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FOREWORD
Welcome to the challenge of participating as a member of an Engineering Accreditation Commission team that will conduct an engineering program evaluation visit. Your role is one of significant responsibility and importance to the institution you will visit, the professional society you represent, and to the greater engineering community.
As a team member you are expected to provide knowledge concerning engineering practice, engineering education and continuous quality improvement. Your commitment is critical to a successful visit for your particular program and the overall team outcomes. A thorough program visit involves careful pre-visit preparation, strong on-site observation, analysis and communication skills, sound judgment, and the ability to develop and communicate succinct conclusions.
You will be expected to develop a qualitative and, where applicable, quantitative understanding of the following:
· institution's mission;
· individual program's educational objectives, and the extent to which the needs of the program's various constituencies are used to determine and periodically evaluate the educational objectives;
· student outcomes (a) – (k) and evidence that the student outcomes are preparing graduates to attain the program educational objectives;
· extent to which there is a system of ongoing evaluation that demonstrates achievement of the student outcomes and uses the results to continuously improve the effectiveness of the program; and
· extent to which there is an integrated system in place to meet the accreditation requirements with respect to students, curriculum, faculty, facilities, institutional support, and program criteria.
Team members are expected to maintain a full sense of responsibility to the welfare of the institution, to the Engineering Accreditation Commission (EAC) of ABET and to the engineering profession. Evaluators must be prepared to give considerable time and effort to their task, but can expect to find the activity a challenging, stimulating, and rewarding experience.

I. INTRODUCTION
The purpose of this manual is to provide an overview of a process that may be helpful to individuals who participate as members of visiting teams representing the EAC of ABET and the professional societies. The applicable accreditation criteria are published in several places, including the ABET website, www.abet.org. In addition to the general engineering criteria, these sources contain program criteria to be used in the evaluation of specific programs. Program criteria are initiated by the Participating Bodies of ABET that have curricular responsibilities for those programs and are ratified by the EAC and by the ABET Board of Directors.
A program in a curricular area covered by approved program criteria must be in compliance with both the general engineering criteria and the program criteria in order to be accredited. Program evaluators must be familiar with the current version of the general and program criteria that are in effect for the visit.
The guiding principle of the Engineering Criteria and this process is to assure that graduates of an accredited program are prepared to enter and continue the practice of engineering. In addition, the Engineering Accreditation Commission expects the Criteria and this process to stimulate the improvement of educational outcomes and encourage new and innovative approaches to engineering education.

II. EVALUATION PROCESS
The evaluation process, which spans a period of several months, revolves around a campus visit. The process of conducting a visit has three basic elements: (a) pre-visit activity, (b) the campus visit, and (c) post-visit activity. Success of the overall process depends on comprehensive, timely, and professional completion of each of these elements and the integration of the parts into a seamless series of activities. Evaluation process improvement is based on understanding of accreditation objectives, process outcomes assessment, and feedback from all participants.
Key inputs to the process are provided by (a) the EAC, which selects a Team Chair, (b) the professional societies, which provide qualified Program Evaluators, and (c) the institution, which supplies self-study documentation and other information that demonstrate that each program meets the requirements of the Engineering Criteria.
A. Pre-Visit Activity
Pre-visit activities are conducted prior to arrival at the institution for the campus visit, beginning with the selection of the Team Chair.
A.1 Objectives
The objectives of the pre-visit activity are threefold:
1. Assemble a team that is a balanced representation of the profession and able to accurately assess the quality of the programs to be visited;
2. Complete a substantial portion of the assessment prior to the campus visit, based on materials furnished by the institution;
3. Develop a plan for additional assessment to be conducted during the campus visit and requests for additional material to be provided by the institution prior to the visit and at the visit site.

A.2 Process Participants
Key participants in the process are the Team Chair, Program Evaluators, the institution, and, to a lesser extent, any Observers who may participate in the visit as mutually agreed by the institution and the Team Chair.
A.3 Process
The pre-visit activities must be implemented in a timely fashion. Activities are listed on monthly basis for the year of the visit.
