ABET

Interview Guide for Team Chairs

As a Team Chair, it is your responsibility to meet with the administrators and support staff at the institutional and college levels. As specified in Criterion 8, institutional support and leadership must be adequate to ensure the quality and continuity of the program.  This guide was developed to provide some questions that may be asked to specifically assess Criterion 8 as well as other Criterion. 

Please note that this guide is not meant to be a list of all the administrators that a TC must visit, nor are the questions herein meant to be the questions a TC must ask. One or more of the administrative positions identified below may also be combined into a single administrative position.  Therefore, use your experience and judgment to decide with whom you need to meet, what information you need to convey, and what specific questions need to be asked. Consider which supporting offices to visit based on the team’s review of the SSRs and pre-visit discussions with the programs.

Most administrative personnel, unless new in their positions, have met with many teams from various accreditation agencies, so please plan accordingly since terminology among accreditation agencies may differ. Also, note that program specifics are almost never known at the higher levels. However, it is fine to talk about various aspects of the programs being reviewed if the administrator wants to do that. It is important for the TC to stress that the visiting team is only looking at specific programs, not departments or schools or colleges. 

This document contains more questions than one will be able to ask in a 20- to 30-minute interview. Your primary goal is to listen, and secondarily to get answers to pressing issues if any exist. Prioritize the questions for your situation.



General
An interview may be scheduled where you are not sure of this person’s contribution/role in the educational process. These questions, in addition to those below, may be helpful where the person’s title is known but where the job may encompass many duties.  
· What is your role at this university?
· How does your responsibility impact the programs being visited?
· Do you have any questions for me?
· Can I answer any questions on the ABET process for you?

President / Chancellor / Rector
Normally this is a short courtesy visit to explain ABET and the visit schedule.  You also want to assess the institutional support for the programs. This meeting also provides the chief executive officer an opportunity to provide his/her views and ask questions about the accreditation process.

Your primary focus should be on explaining the purpose of the visit, and making sure that the head administrator has no questions about the ABET accreditation process. A key item to convey is that the visit is only one step in the process and that any shortcomings reported at the exit meeting can be addressed and corrected prior to the final accreditation decision being made in July.  

Suggested questions:
· What distinguishes the institution’s graduates and what is unique about the institutions mission? 
· What are the key challenges and opportunities for the institution?   
· How do the colleges and programs being visited fit into the institution and its vision? 
· Is there an overall strategic plan for the institution and the college(s)?
· How do the individual colleges contribute to the development and implementation of the strategic plan?
· What will be the impact of the strategic plan on the college(s) and programs under review (e.g., college and program offerings, student enrollment, faculty growth and retention, capital expenditures)?

Provost or Academic Vice President
This may also be primarily a courtesy visit, but a discussion of topics may occur similar to those discussed with the dean, as well as curricular issues in the programs that relate to overall academic policies. This meeting pertains to the subset of topics within the purview of the provost/VP. At a minimum, it is important to convey that the visit is but one step in the process and any shortcomings found can be addressed prior to the final accreditation decision being made. It is also an appropriate time to ask if the provost/VP has any areas of concern that the team might pay particular attention to and/or any questions about the accreditation process.

Suggested questions:
· What do you see as the strengths of the programs being visited?
· What are the challenges and opportunities that you see for the college(s)/programs being visited?
· Assessment of student outcomes is an important part of the ABET evaluation process.  How do assessment activities in the program contribute to institution-wide continuous improvement activities?
· How do the various academic units interact and respond to the needs or requests of other units?
· What is the process for evaluation of faculty, department chairs/heads and deans? Is this process conducted on an annual basis? 
· How does the institution support excellence in teaching?
· What is the promotion and tenure process for the institution?
· Do you see the programs being visited as growing larger or smaller in five years?  Do you anticipate any other changes?
· What are your major academic priorities and issues (growth, faculty retention, research, etc.)?
· What are the institutional retention rates (student and faculty)?  Are you satisfied with these rates?

