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VOLUME I

Basic Survey Questio TC "Volume I Cover Page" \f C \l "2" nnaire

PROGRAM DESCRIPTION TC "Program Description" \f C \l "1" 
Program name:

Degree(s) covered by the accreditation:


Name:



Initials:


Primary Academic Unit:


Self-Study Year:   _______ through _______


Sites where program is taught:
 

[Include additional definitions as appropriate.]

PROGRAM GLOSSARY TC "Program Glossary" \f C \l "1"  
Program Glossary

[This serves as a glossary of terms used by the program throughout the Self-Study documentation
ELIGIBILITY STATEMENT TC "Eligibility Statement" \f C \l "1" 
NOTE  For initial accreditation reviews, the Eligibility Statement must be completed within one (1) month of CAHME's acknowledgment of the Program’s request for a site visit, and is submitted to the President of CAHME. A copy of the completed Eligibility Statement should also be included in Volume I of the completed Self-Study.



For reaccreditation reviews, a new Eligibility Statement should be included in Volume I of the completed Self-Study.
REQUIREMENT A
The University will have established healthcare management as a major course of study leading to a master's degree. Establishment of the Program will have been approved by the appropriate University governing body.
1.
State the name of the master's degree program(s) for which accreditation is sought. Indicate the name of the degree(s) and the abbreviation(s) used (e.g., Master of Health Administration, MHA). Indicate the sites where the program is taught that are covered by this accreditation.

2.
Identify the year the degree program(s) was (were) established and approved; identify the appropriate university governing body.

REQUIREMENT B
The Program will require the equivalent of full-time study beyond the baccalaureate level of not less than two academic years as defined by the University. CAHME will evaluate whether the Program, as defined by the University, meets this requirement.
Describe the University's definition of full-time graduate study and apply it to the program seeking accreditation.

REQUIREMENT C
The applicant Program in healthcare management will have graduated at least two classes.

Identify the first and second classes of students graduated, indicating the number in each class, year and semester of graduation. Where a program is primarily part-time, provide the number of students in the first two graduating cohorts and the dates of their graduation.

REQUIREMENT D
Programs will be a part of an institution of higher learning which has achieved regional accreditation or equivalent recognition.
INTERPRETATION: In the United States the institution will be an accredited member of one of the six regional accrediting associations recognized by the US Department of Education. In Canada, the institution will hold provisional or ordinary membership in the Association of Universities and Colleges of Canada. 
1. Specify regional or equivalent university accreditation status, including date of most recent accreditation, and length of accreditation.

2. Provide any appropriate comments or recommendations relevant to the program made during this accreditation.

REQUIREMENT E

If the Program is in a specialized graduate school or schools (such as a medical school, school of public health, or school of business administration) within the University, the school(s) must be accredited by the appropriate recognized specialized accrediting agency (agencies). In the absence of such accreditation(s), a determination will be made by CAHME as to the extent to which lack of specialized accreditation is detrimental to the quality of the Program.
1.
Indicate the school in which the Program is located. 

2.
Indicate the school accreditation: Specify the accrediting agency, the date of the most recent accreditation and the length of accreditation.

3.
Indicate any comments or recommendations relevant to the Program made during this accreditation (if appropriate).

REQUIREMENT F

There will be no discrimination on the basis of gender, age, creed, race, ethnicity, disability or sexual orientation in any aspect of the Program's activities. The Program will be in full compliance with relevant laws and University policy regarding equal opportunity requirements. Nothing herein will be construed to prevent a University from having a religious affiliation and purpose and adopting policies of admission and employment that directly relate to such affiliation and purpose so long as notice of such policies has been provided to applicants, students, faculty, and employees.

Describe the University and/or Program statements on nondiscrimination and equal opportunity requirements. 

Reference the links to the appropriate policies on the University/Program website.

REQUIREMENT G

The Program will be subject to a defined policy on academic freedom and academic standards.  Faculty in the program will be aware of Program/University faculty grievance procedures.

Describe the University and/or Program statements on academic freedom, academic standards and the faculty grievance procedures.

Reference the links to the appropriate policies on the University/Program website.

_________________________________________

Program Head (Signed)

(Type Name)

Date

_________________________________________ 
Chief Administrative Officer

 of the University or Designated Representative (Signed)

(Type Name)

Title

Date
OVERVIEW OF THE PROGRAM TC "Overview of The Program" \f C \l "1" 
In one page or less, provide a general overview of the Program and its organizational setting. Relevant information would include the degree offered, the setting of the program within the university, the types of students served, and other information that distinguishes the program and would be of relevance for the accreditation team. While CAHME realizes that much of this information will also be included later in the self-study, a general introduction at the beginning of the document will serve to orient the site visit team and facilitate their work.

PROGRESS SINCE PREVIOUS SITE VISIT
(Not applicable for initial accreditation)

In two pages or less, list the criteria related recommendations from the last site visit report and provide a brief description of the actions taken to address these.  A similar discussion of the consultative recommendations is not required.
Self-Study Handbook TC "Self-Study Handbook" \f C \l "1" 
CRITERION I.  PROGRAM MISSION, VALUES, VISION, GOALS AND SUPPORT TC "Criterion I.  Program Mission, Values, Vision, Goals and Support" \f C \l "1" 
I.A. Mission and Metrics TC "I.A.
Mission and Metrics" \f C \l "2" 
I.A.1 TC "I.A.1" \f C \l "3" 
The Program will have statements of mission, vision, and values that will influence the Program’s design and guide the Program’s evaluation and quality improvement efforts.

1. Provide statements of the Program's mission, vision and values. 
2. Comment and demonstrate how the Program mission relates to the mission of the University and of the parent College/School. Include statements of University and College/School missions and provide the relevant URL’s.  
I.A.2 TC "I.A.2" \f C \l "3" 
The Program will establish goals, objectives and performance outcomes that are action-based, observable, and measurable.