A.3.1 January
1. Institution requests an evaluation visit.
A.3.2 April-May
1. EAC selects the Team Chair.
2. Team Chair contacts the Dean or administrative head of the engineering unit prior to the annual EAC meeting to (a) encourage the
3. Dean to attend the Dean's Day at the EAC meeting, (b) select dates for the campus visit, and (c) determine the status of self-study materials prepared by the institution.
4. Institution provides all applicable Program Self-Study reports to ABET Headquarters. ABET Headquarters acknowledges receipt of these reports.
5. Team Chair, immediately following the determination of the visit dates, selects Program Evaluators in accordance with the information provided by the EAC and procedures of the professional societies, and makes initial personal contact with Program Evaluators. Team Chair will strive to assemble a balanced team with appropriate backgrounds (academic or private practice) so that each engineering program to be visited can be assessed fairly.
6. ABET Headquarters invites State Board of Engineering Registration or equivalent entity to provide an observer for the campus visit.
7. Team Chair coordinates the involvement of any observers who may wish to participate in the visit and secures institutional approval from the Dean for all observers.
8. Team Chair receives Self-Study Reports from the Institution.
A.3.3 July
1. Team Chair attends the Team Chair training session at the EAC meeting.
2. Team Chair meets with the Dean or his/her representative at the EAC meeting to discuss any questions regarding the visit process, the criteria, and other issues.
A.3.4 August through Visit
1. Team Chair completes assembly of the Team and provides the Program Evaluator and Observer names and contact information to the Dean.
2. Institution provides the applicable Program Self-Study Report and other materials to each Program Evaluator. If not completed in June, the Team Chair receives copies of all Program Self-Study Reports. Materials to be provided for Observers will be determined on an individual basis.
3. Team Chair consults with the institution to select a hotel to accommodate the team during its stay. Accommodations should be comfortable, convenient to the campus, and offer satisfactory facilities for team meetings. Alternatively, team meetings may be held in a private campus meeting room.
4. Team Chair sends a letter or an e-mail to each Program Evaluator and Observer with detailed information about the visit, including links to the forms and manuals, ABET travel policy and reimbursement forms, and other information.
5. Team Chair coordinates the development of a preliminary schedule for the campus visit. The schedule will be responsive to the institution's desire to most effectively demonstrate the means by which they satisfy the Engineering Criteria and the needs of the Program Evaluator to complete a comprehensive assessment.
6. Program Evaluators complete a thorough study of the Program Self-Study Report, compile a list of questions to be addressed prior to or during the campus visit and determine if additional information is required.
7. Team Chair and Program Evaluators interact, prior to the visit, to share preliminary assessment of additional information needed and specific details of visit.
8. Team Chair contacts the institution to request additional information to be received before visit, to be available upon arrival for visit, or to be available during visit.
9. Program Evaluators, with the approval of the Team Chair, contact the department or program heads to develop specific plans for the campus visit. This information will be provided to the Team Chair.
10. Team Chair coordinates the final visit schedule with the Dean and the Program Evaluators. At this time, the desire of the Institution to host a luncheon with Officials and Guests on the first day of the campus visit will be determined. Team Chair and Program Evaluators will select support areas to visit, if any, and assign visits to individual Program Evaluators.
11. Institution makes hotel reservations for all team members. When appropriate, the institution should provide local transportation between the hotel and the campus. Team members may be required to confirm their own reservations.
12. Team Chair and Program Evaluators individually make air travel arrangements according to the Travel Policy and Procedures Manual and confirm hotel reservations. Travel Information can be found on the left hand side of your MyABET home page after logging in at, http://www.abet.org/. Program Evaluators advise the Team Chair and the Institution regarding planned arrival and departure flights and times.
13. Program Evaluators complete preliminary versions of the various assessment forms and prepare copies for the Team Chair at the initial team meeting during the campus visit or prior to the initial meeting.
B. Campus Visit Activity
Campus visit activity begins with the arrival of the evaluation visit team in the community where team members will be lodging during the course of the visit, and this segment of the evaluation process ends when the team members leave the campus and all meetings have been completed.
