CONSIDERATIONS FOR THE DRAFT ON-SITE SCHEDULE

Note: This schedule is only a sample to facilitate planning for an accreditation site visit. Programs must
provide a draft schedule to the team chair at least 30 days in advance of the site visit. Team chairpersons,
in consultation with the program director, may modify the schedule as institutional, faculty, and on-site
team member needs dictate.

e The schedule may be adjusted for the degree level of the program and or if it is an initial vs
reaccreditation visit.

e The optimum number of individuals available for interview by the on-site team for each meeting 40%
of the student population and 10 or more for meetings with fieldwork educators and employers. If the
number falls below these numbers, there is potential the site visit will be rescheduled.

e The program must provide a digital and hard copy of the list of participants (in a Word document) who
will be interviewed during the on-site visit. The Participant List template is located on the ACOTE
website under the On-Site Visit section. Full names, credentials, and titles must be provided, and the
fieldwork educators must include the facility in which they work.

SAMPLE SCHEDULE
DAY 1
7:30 - 8:00 a.m. Team arrives: Sets up IT/Wi-Fi, receives general orientation from Program
Director. IT personnel should be available to assist as needed.
8:00 - 8:30 a.m. Team meets with Program Director
8:30-10:00 a.m. Team meetswith program director and faculty: Overview of mission, philosophy,

strategic plan, curriculum design, and program evaluation system of the
occupational therapy/therapy assistant program.

10:00-10:15 a.m. Break

10:15-12:00 p.m. | Team meets with faculty following the order in which courses are taught in the
curriculum, allowing them to experience the content and progression just as
students do throughout the program.

12:00 - 1:00 p.m. Team alone for lunch.

1:00 - 2:30 p.m. Team reviews student records and examples of student assessments and
performance®, including class assignments, examinations, fieldwork data,
graduate and employer survey data, and certification examination results.
Program director should have available student outcome data, program materials,
meeting minutes, curricular files, selection and retention information, rights and
appeals mechanisms, institutional safety policies, etc. *To comply with HIPAA
regulations, the program director must ensure that no identifiable information is
included in student files.

2:30- 3:15 p.m. Team meets with the academic fieldwork coordinator.

3:15-4:00 p.m. Team meet with capstone coordinator or faculty with oversight of the
baccalaureate project (OTD or OTA-B programs).

4:00 - 4:15 p.m. Break / Manage IT as needed for attendees joining remotely.
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4:15-5:00 p.m.

Team meets with recent graduates, capstone, and/or Level Il fieldwork students.
(a minimum of 40% of a cohort size)

5:00 - 5:45 p.m. Team meets with fieldwork educators, capstone content experts, and employers
of program graduates (a minimum of 10 total participants who represent the full
range of student experiences).

5:45-6:00 p.m. Team meets with the program director.

DAY 2

8:30 - 9:00 a.m. Team meets with program director.

9:00 - 9:30 a.m. Team meets with college/university president and/or designated administrative
official, (e.g., vice president for academic affairs, dean of medical school). Build
travel time in the schedule if the meeting location is at a distance.

9:30 - 10:00 a.m. Team meets with administrator to whom the program director is directly

responsible (e.g., dean of the school of health).

10:00 - 10:15 a.m.

Break

10:15-11:00 a.m.

Team meets with year 1 students (a minimum of 40% of the typical cohort size).

11:00 - 11:45 a.m.

Team meets with year 2 students (if applicable; a minimum of 40% of the typical
cohort size).

11:45-12:45 p.m.

Team alone for lunch. Team chairperson may request additional interviews and
documents as needed.

12:45-1:30 p.m. Team tours teaching/learning areas, laboratories, faculty offices, advising
spaces, student support services, and other areas upon request.

1:30 - 4:30 p.m. Team meets with additional interviewees as requested and reviews information.

4:30 - 5:00 p.m. Team meets with program director.

DAY 3

8:30- 9:00 a.m. Team meets with the program director to review the ROSE.

9:00 - 9:45 a.m. Team meets with program director and faculty for discussion of feedback and
potential program enhancements and to answer program questions. Participants
invited at the discretion of the program director.

9:45-10:00 a.m. Break. Ensure IT is set up as needed for attendees joining remotely.

10:00 a.m. Team presents final report to the president (or designated representative), dean,

program director, and faculty. Students and others may attend at the invitation of
the program director.
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