1. Prepare a narrative describing how the on-going evaluation of the Program is carried out in light of its mission, goals and objectives. The narrative should demonstrate how the various constituencies of the Program, e.g., students, graduates, faculty, preceptors, and advisory groups, relate to this process. Briefly describe the results of the ongoing evaluations in the last two years and note what improvements, if any, have resulted from the evaluation results. 
2. Prepare Figure 1 to illustrate outcome assessments used routinely by the Program to evaluate the extent to which each Program objective is met. Indicate the date that these measures were adopted and actual performance against set targets.
3. Assess the Program's evaluation process highlighting strengths and/or problems. Suggest desired changes in the process and identify steps and a timeframe for making changes. 

Figure 1:    Program Goals Objectives and Performance Outcomes

	

	Goal:

	Objective: 

	Benchmark to be met
	Measurement Description
	Recent Assessment
	Met
	Measurement Results
	Actions Based on Results
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I.A.3 TC "I.A.3" \f C \l "3" 
The Program will identify a set of competencies related to its mission and the types of jobs graduates enter upon completion of the Program.

1. Identify the set competencies that all students in the Program are expected to achieve in their course of study.

2. Demonstrate how the selected competencies relate to the Program’s mission.

I.A.4 TC "I.A.4" \f C \l "3" .
The Program will monitor the health system, the University environment, and management theory and practice and adjust its mission, vision, goals and objectives in response to environmental changes and needs when necessary.

1. Describe the process for monitoring the health system and University environments and for incorporating this information into the process of Program review and change.
2. Provide examples of findings from the monitoring process, and how these findings have been utilized.
I.B.  Institutional Support TC "I.B.
Institutional Support" \f C \l "2" 
I.B.1 TC "I.B.1" \f C \l "3" 
The Program will have sufficient financial and administrative support to ensure that its mission, goals and objectives can be achieved.

1. Identify special resources such as people, facilities, and university support available to the Program and indicate the nature and extent of utilization, as well as any barriers to utilization. 

2. Identify Program activities other than those being reviewed (e.g., undergraduate, other master's, doctoral, extension, management development, etc.), and indicate their relation to the Program with regard to allocation of resources (funds, faculty, space, etc.).
3. Describe the administrative procedures involved in determining budgetary allocation to the Program.
4. Program expenditures should be recorded on Figure 2.  The purpose of this figure is to present both the amount of financial support received by the Program being accredited and the form in which this financial support is tendered. Items should be recorded as exactly as possible and, if estimates are used, these figures should be placed in brackets [ ]. Include all items for instruction, community service, research and operations.

Data should be presented for (1) the Self-Study year, and (1) one year prior to the Self-Study year. (If the fiscal year is defined differently than the academic year, please note this.) Absolute dollar amounts and percent of total budget should be indicated.

The first column of Figure 2 is for sums which are allocated to the Program as a separate department or unit with its own budget; if the budget of the Program is spread among the budgets of several departments or units, this column should not be used. If activities of the Program are supported by a mixture of separate budget and items on other budgets, then combinations of columns should be used. Thus, if a Program has one person full-time on its faculty and his/her salary is derived entirely from a separate budget for the Program, this salary figure should appear in the first column. If he/she is supported one-third through a separate program budget, one-third from a position in another department, and one-third from a position as an official in a separately organized health facility, the salary should be allocated accordingly among all three columns of the budget.

5. Program revenues should be recorded on Figure 3, consistent with information provided in Figure 2.

6. Describe briefly any grants for the teaching program only; provide details on Figure 4 [Grants for other purposes will be covered in other sections.]

Describe the extent and adequacy of administrative support services available to the Program, such as secretarial, clerical and graduate research assistants. Indicate whether these positions are supported by the Program budget, grants or other sources.

7. Provide a summary assessment of the Program’s ability to meet its stated objectives in light of its current resources and most critical resource needs.  Include recommendations for future resource development, identify implementation steps for these recommendations, and describe the likely time line for implementation.  

Figure 2: Program Expenditures
Self Study FY and Prior FY

	
	Self Study Year: 
	Prior Year:

	
	(a)

Dollar amounts in budget of primary unit
	(b)

Dollar amounts in other Univ. budgets
	(c)

Dollar amounts in other budgets (specify)
	(d)

Dollar amounts in budget of primary unit
	(e)

Dollar amounts in other Univ. budgets
	(f)

Dollar amounts in other budgets (specify)

	
	% of Grand Total
	% of Grand Total
	% of Grand Total
	
	
	

	Program faculty
	
	
	
	
	
	

	Joint faculty
	
	
	
	
	
	

	Adjunct faculty
	
	
	
	
	
	

	Secretarial and

 clerical personnel
	
	
	
	
	
	

	Teaching/research

 assistants
	
	
	
	
	
	

	Consumable supplies
	
	
	
	
	
	

	Faculty travel
	
	
	
	
	
	

	Prof. activities of

 faculty (dues,

 tuition, etc.)
	
	
	
	
	
	

	Library acquisitions
	
	
	
	
	
	

	Other major items (list):
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Totals
	
	
	
	
	
	


GRAND TOTAL (col. a + col. b + col. c) = 
GRAND TOTAL (col. d + col. e + col. f) =

Figure 3: Program Revenues

	
	Self Study Year: 

	Prior Year:

	
	$
	%
	$
	%

	SOURCE 
	
	
	
	

	Federal grants
	
	
	
	

	State/provincial government
	
	
	
	

	Local government
	
	
	
 
	

	Internal University funds (for a state university, this refers to funds from sources other than the state)
	
	
	
	

	Other sources (specify)
	
         
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	TOTAL
	
	100
	
	100

	
	
	
	
	


(Totals should equal respective Grand Totals on Figure 2

Figure 4: Teaching Grants
	Grant Title
	Duration
	Source of $
	Total $
	Self-Study Year $
	Primary Theme
	Faculty Involved

	Example:
	
	
	
	
	
	

	Grants for Graduate Programs in Health Administration
	1 Yr.
	Federal Government
	$41,637
	$ 41,637
	Development/expansion of financial management, quantitative health economics, policy and regulations, and health planning curriculum; providing field training in the areas of managed care, ambulatory care, and long term care
	Sarah Caster, Ph.D.