B.1 Objectives
The objectives of the campus visit are threefold as follows:
1. Make a qualitative assessment of factors that cannot be documented in a written questionnaire;
2. Conduct a detailed examination of materials compiled by the institution;
3. Provide the Institution with a preliminary assessment of its strong points and shortcomings.
B.2 Process Participants
Key participants in the campus visit are (a) the Team Members -- including the Team Chair, Program Evaluators, and Observers, (b) representatives of the Institution--including the Institution administration, engineering unit administration, program faculties, support unit faculty, and staff, and (c) the students.
B.3 Process
The campus visit process must be implemented as a set of well-integrated activities. For clarity, it is described here as sets of chronological events on a day-by-day basis. Times shown for individual events are examples and may be adjusted to meet the needs of each visit and program.
B.3.1 Day 0 [typically Sunday]
1. Team Members hold an initial team meeting at the site of team lodging or on campus. Discussion at this meeting focuses on (a) tasks to be accomplished during the evaluation visit, (b) plans for the evaluation visit in terms of meeting times and objectives of each gathering, (c) the Engineering Criteria, team consistency, and any questions team members may have related to the use of these criteria, (d) any questions team members may have concerning the conduct of the evaluation visit, and (e) the roles of Observers in visit activities. [A two-hour meeting is recommended.]
2. Program Evaluators, if not already submitted, give copies of preliminary versions of the various assessment forms to the Team Chair
· Program Report Form, Curriculum Analysis
· Program Report Form, Transcript Analysis
· Program Report Form, Program Evaluator Worksheet
3. Team travels to on-campus sites of the engineering unit and the programs being evaluated to make initial inspection visits. On these visits, Team members examine course materials, and documentation related to engineering unit and program-specific outcomes. Team members complete “Day 0” column of the Program Evaluator Worksheet. [At least three hours should be scheduled for these inspection visits.] Team members inspect program's classrooms, laboratories, and offices to assess the adequacy of allocated space, furnishings, and equipment available to students, faculty, and support staff. [One hour is recommended for this activity.]
4. Team Chair studies preliminary assessment material provided by Program Evaluators and completes preparations for evening team meeting.
5. Team meets to discuss (a) pre-visit assessments of programs and (b) pre-visit assessments of support areas. [Duration of this meeting is a function of the number of team members. Team Chair must manage discussions to make good use of meeting time and to hold meeting length to a reasonable period.]
6. Team gathers for a team dinner. It is expected that the entire team will be in attendance. The team chair normally selects a restaurant that will accommodate the dietary needs of the team.
B.3.2	Day 1 [typically Monday]
1. Team meets with Dean and Dean's invited guests such as associate deans, program heads, and Assessment and/or Institutional Research officers. Dean presents an update of the (a) system implemented by the Institution to meet the requirements of the Engineering Criteria, (b) processes administered by the engineering unit that are common to all engineering programs, (c) key outcomes and continuous improvement efforts, and (d) any other areas that are common to programs and demonstrate compliance with the criteria. [A one and one-half hour period is recommended for this meeting.]
2. Team Chair and Dean meet to discuss the system in place at the college-level to meet the requirements of the Engineering Criteria, and to examine documentation for college-level processes and their outcomes. Team Chair also identifies and discusses any issues of concern to the Evaluation Visit Team related to the operation of the engineering unit. Dean should use this opportunity to discuss any issues that should be considered by the Team during the campus visit. [A one and one-half hour period is recommended for this meeting.]
3. Team Chair meets with individual Institution administrators, including the President, Provost, Chief Financial Officer, and other institutional officers as needed, to discuss campus-level issues related to the operation of the engineering unit. [At least one-half hour should be scheduled for each meeting.]
4. Program Evaluator and Program Head meet to discuss educational objectives, involvement of constituencies, program-level processes, outcomes, and continuous improvement efforts. Program Evaluator also identifies and discusses any issues of concern to the Team related to the operation of the program. [A one hour meeting is recommended.]
5. Program Evaluator meets with Institution Program Teams responsible for the various elements of the program to examine program processes, outcomes, and continuous improvement actions. These teams may consist of one or several individuals including program faculty, support staff, and others who can help the Program Evaluator determine the status of evaluation and assessment processes in place and the use of these processes in the enhancement of program effectiveness. [A one and one-half hour period is recommended for this meeting.]
