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Online
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of Health Education Schools









Strengthen overall knowledge and understanding
of ABHES and the accreditation process
Understand the role and responsibilities of
effective evaluators
Assess compliance with ABHES standards in an
impartial manner
Complete visitation reports with clear
explanations to support findings using the SER,
standards, and method of assessment
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ABHES is a non-profit national accrediting agency
recognized by the U.S. Department of Education
since 1968.
ABHES accredits institutions offering
predominantly health education programs through
the bachelor’s degree level and is recognized to
programmatically accredit medical assisting,
medical laboratory technology, and surgical
technology programs within accredited institutions.
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To enhance the quality of education and training and
promote institutional and programmatic
accountability through systematic and consistent
program evaluation.
The key to ABHES’ mission is to assure the quality of
the programs it accredits and assist in the
improvement of the programs. This quality
determination is accomplished by rigorous and
systematic evaluation based on valid standards.
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Steps institutions and programs take to
become accredited:
 Application
 Accreditation Workshop
 Preliminary Visit (initial institutional applicants
only)
 Submission of Self-Evaluation Report (SER)
 On-Site Team Visit
 Institutional Response
 Preliminary Review Committee Review
 Commission Review and Action
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Visitation Travel Cycles (approximate)
 First Cycle: February - May
 Second Cycle: August - November
Preliminary Review Committee
 June
 December
Commission Meetings
 July
 January
6
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Peer Review Process


Essential to accreditation process and continual
quality enhancement



Objective evaluation of quality (assurance)



Volunteers



Subject Matter Experts
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Evaluators are the eyes and ears of the ABHES
Commission.

Evaluators are volunteer representatives of
ABHES and the accreditation process
Evaluators’ actions and abilities in this role are
reflective of ABHES

Therefore, ABHES is committed to ensuring each
evaluator has the necessary background and
experience and is thoroughly trained to carry out
this important function.
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Administrative Team Leader






Two years of related education or administrative
experience

Knowledge of and ability to review: student refunds,
clock/credit hour conversions and allocation,
satisfactory academic progress, and general
compliance with federal regulations required to be
evaluated by accrediting agencies
Suggested previous service on site visits with
ABHES or other recognized accrediting agencies
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Program Specialist


At least two years of related experience



Appropriate educational background



Credentialing in the field, as applicable





Evidence of teaching or development of curriculum
or service as a practitioner
Evidence of currency in the field through active
participation in the profession
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Baccalaureate Degree Reviewer




Master’s or earned doctorate degree from a program
accredited by recognized agency (U.S. Dept. of Ed. or CHEA)
Five years of instructional experience
(including student evaluation; academic advising; educational methods; or supervision
of academic personnel, specific to the bachelor’s degree level, at a post-secondary
institution)



Experience in the review, evaluation, and assessment of
postsecondary programs
(including curriculum; educational resources (electronic and hard copy); faculty
administration and oversight; student services; and all aspects of the educational
program(s) specific to the bachelor’s degree level)



Aptitude and skill-set commensurate with the bachelor’s
degree credential level
12

Evaluators are required to:




Submit completed evaluator packets containing signed
expertise and disclosure/conflict of interest forms, along
with their resumes to evaluator@abhes.org
Participate in ABHES’ evaluator training workshops or
online training, http://www.abhes.org/content/show/123

Training, specific to the subject matter, is required for:
 Distance Education Specialists
 Surgical Technology Specialists
 Team Leaders
 Baccalaureate Reviewers
http://www.abhes.org/evaluatorrequirements
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Positive Attitude
Cooperative
Hard Working
Strong
Communication
Skills
Objective & Fair
Ethical
Organized







Subject Matter
Expertise
Commitment to
Accreditation
Process & Quality
Allied Health
Education
Knowledge of
ABHES Standards
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Do not recruit competent employees, solicit a
position/consulting contract, or create dissension
(including post-visitation).
Do not give your business card to any school
employee or accept his or her card.
Do not accept gifts. Avoid even the perception of
quid pro quo.
Ensure financial integrity. Be honest and
considerate, not excessive, with expenses.
15









Conduct an objective review of the program and
its compliance to ABHES standards.
Do not compare and contrast institutional
practices with practices at your institution or
personal preferences
Exhibit professionalism during interactions with
faculty, staff and students. Your friendly touch or
joke could be misinterpreted.