Lloyd Timlin, Ph.D.

Eric Tracker, Ph.D.

Dean Young, Ph.D.



	
	
	
	
	
	
	

	
	
	
	
	
	
	


I.B.2 TC "I.B.2" \f C \l "3" 
University policies will provide time and support for faculty development, research and/or scholarship, and service.

1. Describe the appropriate University policy statements and comment on their effectiveness.
I.B.3 TC "I.B.3" \f C \l "3" 
The Program will ensure that facilities, equipment, and supplies are sufficient to support Program quality and achieve the Program’s mission, goals and objectives. This will include:


I.B.3.a   Library and/or access to information resources

1. Provide the URLs that describe information service resources available to students and faculty of the Program and assess their adequacy to support a graduate program in healthcare management and faculty research. Describe the procedures used to select healthcare management and other relevant titles for acquisition, including where the decision is made. 
2. Describe any limitations on the utilization of library resources, including barriers to access (physical, hours, etc.). If the Program uses distance-learning technologies, describe library access for these students.

I.B.3.b    Computing technology and the appropriate management software

1. Assess the adequacy of computer technology available to the faculty and describe any barriers to access.
2. Describe computer technology available to students, including available hardware (number of personal computer labs, computer terminals, printers, etc.) and software. Demonstrate that students have access to and are familiar with software appropriate to graduate study in healthcare management, including word processing, spreadsheets and statistical analysis software. Assess the adequacy of computer technology available to students and identify any barriers to utilization, such as scheduling, location, etc., particularly for students in distance learning programs.  The availability of assistance should also be described.


I.B.3.c      Classroom and other learning space, and physical facilities for students, faculty, and staff, as appropriate to the method of course / program delivery
1. Describe the office and other workspace available to program faculty and staff. Demonstrate that faculty offices allow for private study as well as for advising and counseling students. Staff space and facilities should be adequate to support the program’s needs.

2. Describe classroom and learning space. Demonstrate that these facilities are adequate to meet the educational needs of the Program and allow it to fulfill its mission, goals and objectives.
I.B.4 TC "I.B.4" \f C \l "3" 
Program leadership will have the authority to ensure the integrity of the Program.

1. Provide a qualitative assessment regarding the extent of authority the Program director has in leading the Program and determining its strategic direction.

2. Prepare an organizational chart(s) locating the Program within the University and include as Figure 5.
3. Describe the organization of the Program and its relationships with the primary academic unit in which it is located. Address topics such as the part of the University to which the Program is most closely related, whether the Program is organized as a separate department or is part of another administrative entity; whether the faculty hold appointments in the Program or in other elements of the University; and other information relevant to understanding how the Program fits into the structure of the University. 
4. Assess the suitability of the structural location of the Program in the university and in relation to the Program's current and projected development. Include projections of future support and/or problems. Identify any recommendations for desired change in the setting, steps planned to implement these recommendations and the timing of these steps.

Figure 5:  Program Organizational Chart(s)
(Insert Organizational Chart(s) as appropriate see Criterion I.B.4)

CRITERION II. STUDENTS, GRADUATES AND OTHERS TC "Criterion II. Students, Graduates and Others" \f C \l "1" 
II.A  Students, Graduates and Others TC "II.A
Students, Graduates and Others" \f C \l "2" 
II.A.1. TC "II.A.1." \f C \l "3"   
The Program will provide full and accurate information regarding its curriculum, the competencies that form the basis for its curriculum, teaching and assessment methods, and recruitment process to potential students, and make general information available to the public, employers, preceptors and other interested parties.

1. Describe how students receive information about your program (e.g. website, brochures, etc.)  Provide relevant URLs, and brief descriptions of what these pages contain, as appropriate.  Copies of print materials not available via the Internet should be available for the site visit team during the site visit.  Include in this section a description of how competencies and teaching methods are made available to students and prospective students.
2. Describe how other stakeholders (the public, employers, preceptors, and other interested parties as defined by your Program) receive information about the program.   Copies of print materials not available via the Internet should be made available to the site visit team during the site visit.

II.A.2 TC "II.A.2" \f C \l "3" . 
The Program will have well-defined recruiting practices and admission criteria designed to admit qualified students and pursue a diverse student population.

1. Describe the target applicant market, and the measures used to define the quality of the applicant pool.
2.
Describe the annual recruitment goals, and the activities involved with pursuing those goals.
3.
Describe recruitment activity outcomes in Figure 6
4.
Prepare Figure 7 to reflect the characteristics of entering students for the current year, the self-study year, and the year prior to the self-study year; add row headings, as appropriate.

5.
Provide an assessment of the recruitment and admissions process with respect to the Program's effectiveness in meeting its goals and objectives.

6.
Prepare Figure 8 describing the distribution of enrolled students. Provide definitions used for classifying students by year, and as part-time versus full-time status.

7.
List the criteria used in the student selection process for each degree-granting program that is part of the CAHME accreditation process.  Include any specific rules or guidelines concerning previously earned grade point averages, standardized test scores, previously earned degrees, prerequisite courses, prerequisite majors, work experience, career objectives, and/or assessments made by interviewers. 
8. Explain policies and procedures allowing for exceptions in the Program's selection criteria, and describe the extent to which these exceptions are made, including the percentage of students admitted based on exceptions to your criteria.
9. Describe and evaluate the success of the recruitment of a diverse student population, and the commitment to giving full opportunity for admission regardless of minority status.  