6. Team participates in Luncheon with Officials and Guests of the Institution. This event is optional, and will be scheduled by the Team Chair and Dean during pre-visit interactions. This luncheon often includes representatives of students, alumni and advisory boards.
7. Team Chair and Program Evaluators meet with support area representative(s), as selected by the Team, to discuss the operation of each support area visited. The quality of interactions between each area visited and the students, faculty, staff, and administration of the engineering unit is discussed. [A one-hour period is recommended for this set of meetings.]
8. Program Evaluator meets with a group of Students. Note that the Program Evaluator has communicated to the Program Head, typically in advance of the Evaluation Visit, his/her desires concerning the makeup of this group (e.g., juniors, students enrolled in the major design project class, etc.). [A one-hour meeting is recommended.]
9. Program Evaluator meets with additional Institution Program Teams responsible for the various elements of the program to examine program processes, outcomes, and continuous improvement actions. [An additional two-hour period is recommended for this meeting.]
10. Team Chair and Dean meet to discuss issues of concern that have been identified during Day 1. [This meeting is optional; if held, a one-half hour meeting is recommended].
11. Team meets to discuss (a) updated assessments of programs, (b) assessments of support areas, (c) issues arising from campus visit during Day 1, and (d) unresolved issues from previous team member interactions. Team members complete “Day 1” column of the Program Evaluator Worksheet. [Duration of this meeting is a function of the number of team members. Team Chair must manage discussions to make good use of meeting time and to hold meeting length to a reasonable period.]
12. Team gathers for a team dinner.
13. Program Evaluator prepares a draft Exit Interview Program Statement. The Exit Interview Program Statements addresses significant strengths of the program followed by, in numerical order, only those criteria in which shortcomings have been identified. Following the strengths, the statement addresses, in order, deficiencies, weaknesses, and concerns [commenting in detail why the Program Evaluator concluded that each item exists]. Observations, or suggestions for improvement, may be included. In the discussion of Criteria and as appropriate elsewhere, this Exit Interview Program Statement should include the Program Evaluator's findings concerning evaluation and assessment processes in place, and the use of processes results to improve the effectiveness of the program.
B.3.3	Day 2 [typically Tuesday]
1. Program Evaluators provide copies of first draft of Exit Interview Program Statements to Team Chair at the beginning of the day.
2. Team Chair and Dean meet to discuss issues of concern that have been identified through Day 1 and plans for Day 2. [This meeting is optional; if held, a one-half hour meeting is recommended].
3. Team Chair reviews each draft Exit Interview Program Statement. The Team Chair interacts with Program Evaluators as necessary to clarify comments made in these statements. The Team Chair also completes an overview Exit Interview Institution Statement. [A two-hour period is recommended for this activity.]
4. Program Evaluator completes meetings with Institution Program Teams responsible for the various elements of the program to examine program processes, outcomes, and continuous improvement actions. [A one and one-half hour period is recommended for this meeting.]
5. Program Evaluator revises his/her draft Exit Interview Program Statement as appropriate, completes “Exit Interview” column of the Program Evaluator Worksheet, the first column of the Program Audit Form, and consults with Team Chair as needed. [At least one-half hour should be scheduled for this activity.]
6. Program Evaluator debriefs his/her respective Program Head. In this debriefing, the Program Evaluator clarifies issues of potential misunderstanding and shares findings related to the strengths and shortcomings of the program and issues related to program operation that continue to be of concern to the Team. The Program Evaluator requests that Program Head participate in survey to gather feedback regarding quality of the visit. [At least one-half hour should be scheduled for this meeting.]
7. Team Chair and Dean meet for informal debriefing. The Team Chair informally shares findings related to the strengths and shortcomings of the engineering unit and the programs being evaluated. The Team Chair also discusses issues related to unit and program operations that continue to be of concern to the Team. The Team Chair requests that the Dean participate in survey to gather feedback regarding quality of the visit. [At least one-half hour should be scheduled for this meeting.]