Maintain confidences regarding students’ grades
or personal information in student or faculty files
unrelated to the evaluation. Do not speak with
anyone outside of the team regarding potential areas
of noncompliance.
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Reminder:
The evaluator’s role is that of a peer reviewer, not
to make decisions regarding accreditation. Only
the Commission may take such action.
Evaluators report their written findings regarding
compliance, as a team, but do not advise or make
written recommendations to the institution.
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Once all evaluator requirements have been met, evaluators
are added to the database of qualified and trained reviewers.
Evaluators are typically not used more than four times a year;
and, the number of visits per specialty area depends upon the
programs offered by the institutions visited during the travel
cycle. Lack of need in a specialty area may result in no
confirmed visits.
When you are called upon to serve:




Respond in a timely manner. If you cannot serve or are
interested but need a day or two to check with your
employer, let staff members know right away.
Commit to a visit only if you know you can serve and
complete the entire visit.
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Staff will email two visit confirmation letters to the team -one directed to the school’s attention and one directed to the
team. READ BOTH carefully. Letters contain:










Date of visit with arrival and departure times (may not
leave before stated times, if there is an issue, alert staff to
determine best solution)
School information
Team contact information (alert staff immediately if your
information is incorrect or outdated)
Links to reports and other important documents
Hotel confirmation, secured by staff
Pre-visit meeting time (generally at
breakfast on the first day of the visit)
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Team members:
 Secure their own transportation once staff indicates the
team may do so. Air fares exceeding $600 must be
preauthorized by staff (see expense guidelines for
reimbursable/non-reimbursable expenses,
http://www.abhes.org/evalformsandreports ).




Review SER and Updated Information Sheet, make notes
on a draft copy of report, and identify concerns and/or
questions. (Detailed report writing tips to follow.)
Ask staff and team leader to pair with a more seasoned
evaluator on the visit, if serving for the first time
20

Team members function as a cohesive
unit to accomplish a common mission.
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Must prepare for the visit -- review all visit materials
in advance and take notes on areas of possible
compliance and non-compliance for each report
question
Manage time on site to interview appropriate, faculty,
staff and students; and, visit clinical or externship site,
as applicable
Share concerns with team leader and staff as
questions arise

Complete the appropriate program report on site
using information reviewed in the SER and Updated
Information Sheet; verified on-site during the visit

 Maintain professionalism
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The Administrative Team Leader:
 Provides guidance, instruction, direction and leadership.
 Completes the Administrative Report and oversees the
Program Specialists’ reports.
 Monitors both the qualitative and quantitative results that
are to be achieved.
 Works with the staff member to bring any questions or
concerns to the school representative to clarify or address.
 Leads pre-visit meeting with team; introductory
meeting and exit briefing with school reps.
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The staff member:










Coordinates with the institution and team members
before, during and after the visit
Provides technical guidance in understanding and
applying the standards
Assists team with report writing, file reviews,
institution’s compliance with accreditation standards
and any other tasks as needed

Works with the team leader to bring any questions or
concerns to the school representative to clarify or
address
Finalizes and sends reports to the institution
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Full Team Visit (Typically 2 days)
Institutional or Programmatic; Initial or Recycle
 Administrative Team Leader
 Program Specialist for each program
 ABHES Staff Member
Evaluators may be asked to serve on unannounced,
focused, non-allied health, or substantive change
visits, which are typically 1 day.
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Full Team Visit ~Day 1





Brief tour of facility
Introductory meeting with institution/program
staff
Review meeting room materials; if additional
materials are needed, request as soon as possible



Interviews, classroom observations, surveys



Review faculty/student files, curriculum, etc.
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Full Team Visit ~Day 1 (cont.)


Working lunch, team update, plan rest of day



Externship visits



Confirmation calls to externship sites





Confirmation calls to employers to verify
placement rates
Visit evening classes and conduct interviews,
surveys
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Full Team Visit ~ Day 2







Tally student surveys
Completion of all reviews and report writing
Preparation and discussion of findings with team;
read through completed report
Provide a digital copy of competed report to staff
member
Exit briefing with institution/program
The evaluator’s role ends on the visit!
No additional contact should be made. If the
institution contacts you, regardless of reason,
inform ABHES immediately.
28



Air & Ground Transportation



Hotel Expenses



Meals



Honorarium





Submit the Evaluator Expense form
with original receipts to the ABHES
office within 30 days
Review the guidelines regarding
non-reimbursable expenses on the Evaluator
Expense form http://www.abhes.org/evalformsandreports
29

http://www.abhes.org/accreditationmanual
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It is crucial that evaluators familiarize themselves with the
accreditation standards contained in their respective reports. Below
is a listing of the Manual’s chapters and appendixes, noting which
reports cover part or all of the chapter. Refer to your report for
specific standards and the glossary for pertinent definitions.
Chapter I

General Information and Policies

Chapter II

Institutional & Programmatic Eligibility
(Team Leader’s report)

Chapter III

General Procedures

Chapter IV

Standards Institutions Must Meet
(Team Leader’s report, institutional
visits only)
31

