
Credible education through accreditation

Preparing Your Progress 
Report or Response to the Site 

Visit Findings Letter
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Before we get started
§ Ask Questions using the Q&A Button

1. Open the Q&A window.
2. Type your question into the 

Q&A box. Click Send.
3. The host will reply back 

either via text in the 
Q&A window or will answer your question live.

§ Presentation is recorded and will be available on 
www.coaemsp.org > News & Events > Webinars

http://www.coaemsp.org/
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The voices you are hearing…

Jennifer
Anderson Warwick, MA
Accreditation 
Consultant

Lisa Collard, AS
Accreditation 
Services Specialist

Facilitators Moderator
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Challenges in submitting a
response to a Findings Letter or 

Progress Report?
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Challenges

Excel Format
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Background

§ Evolving process
§ Goal: review evidence to verify that 

Program meets the Standard
§ Requests for information based on 

the relevant Standard
§ Forms/tools developed to provide 

guidance
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Process

Review 
correspondence 
carefully and refer to 
the Standard
involved and the 
Interpretation
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Process

Review and discuss 
with faculty and 
Medical Director

§ Arrive at agreement 
on understanding of 
the issues

§ Discuss response
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Process

§ Determine what information will answer 
the citation: Findings Letter or Progress 
Report
§ What documentation is requested?
§ Do I understand the request?
§ Gather the documentation
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Process
Start early:

do not procrastinate
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Process

Less is more!
§ Only provide 

requested 
documentation 
that answers the 
issue

§ Summary means 
summary
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Formatting

Progress Report 

600XXX ABC College Response 
2019.06.01.xlsx
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Format
Step-by-Step Instructions
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New Format

§ Excel document
§ 600XXX ABC College Response 

2019.06.01.xlsx

§ Evidence examples
§ Standard Citation 01.pdf
§ Standard Citation 02.pdf
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Process
§ If narrative is requested, respond 

concisely: no fluff or elaboration
§ Excessive documentation: 

info requested can get lost/overlooked
§ Bullet listing can add clarity
§ Review for grammar and spelling
§ Ask others to review, provide feedback on 

whether response is clear and answers 
issues
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Formatting

§ Scans must be legible, clear and in correct order 
(not upside down or crooked)

§ If color-coded documents are used, color scanning 
is preferable 

§ For policies:
§ Do not submit an entire college catalog, clinical 

or field manual, student handbook
§ Scan and highlight the relevant language with 

catalog cover and index or use screen shots
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Formatting

§ Avoid duplicating inclusions: 
§ Use screen shots, not links or PDFs that 

will not open for the reviewers 
§ Remember you are submitting a PDF
§ Response documents will be returned if 

directions are not followed resulting in 
delays in approval or an adverse action 
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Note!

§ What happens to the documents I 
submit?  Does format matter?
§ Review by staff 
§ Assigned to a Review Team of 7 

members plus staff
§ Sent to entire Board for review 
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Common Requests
Summary tracking data

§ Sample: Resource Library > Evaluation 
Instruments/Program Resources
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Common Requests

§ Graduate report/graduation requirements
§ Appendix G

§ Student Minimum Competency Matrix
§ Documentation of Medical Director 

involvement: 
§ Medical Director Responsibilities Form
§ Terminal Competency Form
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Common Requests

§ Program Director responsibility
§ Program Director Responsibilities Form 

§ Verification of preceptor training
§ Appendix F – Field Internship Institutional Data 

Form
§ Capstone field internship preceptors

§ Appendix F – Field Internship Institutional Data 
Form
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Common Requests

§ Documentation of exam validity
§ High Stakes Exam Analysis Form
§ Frequency of High Stakes Exam Form

§ Course sequencing
§ Appendix D – Program Course Requirements 

Table



Credible education through accreditation

Common Requests

§ Advisory Committee minutes 
§ Advisory Committee Meeting Minutes Form

§ Evaluation of clinical sites by students
§ Student evaluation of preceptor
§ Student records
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Don’ts

Do not include 
documentation that 
was already 
reviewed at the site 
visit
§ No late submissions
§ Don’t be defensive 

or acerbic
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Follow-up: from CoAEMSP

Progress Reports

Annual Report 
acknowledgement 
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Follow-up: CAAHEP

Response to Site 
Visit Findings Letter

Once all citations 
have been resolved: 
response from 
CoAEMSP
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Accreditation is an everyday activity!
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Accreditation is an Everyday Activity!
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