Deans
You will normally meet with the dean immediately following the dean’s meeting with the team. Your primary focus will be on the administration’s support, resource allocation, and any other administrative aspects of the programs.  If you have questions, regarding the presentation, this is the time to ask.  You will also update the dean on preliminary findings for programs.

Suggested questions:
· How is engineering viewed within the institution?
· What are the strengths of the programs?  If the team is considering strengths in the statement, having affirmation by more than one source can be helpful. 
· How does your college and the institution support excellence in teaching?
· What support is available for scholarly and professional development (travel, etc.) of faculty members?
· Are faculty encouraged to engage in professional service (internal and external to the university)?
· What is the promotion and tenure process for the institution?
· What is the budgeting process within the institution, college, and programs?  What is the budget model for the college and what do you control? 
· How are budgets of the programs controlled?  What autonomy do department chairs have with the allocated budgets?
· What is the process for procuring funds for equipment purchase and maintenance?
· If the students pay supplemental fees, how are those fees used?
· What are the opportunities offered by the college to ensure student success?
· What resources do student have for learning about career opportunities?
· How are assessment processes within the institution, college, and programs connected?
· What is being done to promote programs working together on ABET issues?
· How does the college interact with other academic units on campus?
· Do you anticipate an increase or decrease in the number of faculty members in the college?  If so, explain.
· How do salary levels for faculty and staff compare with your peer institutions?
· Do you anticipate any significant changes in the near future?


Student Recruitment/Admissions Officer
This interview will primarily be focused on questions related to the recruiting and admissions processes.

Suggested questions:
· What are the institutional admission standards? 
· Are the admission standards different for students intending to major in the programs being visited? 
· Looking at admissions numbers, is enrollment at the institution (and within the programs) growing or stable or shrinking?
· Where do the programs typically draw students from?
· Will incoming student demographics change in the next five years?
· If the number of students in a program is low: What is the reason, and are there plans for increasing the numbers?
· If the numbers of the students in a program is high: What are the reasons and are there plans to manage the enrollment?  
· What new initiatives (such as online delivery of courses) is the institution enacting?
· How do you make admission decisions?  What are your strategies for attracting minorities or underrepresented applicants?
· What percentage of students receive financial aid?  What impact does that have in recruiting students?

Registrar / Registration / Records Officer
This interview will primarily be focused on questions related to transcripts and verification of graduation requirements.

Suggested questions:
· Describe the procedures used to ensure that students meet all graduation requirements. What software is used? Who has access to the information to 1) change it and 2) in a read only capacity? How often are degree audits reviewed with students and by whom?
· How is transfer credit awarded and tracked (with and without articulation agreements)? 
· How are course substitutions approved and recorded? 
· How are waivers of prerequisites handled? Are there any checks performed after registration to ensure students don’t drop co-requisite classes?
· Is there a move to restrict the number of hours in the degree?  
· What are the policies for experience-based course waivers, if there are any?
· What is the process for scheduling of courses?
· Do you have any issues with availability of classrooms?
· How are current and historical student records maintained?
· What are some of the main issues you face relating to curriculum and academic policies?
· Discuss with the Registrar any specific issues identified by PEVs in the review of transcripts. 

Career Services Officer
This interview will primarily be focused on questions related to services provided to students seeking employment – full-time or internship, graduate tracking, and employer satisfaction.

Suggested questions:
· What services are available for students and graduates? Do you provide writing services for resume and cover letter preparation?  How about mock interviews?
· What types of events/workshops do you typically hold?
· What are the historical employment rates for graduates from the programs being visited? 
· Is the number of recruiters growing or stable or shrinking?
· What opportunities exist with respect to internships and cooperative education?
· What percentage of students take advantage of your services?
· How do you reach out to alumni and potential employers?
· Do you track alumni employment? How long? How do you keep contact information current? Do you assist the programs with alumni surveys?