Figure 6 Recruitment Activity Outcomes
(not applicable to programs in Canada)


Self-Study AY
PRIOR AY

(e.g students incoming 2008-09)
(students incoming 2007-08)

DEGREE PROGRAM:  

	

	Total
	% Minorities
	Total
	% Minorities

	1.  Total applications received: 

	
	
	
	

	
	
	
	
	

	     a) incomplete
  
	
	
	
	

	
	
	
	
	

	     b) complete
	
	
	
	

	
	
	
	
	

	2.  Total complete applications:
	
	
	
	

	
	
	
	
	

	     a) applicants offered admission
	
	
	
	

	
	
	
	
	

	     b) applicants not offered admission
	
	
	
	

	
	
	
	
	

	3.  Total applicants enrolled
	
	
	
	

	
	
	
	
	


[Repeat for each degree,

or joint degree, program,

as applicable]

1 = Define as appropriate to program

Figure 7: Characteristics of Enrolled Students

	
	CURRENT AY2
(if different from self-study year)


	SELF-STUDY AY

(provide dates here)
	PRIOR AY

(provide dates here)

	Class Size
	N=
	N=
	N=

	DEGREE PROGRAM:
	
	1st Quartile
	Median
	3rd Quartile
	
	1st Quartile
	Median
	3rd Quartile
	
	1st Quartile
	Median
	3rd Quartile

	[Specify degree program]
	
	
	
	
	
	
	
	
	
	
	
	

	Entering GPA

	
	
	
	
	
	
	
	
	
	
	
	

	[Specify aptitude

test(s), as appropriate]


	
	
	
	
	
	
	
	
	
	
	
	

	[Repeat for all aptitude

tests accepted]


	
	
	
	
	
	
	
	
	
	
	
	


[Repeat for each degree, or joint degree, program, as applicable]

Figure 8: Distribution of Enrolled Students

SELF-STUDY AY
	DEGREE PROGRAM
[Specify degree program]

 

	
	Total
	Full-time
	Part-time
	Other1

	N = 
	
	
	
	
	

	On-Campus Students
	
	
	
	
	

	First-Year
	
	
	
	
	

	Second-Year
	
	
	
	
	

	Third-Year
	
	
	
	
	

	Nth year (specify):
	
	
	
	
	

	
	Subtotal
	
	
	
	

	External Degree program Students2
	
	
	
	
	

	First-year
	
	
	
	
	

	Second-year
	
	
	
	
	

	Third-year
	
	
	
	
	

	nth-year
	
	
	
	
	

	
	Subtotal
	
	
	
	

	Required Residency Students2
	
	
	
	
	

	During First-year
	
	
	
	
	

	During Second-year
	
	
	
	
	

	
	Subtotal
	
	
	
	

	Other
	
	
	
	
	

	
	TOTAL
	
	
	
	


[Repeat for each degree, or joint

degree, program, as applicable]

1 = Include any other categories of students, and explain in a footnote.

2 = Indicate n/a if not appropriate/relevant to your program.

II.A.3 TC "II.A.3" \f C \l "3" 
The Program will have a process that regularly evaluates the extent to which students attain the competencies that form the basis for the program’s curriculum.

1. Describe how the program measures student progress towards mastery of program competencies at the course as well as the program level.  Include a description of the types of evaluation tools (viz. preceptor assessments, student evaluations etc.) used in these processes.
2. Describe the process by which the Program evaluates the continued relevance of the competencies.
II.A.4 TC "II.A.4" \f C \l "3" 
The Program will ensure that students are provided appropriate support services, and that these services are evaluated regularly as a basis for ongoing improvement.

1. Describe the system of academic and career advising. 
2. Describe the mechanisms for evaluating the effectiveness of the Program’s approach to advising and how changes are made.  
3. Describe how financial aid information is systematically made available to students in the Program. Provide an assessment of the adequacy of financial resources available and describe steps being taken to address any inadequacies.
4. Describe any other programmatic or university-wide support services (e.g. counseling, tutoring) available to Program students. 

II.A.5 TC "II.A.5" \f C \l "3" 
The Program will involve students, alumni, and practitioners in appropriate areas of Program decision-making and evaluation.

1. Describe how students, alumni and practitioners are involved in appropriate areas of Program decision-making and evaluation.  Have appropriate electronic documentation available for review by the site visit team.
II.A.6 TC "II.A.6" \f C \l "3" 
The Program will ensure that graduates have completed the Program well-prepared to pursue careers consistent with Program goals and recognized competencies and that their career preparedness is monitored, documented and used in Program evaluation and as a basis for continuous improvement.
1. Describe any assessment techniques or other indicators used to measure graduate achievement.
2. Provide a self-assessment and present results from any external assessments of the preparedness of graduates to pursue careers consistent with the Program goals. 

3. Provide information on completion rates over the past three years (two years for programs undergoing initial accreditation). If completion rates are less than 80 percent in the normal time period expected for degree completion, provide an explanation. 

4. For the past three (for initial accreditation, two) graduating classes:

a. Complete Figure 9 to describe by category the employment settings of Program graduates.
b. Complete Figure 10 to detail the positions held by Program graduates and provide the URL for the alumni directory.
c. Provide job placement rates within the first three months after graduation 

5. Comment on the relationship between the employment settings/positions of Program graduates listed in Figures 9 & 10 and the Program's educational goals and objectives. If job placement rates in health care services or related fields for program graduates are less than 80 percent over the last three years, provide an explanation.

Figure 9: Employment Settings Of Program Graduates 

	Employment Setting
	#Graduates Self-Study AY
	#Graduates 

1st Prior 

AY
	#Graduates

2nd Prior 

AY
	#Graduates Prior 3rd 

AYs

	Hospital and Health Network

	
	
	
	

	Health Department

	
	
	
	

	VA Facility

	
	
	
	

	Association, foundation or voluntary agency (ACHE, AHA, W.K. Kellogg, etc.)
	
	
	
	

	Home Health Agency

	
	
	
	

	Health Maintenance Organization

	
	
	
	

	Long-term Care Facility/Agency

	
	
	
	

	Clinic/Community Health Center

	
	
	
	

	Consulting Firm

	
	
	
	

	Insurance Company

	
	
	
	

	Pharmaceutical Company

	
	
	
	

	International agency/institution
	
	
	
	

	Pursing another graduate degree
	
	
	
	

	Employed outside the health field
	
	
	
	

	Medical School
	
	
	
	

	Unknown

	
	
	
	


Figure 10: Positions Currently Held By Program Graduates 
	Positions by Type
	Number of Graduates
(last 3 years)

	Executive Office

(Chief Executive Officer, President, Chief Medical Officer, Chief Information

Officer, Partner, Owner etc.)
	

