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Substantive Change Pre-Approval Site Visit Report 

Guide and Template
PURPOSE OF THE VISIT

The site visit is designed to verify information set forth in the institution’s proposal, explore areas identified by the panel in the initial conference call between the team and the institutional representatives, and evaluate whether the proposed change should be granted Interim Approval by the panel and forwarded to the Structural Change Committee for the next stage of review.  

The visit typically lasts one day. The team will determine what meetings and other activities need to be conducted on the visit in order to meet the purposes for the visit set forth above.  Visit activities vary according to the kind of visit being conducted.  See the Guidelines for examples.  The team coordinates the agenda with the Accreditation Liaison Officer of the institution in advance of the visit. Please note: The WSCUC Staff Liaison for this institution will not be present on the visit.

VISIT REPORT

At the end of the visit, we ask that you send us a brief team report using the report template. The team report is due in the WSCUC office within two weeks of the visit. Upon receipt, the report is reviewed by the WSCUC staff liaison and then to the institution for corrections of errors of fact, which are approved by the team at its discretion. Once finalized, the report is sent back to the WSCUC staff and is sent to the original panel that forwarded the matter for a visit.  This panel will act to grant Interim Approval or to not accept the proposal.  If granted, the proposal is then reviewed by a panel of the Structural Change Committee.

Please refer to the following guidelines for writing the site visit report. A template for the report follows.
Drafting the Body of the Report

Using the Standards of Accreditation and Core Commitments 

The Standards of Accreditation provide the warrant and framework for the team’s review and Commission action. The Standards are not intended to be applied mechanically but provide the basis for the review.

Citing the CFRs
Identify, where appropriate, the Standards and CFRs that apply to the issue the team is addressing, e.g., cite CFR 1.3 in discussing academic freedom.  The team’s recommendations need to be tied to one or more CFRs.

Presenting Issues, Analyzing Evidence and Formulating Conclusions

Include the following elements for each issue identified by the team:

· State the issue. 

· Describe the evidence that the team reviewed in evaluating this matter.

· Analyze the evidence, i.e., what does the evidence show about this issue? What did the institution conclude from this evidence?

· State the team’s conclusions and recommendations, based on the analysis of the evidence.

Please review and use the Editorial Style Guide for WASC Reports http://www.wascsenior.org/files/style_guide_for_writing_wasc_reports.pdf
In particular:

· Avoid using the names of personnel.
· Use formal language tone (avoid “we/us” and “they/them”).
· Consider multiple audiences for the report: institution, Commission, and next team.
· Avoid prescribing solutions to challenges that you see.
Report Outline and Guidelines

SECTION I. Overview and Context

(approximately two pages)
A. Description of the Institution and the Proposed Change 

· Provide background information on the mission and nature of the institution, including brief history, location(s), size, levels and kinds of degrees awarded.

· Provide brief information on the institution’s recent accreditation history, leading up to this visit.

· Describe the change that is the subject of this visit, including the nature of the change and the impact on the institution if approved.  

B. Description of the Team’s Review Process

· Briefly describe how the team conducted the review, with general information about the nature of the pre-visit activities and the activities that comprised the visit. The team need not append a schedule.

SECTION II.  Evaluation of the Proposed Change 

(two to five pages) 

This section of the team report is organized by issue or topic, as set forth by the Substantive Change panel in its letter forwarding the matter for a site visit. Use a separate heading and subsection for each major issue identified in the letter. Identify each issue followed by:
· A statement of the evidence reviewed by the team on this issue.

· Analysis of the effectiveness of institutional plans to address this issue.   

· Findings and conclusions about this issue and the extent to which the change affects the institution’s compliance with WSCUC Standards.  

If any changes have occurred or issues have arisen that affect the institution’s functioning under the WSCUC Standards, whether or not related to the proposal, the team is expected to report on such matters in this section. 

C. Issue:  [heading]

D. Issue:  [heading]

E. Issue:  [heading]

F. Other Issues Arising on the Visit [if any]

SECTION III. Commendations, Recommendations, and Conclusion

(one page)

This section of the report sets forth the team’s commendations, recommendations and conclusion. 
· For commendations: please describe what the institution has done well, but don’t overdo it. There need not be an equal number of commendations and recommendations. 

· For recommendations: identify three to six recommendations on the areas reviewed during this visit, and on any new areas of concern that may have emerged during the visit. All recommendations must be supported by evidence and analysis that is provided in Section II of the report. Recommendations contained in this section address significant, broad and overarching areas that require the institution’s attention and development. Other suggestions and observations that do not rise to the level of recommendations may be made in the body of the report, but are not included in this section. Each recommendation must cite one or more relevant CFRs. 

· For the conclusion: Provide a clear statement about whether or not the team recommends the proposed change be approved by the Commission.

APPENDICES [if any]

[Template]
Structural Change Site Visit Report
[Name of Institution]
[Type of Change]

[Date of Visit]
Team Roster

[Name, Affiliation, Institution]
[Name, Affiliation, Institution]

	The team conducted its review and evaluated the institution under the 2013 Standards of Accreditation and prepared this report containing its collective evaluation for consideration and action by the institution and by the WASC Senior College and University Commission (WSCUC). Formal action is taken by the Commission and is described in a letter from the Commission to the institution.  This report and the Commission letter are made available to the public by publication on the WSCUC website.
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