8. Team gathers privately for catered Team Lunch. During this meeting, the team (a) reads through the Exit Interview Institution Statement and each Exit Interview Program Statement, (b) "finalizes" each of the Interview Statements by revising the narratives to reflect Team consensus, (c) develops accreditation recommendations for each engineering program being evaluated, (d) completes the Program Audit Form for each evaluated program, , and (e) makes copies of the finalized Exit Interview Program Statements and Program Report forms including the Program Evaluator Worksheet [for the Team Chair] and the set of Program Audit Forms [for the Institution]. The Exit Interview Program Statement, the Program Report and the PEV Worksheet are the only documents that the Program Evaluator must prepare for the Team Chair. Note, however, that the Program Evaluator may be required to complete other visit documentation for his/her professional society. [A three-hour period is recommended for this lunch meeting.]
9. Team conducts Exit Interview with President and his/her guests. The Team Chair and each Program Evaluator reads his/her Exit Interview statement. Team responds to any questions related to clarifying information presented. [A one and one-half hour period is recommended for this meeting.]
10. Team Chair gives the Dean copies of the Program Audit Form for each program evaluated. The collection of Program Audit Forms is the only set of documents that the Institution receives from the Team at the time of the campus visit.
C. Post Visit Activity
Post-visit activities begin at the conclusion of the campus visit and continue through notification of accreditation action following the EAC meeting.
C.1 Objectives
The objectives of the post-visit activity are threefold as follows:
1. Assure that Institutional and program input regarding the visit findings are incorporated into the statement to the institution.
2. All parties to the visit have an opportunity to provide additional input prior to the vote on the accreditation action.
3. The institutional accreditation action is consistent with those given to other institutions with similar shortcomings (if any) visited during the same visit cycle.
C.2 Process Participants
Key participants in the post-visit activity are (a) the Team Members -- including the Team Chair and Program Evaluators (b) the Institution, (c) the Engineering Accreditation Commission (EAC), (d) the professional society accreditation committees, and (e) ABET Headquarters.
C.3. Process
The post-visit process represents a critical sequence of events that must be implemented as a set of well- integrated activities. For clarity, it is described here as a series of chronological events. Times shown are the number of days after the conclusion of the campus visit at which time the activity is to be completed. Electronic versions of the Draft Statement, the Short Form and the PAF forms should be used throughout the process.
C.3.1 Post-Visit
1. Team Chair sends electronic copies of A002 Recommended Actions Form to ABET Headquarters and the Editors. (+3 Days)
2. Institution sends 7-day response to Team Chair and Program Evaluators. In this response, the institution should reply only to errors of fact related to shortcomings listed on the PAF forms that were given to the Dean at the conclusion of the visit. (+7 Days)
3. Team Chair, in consultation with Program Evaluators, edits the individual program Exit Interview statements into a cohesive and consistent Draft Statement and incorporates the Institution's 7-day response. (+10 Days)
4. Team Chair sends (a) copy of the proposed Draft Statement, (b) the completed PAF forms, and (c) A002a Recommended Actions, and (d) A002b Change in Institutional Contact Information to the designated EAC Editors and ABET Headquarters. (+14 Days)
5. EAC Editor 1 edits the formatted (with DRAFT watermark) Draft Statement, reviews any changes with the Team Chair, and forwards this with PAF's and A002 Recommended Actions Form with the Editor’s recommended action to the EAC Editor 2. (+35 Days)
6. EAC Editor 2 edits the Draft Statement in consultation with the Editor 1 and the Team Chair as appropriate, indicates the EAC Chair’s recommended action on the A002 Recommended Actions Form and sends to ABET Headquarters.
7. ABET Headquarters edits, formats, and sends Draft Statement to the Institution with a letter signed by the EAC Chair.
8. ABET Headquarters sends a copy of the Draft Statement to the Team Chair and Editors.
9. Institution reviews Draft Statement and sends due-process response to the EAC Chair within 30 days. Institution also sends copies to the Team Chair, Editors, and ABET Headquarters.