	Chief Operating Officer/ Vice President of Operations

(Assistant Administrator, Division Director, Facility/Regional Administrator, etc)
	

	Management Staff

(Manager, Unit Administrator,

Practice Manager, etc)
	

	Senior Staff

(Senior Analyst, Senior Consultant, Financial Officer, Information Officer, etc)
	

	Staff Specialist, Staff Support

(Management Analyst, Medical 

Records Administrator, Consultant, etc)
	

	Physician
	

	Associate Professor
	

	Registered Nurse
	

	Pharmacist
	

	Other  (please list)
	


II.A.7 TC "II.A.7" \f C \l "3" 
The Program will have a process for handling formal student complaints and use these complaints, where appropriate, for program evaluation and improvement.

1. Provide a copy of a student handbook or the URL’s that describe the procedure available to students for making formal complaints against the program.  Describe how students are made aware of this policy.
2. Describe how complaint policies and procedures provide for a timely response to the complaint that is fair and equitable to all parties.
3. Describe or demonstrate how information from student complaints and their resolution has been used for program evaluation and improvement.

CRITERION III. CURRICULUM TC "Criterion III. Curriculum" \f C \l "1" 
III.A. Curriculum Design TC "III.A.
 Curriculum Design" \f C \l "2" 
III.A.1 TC "III.A.1" \f C \l "3" 
The Program will adopt a set of competencies as the basis of its curriculum and link course content and learning objectives to the competencies.

1. Prepare a matrix to illustrate how the competencies are achieved by the design of the curriculum as in Figure 11.

2. Describe the relationship between the Program competencies and the curriculum and assess the Program's effectiveness in meeting its educational objectives. 
3. Identify any recommendations for future changes, steps planned to implement these recommendations and the time line for implementation.

Figure 11: Competencies to Curriculum Matrix

	Course Number & Name
	Competencies

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Program Target for Each Competency
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Key

(develop a key to indicate the skill level students are expected to develop within each of the competencies in this course)

III.A.2 TC "III.A.2" \f C \l "3" 
The Program will structure the curriculum so that students achieve levels of competency appropriate to graduate education.  

1. Prepare a summary of degree requirements for the Program being reviewed, formatted similar to Figure 12. 

2. Prepare a flow chart similar to Figure 13 for each Program being accredited, indicating the sequencing of required courses. In determining where each required course should be positioned relative to the content areas, focus on the primary emphasis of the course. If a course serves as the primary course for more than one content area, repeat the listing of the course. 

3. Provide a statement to describe the rationale used by the faculty to determine the structure and sequencing of the curriculum and achievement of designated levels of the selected competencies. 
4. Describe the mechanisms used to evaluate student achievement of the appropriate levels of the program’s selected competencies throughout the program. (Programs may use bulleted lists or tables as appropriate). 
Figure 12: Summary of Degree Requirements

	[Specify degree]
	#
	credit-hours*

	total credit hours* required for degree

	Required courses
	
	
	

	Elective courses
	
	
	


Circle one: semester / quarter / trimester system

Field Work:

Months (or specify time unit) required between academic semesters/quarters:



 
Months (or specify time unit) required concurrent with and/or after completion of course work:


 
Check √ if used regularly as integrative mechanism:

	√
	

	
	Oral comprehensive exam




	
	Written comprehensive exam



	
	Essay/major paper/thesis/research project

	
	Other(specify)


	
	

	
	

	
	


Other requirements (specify):

* Specify basis of calculation of credit hours. If other units are usually used (e.g., clock-hours, weeks), use that measure and explain in a footnote.

Figure 13: Typical Course Sequence Of Required And Commonly Taken Electives

III.A.3 TC "III.A.3" \f C \l "3"  
The Program will ensure that course syllabi incorporate current developments in the field, and accurately reflect course content, process, expected outcomes, and relationship to other courses.

1. In Volume II provide course syllabi for each course listed in Figure 13. Each syllabus must be preceded by a syllabus cover sheet (see Volume II instructions). On the cover sheet, map the learning objectives to the level of the program’s selected competencies being built in the course. 
2. The syllabi should explicitly state how students are evaluated in the courses.

3. The Program should retain in an easily accessible format examinations, written assignments, and other items used during the self study year to evaluate students.
4. If more than 50 percent of the content is delivered online, the Program will maintain a sample of electronic communications from class discussion and graded materials that occur within each course during the self study year.  

III.A.4 TC "III.A.4" \f C \l "3" 
The Program will evaluate course instruction and the curriculum and use the results to develop specific plans for maintaining or improving the quality of the teaching and learning environment. 

1. List the methods of evaluation for course instruction and the curriculum and demonstrate how these results are used for quality improvement. (Programs may use bulleted lists or tables as appropriate). 

III.A.5 TC "III.A.5" \f C \l "3" 
The Program will provide opportunities at appropriate points in the curriculum for students to gain an understanding of and to interact with professionals across the broad range of health professions.

1. List the opportunities students have for exposure to a range of health professionals
2. Describe how these opportunities are used in their learning.
III.B.
Curriculum Content and Competency Development TC "III.B.
Curriculum Content" \f C \l "2" 
1. Provide a complete list of courses offered in the self study year including course numbers, full course titles, credit hours, department (if non-program), names of faculty teaching, and enrollment data on Figure 14. The list should be organized by required and elective courses, and within these sections in numerical order by course. Note which courses are delivered online (in part or in full).

2. Prepare Figure 15 that lists the typical course of study, by academic period, for each program offered. Indicate title and course number, credit hours, and department (if non-Program). Note how long the core curriculum has been in place.

3. Prepare Figure 16 and provide a brief narrative to illustrate how each of the nineteen curriculum content and competency development areas is covered within the required courses. 