Chapter V

Standards ALL Programs Must Meet
(Program Specialist’s Report and
Team Leader’s reports)

Chapter VI

Standards for Degree Programs
Occupational & Applied Science Degrees
Academic Associate Degrees
Baccalaureate Degrees
(Team Leader’s and Program
Specialist’s reports, if program
offers degrees)
32

Chapter VII

Programmatic Standards for:
Medical Assistant
Medical Laboratory Technology
Surgical Technology
(Institutional or Programmatic;
Program Specialists reviewing above
programs, use specialized reports)

Chapter VIII

Program Specific Standards
Dental Assisting I & II
Diagnostic Medical Sonography
Pharmacy Technician
Radiologic Technology/Radiography
(Program Specialists reviewing above
programs, use specialized reports)
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Appendix A

Appendix I

Enrollment of Ability-to-Benefit Students
(Team Leader’s report, institutional only)
Standards of Satisfactory Academic Progress
(Team Leader’s report, institutional only)
Catalogs
(Team Leader’s report, institutional only)
Enrollment Agreement
(Team Leader’s report, institutional only)
Records Maintenance
(Sect. A, Team Leader’s report; Sect. B –
Program Specialist’s report)
Course Syllabi Requirements
(Program Specialist’s report)
Distance Education
(Distance Education Specialist’s report)
Vocational English as a Second Language
(Team Leader’s report)
Fees

Appendix J

Bylaws

Appendix B
Appendix C
Appendix D

Appendix E
Appendix F
Appendix G
Appendix H
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Exceeds Standard – Rare. Signifies an extraordinary practice,
one beyond what is required or typical in the field. A detailed
explanation and examples must be provided to demonstrate how
the institution has exceeded the requirement.
Meets Standard – Provide a description of the evidence and
method of assessment used to determine compliance.
Violates Standard – Detailed information must be provided for
deficient area(s) cited, so the institution may respond
appropriately (i.e. list names of faculty members without evidence
of professional development).
Not Applicable (NA) – Not common, check with staff and team
leader before marking (i.e. if a school did not use any advertising
or promotional materials, NA may be marked IV.E.2.a. ).
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Preparation begins at home, so you may hit
the ground running. Start by downloading
or printing a copy of the report you will use,
and review the posted the instructions.
Reports are found under the Evaluator tab on
ABHES’ website, along with a list of evaluator
resources.
http://www.abhes.org/evalformsandreports
36

Review & Report Writing Guidelines
Report templates are
organized by
Institutional Reports
and Programmatic
Reports. Download
your visitation report
onto your laptop. If you
are unsure of which
report to use, or are
doing a specialized visit,
contact ABHES staff for
clarification.
Don’t forget to read the
posted instructions.
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Next, download or print the Method of Assessment
Evaluator Guide located underneath the evaluator
reports. This spread sheet will provide ideas of HOW to
verify compliance with the listed standard.
http://www.abhes.org/assets/uploads/files/Method_of_Assessment_Evaluat
or_Guide_Fall_2013.pdf
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Your report will list the standard that you need to verify
and often more specific explanation or guidance on the
standard’s meaning. For example V.E.1.a. is the standard
and the guidance is in gray below.

The questions or standards in the report, correlate to the
information in the SER. Walk through the example on the
next slide…
39

1.

Find standard V.E.1.a. on your Program Specialist's report.
Once you have an institution or program’s Self-Evaluation
Report (SER), you can turn to Standard V.E.1.a. (for now,
refer to the blank SER posted at
http://www.abhes.org/selfevaluationreport).

2.

Write or type on your draft report, under V.E.1.a., who is
managing the program and what his/her qualifications are.
Double-check the Updated Information sheet to see if this
has changed. Now you know with whom to speak on site.

3.

The Method of Assessment document notes that you may
find evidence to verify this person’s qualifications in the
program directors’ file. It also reminds you that this role
may be filled by more than one person.
40

4.

Review the program manager’s ABHES Faculty
Data Sheet included with the SER for more
information and make detailed notes on your
report.

5.

Once on-site, you will be able to speak with
this individual on behalf of the team and
review his/her faculty files.

41

In the factitious example (next slide), the evaluator found
through reviewing standard V.E.1.a. in the SER that Ms. Smith
was the Program Director responsible for the management of
the MA program. The evaluator interviewed Ms. Smith and
reviewed her faculty file to verify her credentials.
The evaluator’s role is to confirm and verify the
information listed in the SER and to report what
is taking place on site at the time of the visit.

