GUIDELINES FOR COMPLETION OF PROGRAM SELF STUDY REPORTS

important notes

The following documents should be provided as ONE hard copy and also in an electronic format using a USB. This information must be submitted to the NCAAA at least four months prior to the date of the review.  

PROGRAM SELF STUDY 

The Program Self-Study Report (SSR) should be on A4 paper, unbound, printed on one side, page numbered, and with a table of contents for reference. A list of acronyms used in the report should be included as an attachment. 

ATTACHMENTS – IMPORTANT NOTES

 Where evidence is provided for each section of the SSR, such as attachments, it is recommended that these documents be contained in the NCAAA portal and hyperlinked to the relevant section in the document.   

Ensure that the attachments provided are relevant and related to the SSR.  

Use a short descriptive file names to identify the contents of each attachment.  For example:

· 4.1 _ Curriculum Viteas

· 4.2 _ Program Specifications 

· 5.0 _ Course specifications

 If this information is not labeled correctly the files will be returned for amendment. 
Photos and excessive numbers of files are NOT encouraged. These types of documents can be shown when the review team arrives at the institution. 

It is important that the following documents are submitted as a minimum with the SSR.
(i) Completed Self-Evaluation Scales programs. The completed scales should include star ratings, independent comments, and indications of priorities for improvement as requested in the document, and should be accompanied by a description of the processes used in investigating and making evaluations.

(ii) Program Specifications 

(iii) Annual Program Report – provide two reports for the last two years

(iv) A brief summary of the outcomes of previous accreditation processes or Mach Review (if any) including program accreditations and any special issues or recommendations emerging from them.

(v) A copy of the program description from the bulletin or handbook, including descriptions of courses, program requirements and regulations.

(vi) Three samples of Course Specifications for each level; three for each year or twelve altogether.

DURING THE REVIEW 

The following documents should be available for the review panel during the visit.  Members of the panel may ask for some of it to be sent to them in advance.

(vii) All Course Specifications, Field Experience Specifications, Annual Course Reports and Annual Program Reports.

(viii) Faculty handbook or similar document with information about faculty and staffing policies, professional development policies and procedures and related information.

(ix) CVs for faculty and staff teaching in the program and a listing of courses for which they are responsible.  This information should include the highest qualification (and if appropriate other qualifications and experience relevant to their teaching responsibilities).

(x) Copies of survey responses from students and other sources of information about quality such as employers, other faculty, etc.

(xi) Statistical data summarizing responses to these surveys for several years to indicate trends in evaluations.

(xii) Statistical data on employment of graduates from the program.

(xiii) Representative samples of student work and assessments of that work.

If the program is one that is offered by a private institution and that has provisional accreditation a supplementary report should be attached listing requirements of the Ministry or other organization to which it is responsible for special accreditation, and providing details of the extent to which those requirements have been met. 