Coop/Internship Officer
This interview will primarily be focused on questions related to the cooperative education program goals, policies, and procedures as they relate to academic credit for coop and/or internship work experience. It may also include questions on how the cooperative education office and personnel work with the programs to assist students in obtaining coops and internships, evaluate the students’ performance, and build relationships with employers.

Suggested questions:
· What are the coop and internship employment rates of past and current majors?
· What services are provided to prepare the students to apply for coops and internships?
· As part of the program, what are the requirements for students/ employers/ program?
· Is writing a report following a coop part of this program?
· Do the students receive academic credit for their work?  Are they paid?

Institutional Assessment Officer/Quality Assurance/Educational Quality
This interview will primarily focus on questions related to the support provided by the institutional assessment office to the assessment processes of the programs.

Suggested questions:
· What instruments are used for institutional-level assessment and with what frequency?  How are the data collected and analyzed?  Is the assessment process integrated across programs/schools/institution?
· How do you view the ABET assessment requirements, and how well do they integrate and overlap with university‐level requirements? 
· Who are the people responsible for assessment and data evaluation?
· Do faculty/administrators in the programs work with your office on assessment?
· How would you categorize the assessment efforts in the programs being evaluated when compared to other programs on your campus?
· What is the timeframe for program-level assessment tasks and deliverables?
· How do you save and maintain assessment data?


Chief Information/Technology Officer 
Institutions have information technology services managing the computing and software related tasks of the programs visited. A number of services provided this division are for the success of faculty and students. 

Suggested questions:
· What is the agenda or timeframe to upgrade the software tools and computing systems?
· In what ways are you leveraging new technologies to improve effectiveness of the academic programs?
· Do you provide any training and information sessions to students and faculty?
· What is your Risk Management Planning regarding information security and inevitable breeches?
· Describe future plans regarding use of technology and cybersecurity.
· What standards does your institution follow to help ensure protection of student and employee information and privacy concerns?

Student Success Office
Typically, institutions provide services to recruit and retain the student body of their programs. They are engaged in a number of activities in outreach, recruitment and retainment. 

Suggested questions:
· What specific policies are in place for identifying at-risk students, both when applying and once enrolled? 
· How does the institution work with at-risk students?
· How do faculty members refer students that they believe are in need of retention-oriented services?
· Does the program provide extra-curricular/outreach activities? Provide examples.


Safety Officer
Some institutions employ a safety officer to oversee policies and regulations related to laboratories and other facilities on campus.  This individual (or an additional individual) may reside at the college level. 

Suggested questions:
· What actions do you take to ensure that facilities, tools, and equipment used in the programs are safe for their intended purposes? 
· How often are laboratories inspected and by whom?
· What procedures and policies are in place to ensure the safety of students, staff, and faculty? 
· What safety training is required for students?  How are students assessed to ensure comprehension?  Who is responsible for enforcement?
· What involvement do you have with outside organizations to comply with state and/or local safety and environmental regulations? 
· At international institutions, ask safety personnel about local safety regulations for educational institutions.

Chief Financial Officer
This interview will primarily focus on institutional funding priorities, sources, and processes. 

Suggested questions:
· What are the main sources of funding for the institution?
· How are institutional priorities funded?
· Where do colleges obtain their discretionary money?
· What is your responsibility for the design and implementation of new construction and renovation projects in support of the campus master plan?  Are there plans for new construction/renovation projects for the college and/or programs?
· How are budget requests handled through the system? What is the primary source of funds to equip and maintain labs for the programs? Is this budgeted or must it be requested by the program head? 
· How are institutional endowment funds used? 
· What types of fund raising do you do?  Are deans or department chairs involved in fund raising?
· What are your recent fund-raising goals and do any of these goals impact the programs being evaluated?


Site Director (for universities with multiple campuses awarding the same degree)
Suggested questions:
· How is communication handled among the campuses?
· How is the budget set up to ensure equal educational quality on all campuses?
· What structure assures consistency of education across the campuses?
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