III.B.1

Population health and status assessment

III.B.2

Health policy formulation, implementation, and evaluation

III.B.3

Organizational development/organizational behavior theory and application
III.B.4

Management and structural analysis of healthcare organizations,  including evaluation and redesign

III.B.5

Operations assessment and improvement
III.B.6

Management of human resources and health professionals

III.B.7
 
Information systems management and assessment

III.B.8

Legal principles development, application, and assessment

III.B.9

Governance – structure, roles, responsibilities, and alignment to leadership

III.B.10

Leadership - visioning, change management and team development

III.B.11

Written, verbal, and interpersonal communication skills 

III.B.12

Statistical analysis and application

III.B.13

Economic analysis and application to decision making
III.B. 14

Market analysis, research, and assessment

III.B.15

Financial analysis and management

III.B.16

Ethics in business and clinical decision-making 

III.B.17

Strategy formulation and implementation

III.B.18

Quality assessment for patient care improvement

III.B.19

Professional skills development

4. If required courses are taught outside of the Program, describe the procedures for incorporating healthcare management content, as appropriate, into those courses and ensuring integration across the curriculum.
5. Describe the policy on course waivers and the extent to which waivers are granted.
Figure 14: Courses

REQUIRED

	Course #
	Course Title
	Taught by
	Credits
	# Program

Students
	Total

Enrolled
	Cohort
	Session/Year Taught

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


ELECTIVES

	Course #
	Course Title
	Taught by
	Credits
	# Program

Students
	Total

Enrolled
	Cohort
	Session/Year Taught

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Figure 15:  Typical Course of Study

Degree - 
Year Core Curriculum Implemented – 

REQUIRED COURSES

	Year in Program
	Session
	Course #
	Course Title
	Credits

	Year One
	
	
	
	3cr

	
	
	
	
	3cr

	
	
	
	
	3cr

	
	
	
	
	3cr

	
	
	
	
	3cr

	
	
	
	
	3cr

	
	
	
	
	3cr

	
	
	
	
	3cr

	Year Two
	
	
	
	3cr

	
	
	
	
	3cr

	
	
	
	
	3cr

	
	
	
	
	3cr

	
	
	
	
	3cr

	
	
	
	
	3cr

	
	
	
	
	3cr

	
	
	
	
	3cr


* Describe the typical course of study for full-time and (if different) part-time students in each major degree Program offered. 

Figure 16: Courses to Curriculum Content Matrix

	COURSE number and TITLE
	Curriculum content Criteria

	
	IIIB1   Population Health  & Status….
	IIIB2 Health Policy….
	IIIB3 Organization Dev…
	IIIB4 Structural Analysis…
	IIIB5 Operations Assessment …
	IIIB6 Management of  HR…
	IIIB7 Information Systems Mgmt…
	IIIB8 Legal Principles Development….
	IIIB9 Governance …
	IIIB10 Leadership …
	IIIB11 Communication Skills
	IIIB12 Statistical Analysis …
	IIIB13 Economic Analysis …
	IIIB14 Market Analysis …
	IIIB15 Financial Analysis and Mgmt
	IIIB16 Business & Clinical Ethical ….
	IIIB17 Strategy Formulation…
	IIIB18 Quality Assessment ….
	IIIB19 Professional Skills Development

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


III.C.
Applied and Integrative Learning TC "III.C.
Applied and Integrative Learning" \f C \l "2" 
III.C.1 TC "III.C.1" \f C \l "3" 
The Program will ensure that students demonstrate critical thinking and problem solving skills as well as management competencies in applied, experiential settings.

1. Describe how students' needs for applied experiences are determined and decisions made on applied experiences.
2. Describe how the applied experiences relate to the goals, objectives and designated competencies of the Program and how they are sequenced and integrated into the curriculum. 
3. Describe the processes whereby applied experiences are monitored and evaluated. Include in Volume II an example of completed forms used in completing these processes. Include methods for informing preceptors about their responsibilities and the objectives of the field experience, faculty/preceptor meetings, preceptor conferences, how preceptors are evaluated and the means by which preceptors are added to or removed from the Program's approved list of preceptors.

III.C.2 TC "III.C.2" \f C \l "3" 
The Program curriculum will include integrative experiences that require students to draw upon, apply and synthesize knowledge and skills covered throughout the Program of study.

1. Describe how integrative experiences contribute to the Program’s learning objectives, how students are prepared for the integrative experience, and how they are evaluated. 

2. Describe activities that are primarily integrative in nature and how each provides students with opportunities to draw upon and apply material covered throughout the program of study. Describe those aspects only that are not discussed in Criterion III.C.1.

3. If a major paper, thesis or research project is required, describe the nature of the requirement and the relationship to Program objectives. List projects for the past two years in Volume II.

III.C.3 TC "III.C.3" \f C \l "3" 
The program will provide, throughout the curriculum, opportunities for students to participate in team-based activities.

1. Describe the team based activities in the curriculum. Where students work in class groups and receive a team grade, describe the assessment tools used to determine the contribution of each student.  
III.C.4 TC "III.C.4" \f C \l "3" 
The organization of the Program and its relationship to other academic units will enable students to draw broadly on academic resources throughout the University.

1. Assess the availability of University wide academic resources and describe how they are made available to the student in the Program.
2. Describe any barriers to access for students in the Program and options that have been considered for addressing those barriers.

III.C.5 TC "III.C.5" \f C \l "3" 
The Program will have effective working relationships with a variety of healthcare management employers and will integrate the field of practice into the Program’s teaching and career guidance.

REQUIRED:

1. In Figure 17, list all external resources for types of practitioner involvement may include serving as preceptors, adjunct and clinical faculty, guest speakers, and/or mentors. 

Information provided should indicate how each organization is utilized by the Program, in the last three years e.g. internship, guest lecturers.