42

Remember to place an X in the box to denote compliance
rating. In this example, that is “Meets Standard.”
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Complete entire visitation report. Do not leave any
boxes or questions blank.
Double-check the name of the program, hours, weeks,
credits, method of delivery, and credential awarded.
If the program is offered as a blended program AND a
fully on-ground program, record both under Method
of Delivery.
Write in complete sentences.

Each standard must have a brief, yet complete
description of HOW the standard was met and HOW
the compliance rating was determined (i.e. how
compliance was evidenced/verified ).
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Provide details under each standard; for example,
repeat names and titles throughout report.
If program includes distance education and the
distance ed. specialist cited a violation in that
program’s delivery, V.C.2.a. should be noted as a
violation in the Program Specialist's report as well.
If the program includes an Associate Degree
program, clarify if it is an occupational/applied or
academic degree, then complete the appropriate
section of the report.
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Team Leader:
 Student Files: Active,
Grads, Withdrawal,
Terminations (Appendix E)
 Financial Aid
 PEP
 Placement, Retention
Certification/Licensure
Exam Outcomes
 Advertising, Catalog
 Enrollment agreement
 Advisory Board Minutes
 Other materials as needed

Program Specialist:
 Faculty Files, Appendix E
 Curriculum / Syllabus
(Appendix F)
 Faculty & Staff Meeting
Minutes
 Advisory Board Minutes
 Externship Agreements &
Site approvals
 Other materials as needed
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Curriculum ~ A program of courses fulfilling the
requirements for a certificate, diploma, or degree in a
particular field of study.

ABHES’ curricula requirements are outlined in the
Accreditation Manual:
Chapter V. Section B
Chapter VI. Sections A.4., B.6., C.6.
Chapter VII. Section A.
Chapter VIII. Section A.
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Confirm that the curriculum:
 Meets the requirements of field (industry current)
 Incorporates objectives that are consistent with
mission
 Contains components listed on syllabi
 Contains the same course descriptions, program
objectives as detailed in the catalog
 Incorporates daily lesson plans that match the syllabi

Are individual syllabi provided to students prior
to beginning a new course; and, do the syllabi
meet the requirements of Appendix F ?
48

Team Leader:






President/Campus Director
Admissions
Financial Aid/Student Accounts
Placement Director
Academic Dean/Director of Education

Program Specialist:









Program Director
Academic Dean/Director of Education
Faculty
Externship/Placement Director
Students
Librarian
OSHA Coordinator
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Sample Questions












How frequently do you review and revise the class/program?
Describe the process.
Do you think that adequate equipment is available for
instructional purposes and for student use? Are supplies
readily available?
How are students’ skill competencies assessed and graded,
both in the classroom and on externship?
Are incoming students prepared for the requirements of the
program?
How often do faculty and staff meet and what is discussed?
Is the advisory board helpful and available for assistance?

Note: Pose the questions, but do not influence the answer. Let the faculty
member form his/her own response.
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Sample Questions









How did you hear about the school?
Was any pressure put on you to enroll? Describe the admissions
process.
Are instructors helpful? Do they provide extra help/advising upon
request?
Do the instructors and administration take an interest in you as a
student and in your suggestions? Have you take a student survey?
If you have already started an externship, were you well prepared?

Have students complete Student Satisfaction Survey (note that it is
anonymous). Let them know they can contact ABHES with any questions
regarding the process.
Note: Students are often nervous or confused about the presence of an on-site accreditation
team. Introduce yourself and explain that the school is seeking accreditation (or reaccreditation). If this is a programmatic visit, be sure to emphasize that the institution is
already accredited, but this is an additional accreditation specific to their program of
study, which will enable students to sit for credentialing exams.
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As noted at the beginning of this training, the key to ABHES’
mission is to assure the quality of the programs it accredits and
assist in the improvement of the programs.
Visits are a time to encourage success and continued
development of institutions and programs. While the “quality
determination is accomplished by rigorous and systematic
evaluation,” ABHES does not condone an antagonistic, “gotcha”
environment.
Teams are to conduct visits in a professional, cordial manner
with the well-being of the student and quality of the program,
as based upon compliance with the standards, as the foci.
Be deliberate and courteous in your communications, setting a
positive tone. Be mindful of tone of voice, nonverbal cues,
timing and setting of the conversation
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Thank you for your willingness to share
your expertise and serve as an ABHES
evaluator.
You’re almost there …
1. Participate in a training Webinar. You will be notified with the
login info., date and time for the next available Webinar.
2. Complete and return report writing exercises
3. OR participate in an in-person training workshop
Please note: Subject-specific training is required for Distance Education and Surgical
Technology Specialists, Administrative Team Leaders, and Baccalaureate Reviewers. You will
be notified of the next available sessions or provided with materials.

The Accrediting Bureau of
Health Education Schools
www.abhes.org
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