the survey instrument should also be retained.
	
	

	Program Evaluation & Planning
	· Faculty meeting minutes from the self-study year and the year prior and after the self study year
· If applicable, Program retreat / External Advisory Board minutes from the self-study year and the year prior and after the self study year
· Strategic plan document for the program 
	
	


Admissions Report Required Data

This report must be sorted by admission type (full time, part time, conditional, etc) if the admissions criteria differ for each.

· Name 
· Gender 

· Race (voluntary self-identification) 

· Grades to the pre –requisite courses (where applicable)

· # of recommendation letters received 

· Undergrad school 

· Undergrad major 

· Undergrad graduation date 

· GPA 
· Standardized Test Score (where applicable) 

· Date standardized test taken 

· Type of admission (i.e. full-time, part-time, probational, conditional, etc.)

· Academic year of acceptance

· Admission status:

· Enrolled 

· Refused  admission

· Declined required interview (if applicable)

· Denied (rejected admission-either with or without required interview ) 

     Optional: Deferred (Accepted but deferred to the following year/semester)
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