Figure 17: Health Organizations Utilized By Program

	Name/address Organization
	Utilized For
	Preceptor and Position (If internship)
	Frequency of Utilization1
	# Students Involved2

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


1 - a = used each year; b = used within previous two years

2 - specify # of students; a = 50% to 100% of all students, b = 25% to 50% of all students, and c = less than 25% of all students

CRITERION IV.  FACULTY TEACHING, SCHOLARSHIP AND SERVICE TC "Criterion IV.  Faculty Teaching, Scholarship and Service" \f C \l "1" 
IV.A Qualifications and Responsibilities TC "IV.A
Qualifications and Responsibilities" \f C \l "2" 
IV.A.1 TC "IV.A.1" \f C \l "3" 
Program and University leadership will ensure that the complement, involvement and qualifications of Program faculty are sufficient to accomplish the mission of the Program.

1. Write a brief assessment of the Program's ability to meet its identified objectives in light of the current size and composition of its faculty. Describe the most significant faculty characteristics and any perceived deficits. Identify steps being taken or planned to make changes to the complement of faculty.  If a program has less than three participating faculty, demonstrate how this complement meets the stated objectives.
2. Prepare Figure 18 describing all current faculty in the academic unit within which the Program is located who have responsibility for teaching, advising and/or Program administration. Organize row entries by academic rank, and indicate if the faculty member has responsibility outside the Program.

3. Insure complete and current curriculum vitae for each faculty member listed in Figure 18 are available on the University website or submitted electronically.

4. Discuss faculty teaching responsibilities, including: (a) normal and minimal teaching loads (class hours/week); (b) how teaching assignments are allocated to the various faculty members; (c) procedures whereby a faculty member might be released from teaching obligations for research, community service or administration; and (d) policy regarding consulting and other activities outside the University.

Figure 18: Summary of Current Program Faculty
	Faculty Name

(last, first) 
	Highest degree

earned & year
	Date
appointed to

Program
	Qualified

 (a)/ (pr)


	Faculty

 (p)/(S)


	Program responsibility


	% Remuneration carried in budget
	Courses Taught in Self Study Year (# of credits)

	Example:
	
	
	
	
	
	
	

	Thomassen, Robert
	PHD  1986
	12/1994
	A
	P
	T=40%

Ad=50%

R=10%

S=0%
NP=0%
	100%
	HM 502 Management of Healthcare Organizations (3)

HM 509 Governance and Ethics in Healthcare (3)

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


IV.A.2 TC "IV.A.2" \f C \l "3" 
The Program will foster a diverse culture within the faculty and learning environment

1. Describe the Program’s efforts towards achieving diversity in its faculty composition and the extent to which guest lecturers and mentors help to achieve diversity in the learning environment. This should also explain the plan for recruiting activities, guest lectures, mentors, preceptors.
2. Prepare a faculty profile in Figure 19. 

IV.A.3 TC "IV.A.3" \f C \l "3" 
The Program faculty will have responsibility for: making recommendations regarding admission of students, specifying healthcare management education competencies, evaluating student performance and awarding degrees.

1. Describe procedures for admission decisions including the role of Program faculty.
2. Describe procedures for making recommendations for awarding degrees including the role of Program faculty.
3. Describe the role of Program faculty in designing the curriculum and specifying healthcare management content. 

4. Describe the process by which course content and curriculum structure is assessed by the faculty as a unit.
Figure 19: Faculty Profile

	
	Male
	Female

	
	# African American
	# Hispanic
	# Asian/ Pacific Islander
	# Other

Minorities
	# White
	# African American
	# Hispanic
	# Asian/ Pacific Islander
	# Other Minorities
	# White

	Participating Faculty
	
	
	
	
	
	
	
	
	
	

	Supporting

Faculty
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Column Total
	
	
	
	
	
	
	
	
	
	

	% of Total Faculty
	
	
	
	
	
	
	
	
	
	


IV.B. Faculty Recruitment, Development and Evaluation TC "IV.B.
Faculty Recruitment, Development and Evaluation" \f C \l "2" 
IV.B.1 TC "IV.B.1" \f C \l "3" 
Program faculty will participate in defining faculty needs and in recruiting faculty to teach in the Program in accordance with University policy. 

1. Describe the mechanism by which faculty appointments are made in the Program. Include the origin of recommendations to add faculty, recruitment processes, search procedures, membership on search committees and the system of processing and approving appointments. Indicate any differences in procedures for different types of appointment (e.g., tenure-track vs. non-tenure track).

IV.B.2 TC "IV.B.2" \f C \l "3" 
Faculty responsibilities are consistent with University policies and faculty evaluation is equitable and fair.

1. Reference the links on the University website to the appropriate policies for faculty responsibility and assess whether the responsibilities of the Program faculty are consistent.
2. Reference the links on the University website to the appropriate policies for faculty evaluation and assess whether the procedure for Program faculty evaluation is consistent with these policies.
3. Describe the relative priority (i.e., weight) of research activities vis-à-vis teaching, service, etc., in evaluation of faculty for tenure and promotion.

IV.C. Teaching TC "IV.C.
Teaching" \f C \l "2" 
IV.C.1 TC "IV.C.1" \f C \l "3" 
The program faculty will incorporate a range of teaching and assessment methods aligned with the Program’s defined competencies.

1. Describe the program’s approaches to teaching and assessment, and how these methods align with and develop the program’s selected competencies.

IV.C.2 TC "IV.C.2" \f C \l "3" 
The Program will ensure that there is a systematic plan for, and investment in, faculty career development in both teaching and scholarship.

1.  Describe the regular faculty development activities within your program.  Include a description of program-level resources available for faculty development.

2. Describe your program’s approach to providing and monitoring individual faculty development in teaching and scholarship.  Include a description of resources available to individuals for their development.

IV.D. Research and Scholarship TC "IV.D.
Research and Scholarship" \f C \l "2" 
IV.D.1 TC "IV.D.1" \f C \l "3" 
Faculty will demonstrate the development of new knowledge, the re-synthesis or re-conceptualization of existing knowledge and the creative application of theory to practice.