10. Team Chair revises the Draft Statement (with DRAFT TO INSTITUION watermark) and PAF forms in consultation with Program Evaluators to reflect changes reported by the Institution in the due-process response.
11. Team Chair sends revised Draft Statement and updated A002 Recommended Actions and PAF forms to the EAC Editor. Only the table portion of the PAF is included – no explanation of shortcomings pages are required. (Within 2 weeks after receiving the due-process response)
12. EAC Editor 1 revises Draft Statement, updates the A002 Recommended Actions and PAF forms in consultation with the Team Chair as needed, and forwards revised Draft Statement and updated A002 Recommended Actions and PAF forms to the EAC Editor 2.
13. EAC Editor 2 edits Draft Statement and updates the A002 Recommended Actions and PAF forms in consultation with the Editor 1/ the Team Chair as needed, and forwards to ABET Headquarters.
14. ABET Headquarters edits the Draft Statement for presentation to EAC with a copy of the Short Form.
D. Summer Commission Meeting Activity
Summer commission meeting activities begin after ABET Headquarters edits and formats the Final Statement following incorporation of the due-process response, if any, and continues through notification of accreditation action following the EAC meeting.
D.1 Objectives
The objectives of the summer commission meeting activity are as follows:
1. Incorporate any supplemental information received from the program into the Final Statement
2. Incorporate any changes recommended by the EAC Consistency Committee or through EAC review panels into the Final Statement
3. Incorporate any changes recommended by the EAC into the Final Statement
D.2 Process Participants
Key participants in the summer commission meeting activity may include: (a) the Team Chair and Program Evaluators, (b) the Institution, (c) the EAC Consistency Committee, (d) the EAC review panels, (e) the EAC, and (f) ABET Headquarters.


D.3  Process
Summer commission meeting activities take place over a short period of time, but must follow a particular sequence to facilitate quality control and consistency. The sequence is shown here in chronological order.
D.3.1 Summer Commission Meeting Activity Process
1. Before the EAC meeting, ABET Headquarters uploads the edited and formatted Final Statement into the on-line document management system.
2. Before the EAC meeting, Institution sends supplemental information, if any, to the Team Chair.
3. Before the EAC meeting, Team Chair, in consultation with Program Evaluators as appropriate, reviews supplemental information and considers potential changes resulting from the supplemental information. No revisions are made to the Final Statement at this time.
4. Before the EAC meeting, the EAC Consistency Committee reviews all Final Statements and recommends consistency issues for review by the EAC review panels.
5. At the EAC meeting, EAC review panels meet to discuss Final Statements. The Team Chair presents summary of supplemental information to the panel for consideration. Panels consider this new information and any consistency issues raised by the EAC Consistency Committee, and recommend changes to the Final Statement as appropriate.
6. At the EAC meeting, the Team Chair proposes to the EAC an accreditation action for each program evaluated. As appropriate, the Team Chair presents changes resulting from supplemental information or panel recommendations. The EAC discusses the recommendations and votes on the accreditation actions.
7. If changes to the Final Statement are needed after the EAC vote is cast, the Team Chair downloads the Final Statement from the on-line document management system and edits the statement to reflect changes. The Team Chair uploads the revised Final Statement into the document management system. If no changes to the Final Statement are required, the Team Chair does not download the file and indicates in the document management system that no changes are needed.
8. EAC Editor 1 downloads the revised Final Statement from the document management system, reviews any changes with the Team Chair, and uploads the edited and revised Final Statement.
9. EAC Editor 2 downloads the revised Final Statement from the document management system, reviews any changes with the Team Chair and Editor 1, and uploads the edited and revised Final Statement.
10. ABET Headquarters edits the Final Statement and revises PAFs and the A002 Recommended Actions form. ABET Headquarters formats the Final Statement document and transmits it to the institution with an accreditation letter signed by the ABET President.
11. The Institution may appeal a “Not-to-Accredit” action within 30 days.
E.	Travel Expenses
Team members must submit their travel expenses per the guidelines in the “Submitting the Expense Report” on the left side of your MyABET home page after logging in at, http://www.abet.org/.
F.	Evaluation of Team Members
Team members are expected to complete evaluations of team members.