REQUIRED:

1. Provide in Figure 20, the amount of participating faculty research and scholarship activity.  Include in the matrix, the faculty member's name, followed in the same row with the number of grants awarded as principal investigator, grants awarded with other investigators holding the principal investigator position, contracts awarded in conjunction with Program goals and objectives, books and chapters published, monographs published, journal articles published in refereed journals, reviews of books, chapters, refereed journal articles, presentations of papers at national, regional, and professional/academic formal meetings/conferences, and invited lectures to audiences at national, regional, and professional/academic formal meetings/conferences. Amounts provided must be supported with appropriate entries in the participating faculty member's curriculum vitae.  Note: research and scholarly activities entered should be those that fit within Program goals and objectives.  
2. List by faculty member the titles of publications and academic presentations completed during the Self-Study year and the two prior academic years. Do not repeat articles where multiple faculty are involved, but list that article under first author and list all faculty names in bold type.

3. Describe collaborative research activities among Program faculty, other faculty and/or practitioners.

Figure 20: Listing and Description of Program Research and Scholarship Activity

 (Aggregate Summary for Self-Study Year and Prior Two Years)

	Participating

Program

Faculty
	Competitive Grants
	Contracts

awarded


	Publications
	Presentations

	
	Grants

Awarded 

As PI


	Grants 

awarded 

with other PI


	Grants 

as PI 

not funded


	
	Books

/chapters

Published
	Monographs 

published


	Journal

 articles 

published


	Reviews 

performed


	Paper 

presentations


	Invited lectures/ presentations
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IV.D.2 TC "IV.D.2" \f C \l "3" 
 Each participating faculty member will demonstrate a record of scholarship and/or professional achievement appropriate to the stage of their academic and professional career, their role and responsibilities associated with the Program, and the Program’s mission and goals.

1. Discuss the content and quantity of current scholarship and/or professional achievement activities of each faculty member and its relationship to their current stage of career, and their role and responsibilities in the Program.
2. Assess the relationship between research activities and the stated Program mission, goals and objectives. Make recommendations for change in the research program and indicate steps being taken or planned to implement them, if appropriate. 
IV.D. 3 TC "IV.D. 3" \f C \l "3" 
The faculty will demonstrate that they draw on their own current and relevant research and scholarship, as well as that of others, in their teaching activities.
REQUIRED:

1. Describe how faculty and other research and scholarship are included as case studies, projects, or other applications in courses where they should be reflected in course syllabi. 
IV.E Community and Professional Service TC "IV.E
Community and Professional Service" \f C \l "2" 
IV.E.1 TC "IV.E.1" \f C \l "3" 
Faculty will participate in health-related community and professional activities outside of the university.

1. Describe the policies and procedures of the Program and the University regarding faculty participation in community service activities. Demonstrate consistency between faculty community service activities and program goals. 
2. Using Figure 21, describe current community service projects (funded/unfunded, sponsored) currently being carried out or completed in the Self-Study year by faculty members, or in which the Program is substantially involved. Organize projects alphabetically by name of responsible faculty.

IV.E. 2 TC "IV.E. 2" \f C \l "3"    
Faculty will draw upon their community and professional service activities in their teaching.

REQUIRED:

1. Describe how community service activities of faculty members are included as case studies, projects, or other applications in courses where they should be reflected in course syllabi.

Figure 21: Description of Faculty Community Service and Continuing Education Activities

 (For Self-Study year only)

	Faculty 
	Community Service Activities
	Professional Affiliations / Continuing Education

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


VOLUME II

 TC "Volume II Cover Page" \f C \l "1" Course-Related Material and

Other Program Documents
 TC "Volume II Instructions" \f C \l "2" INSTRUCTIONS

Volume II - Course-Related Materials and Other Program Documents

The table of contents for Volume II is a list of courses in numerical order, indicating the initial page location of each course syllabus cover sheet in the volume. The standard one-page course syllabus cover sheet (found in this guide) precedes each course syllabus. The cover sheet includes enrollment data, sequencing information, and a summary of key concepts. Syllabi for all required courses and for elective courses frequently taken by program students should be included (even if offered in another administrative unit of the University). During the campus visit, the program should be prepared to provide the site visit team with papers, examinations and evaluations corresponding to each course in a format that is easily accessible.

Alumni association documents and program evaluation instruments should also be included in Volume II. 
INDIVIDUAL SYLLABI

TABLE OF CONTENTS
A.  Individual Syllabi

Course Number and Name
Page

Course Number and Name
1

Course Number and Name


Course Number and Name


Course Number and Name


Course Number and Name


B. Alumni Documents

C. Program Evaluation Instruments

NOTE: 
This page is required in front of each syllabus.
Individual Syllabus Cover Sheet
	Syllabus has:

(Checklist)


	

	
	Behavioral objectives 

	
	Session by Session Topics with Reading Assignments

	
	Competencies 

	
	Performance Expectations

	
	Course Requirements



Course # _________ Title_______________________________________________________

Taught in Self-Study Year By_________________________________________________

Normally offered___________[i.e., fall, winter, spring, summer]
Required (Core) :  or Elected: ___________        Required since __________ (indicate date)


Prerequisites ________________________________________________________________

Position in typical course sequence____________    [e.g., 2nd semester] 

Enrollment for 3 most recent offerings (indicate number of students and year):
	Year


	#Program Students
	# Non-Program Students
	Total

	
	
	
	

	
	
	
	

	
	
	
	


	COURSE OBJECTIVE


	Program COMPETENCY
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	(repeat as appropriate)
	






































� On a 4-point scale





� List faculty members in alphabetical order and indicate, with superscript whether: 1= tenured, 2 = promoted in academic rank during SS year, 3 = holds joint appointment


� Use A to indicate Academically Qualified and PR to indicate Professionally Qualified


� Use P to indicate Participating Faculty and S to indicate Supporting Faculty


� Specify percentage of teaching (T), research (R), Community Service (S) and Administration (Ad) devoted to accredited program, (NP) to specify all other non program activity
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