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Preparing for the 

Site Visit in Your 

Future 

Presented by the ARC-PA at 
PAEA 

New Orleans, LA 

November, 2011 

ÂFor programs scheduled for 

site visits before December 

31, 2012 

ÂPower point will be posted on 

web after meeting 
 

ARC-PA Philosophy 

 High quality education for all physician 

assistants best serves the interests of both 

the public and the PA profession and 

continual self-study is the foundation for 

improving quality in the content and 

processes of education. 

Goals for todayôs session 

Âhelp programs in assisting the visitors in 

their task 

Â review the ARC-PA recommended site 

visit agenda 

Âprovide the ARC-PA recommended 

method of organizing materials for the visit 

Â remind programs what the ARC-PA is 

looking for in data analysis 

Âanswer questions about the process 

 

The Details Reminder 

ÂThe Site Visit is one component of the 

comprehensive evaluation of a program 
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Purpose of the Visit 

ÂTo verify, validate and clarify the 

information supplied by the program in its 

application and self-study /descriptive 

report 

 

ÂIt is the programôs responsibility to 

demonstrate compliance 

 

Task of Site Visitors 

ÂTo verify, validate and clarify 

ÂTo ñknowò the program 

ÂTo make observations about the 

programôs compliance with each Standard 

ÂTo communicate findings to the ARC-PA 

ÂTeam does not speak on behalf of ARC-

PA and cannot predict accreditation 

actions 

 

Preparing for the Visit 

Preparing for the Visit 

Â Read the Standards 

Â Read the Standards 

Â Read the Standards 

 

Â Read the Manual 

Â Read the Manual 

Â Read the Manual 

 

Â Read the Web 

Â Read the Web 

Â Read the Web 

 

Â Call with questions 

Â Call with questions 

Â Call with questions 

Repeat Any of Above as Needed 

Preparing the Application 

ÂRead the application materials all the way 

throughé.new application and SSR 

ÂFollow the directions 

ÂContact the ARC-PA if confused 

ÂHave others read what you are submitting 

 

What about the Portal? 

ÂBest plan of action for all is paper 

ÂSome components may be done via the 

portal 

ÂPrograms scheduled soon will use paper 

only 

ÂPrograms scheduled later in time will be 

notified about partial portal use 
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Submitting Application 

ÂSubmit Documents as Required (some in 

Word, some in Excel, others can be pdf) 

ÂContact the ARC-PA if confused 

 

 

Preparing for the Visit 

ÂReview materials about site visit on web 

site 

ÂRead list of materials and appendices 

ÂContact the ARC-PA if confused 

 

Preparing for the Visit 

ÂCommunication with ARC-PA 

 

 

ÂCommunication with chair of the team 

ÂDo this EARLY 

ÂReview Site Visit Protocol 

ÂDiscuss agenda and special needs 

 

 

IMPORTANT          DOCUMENTS 

1) Site Visit Protocol 

 

2) Site Visit Templated Agenda 

 

3) Rationale for Agenda Sessions 

 

4) Organizing Materials  

Site Visit Protocol 

ÂSite Visit Protocol updated October, 2011 

ÂAsk administrative assistant to review 

protocol handout 

ÂRespect site visitorsô right/need for privacy 

 

ÂOn the ARC-PA web http://www.arc-

pa.org/continuing_acc/site_visit_protocol.h

tml 
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Preparing for the Visit 

ÂLodging Accommodations 

ÂLate arrive confirmed 

ÂConducive to working on a project 

ÂDesk, chairs, table 

ÂComputer  internet access 

ÂWork area available to late at night 

ÂWith hotel restaurants, breakfast 

 

Preparing for the Visit 

Â Site Visit Central 

ÂA central room for the visitors 

ÂAll syllabi, manuals, etc (per directions in 
application) 

ÂAll stationary materials they could possible 
need 

ÂAccess to a computer and internet 

ÂAccess to a phone 

ÂAccess to program personnel 

ÂSustenance for mental acuity (special needs)  

Site Visit Schedule/Agenda 

ÂUse ARC-PA templated agenda 

ÂSite Visit agenda updated October, 2011 

ÂDiscuss agenda with team chair 

ÂAgenda must be approved by chair 

 

ÂTemplates and models on the web  

ÂRecommended template schedule for visitors 

ÂRationale for each session 

 

 

Site Visit Schedule 
(in general) 

Â2 days, 2-3 people (for one site programs) 

ÂEarly review of documents (x2) 

ÂSome document review night before visit 

ÂFollow format in template 

ÂFocus on clarification as opposed to 
presentation 

ÂOnly one, if any, visitor to tour facilities 

ÂFewer clinical site visits 
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What Works 

ÂReview of documents early 

ÂReview documents more than once 

Â? value of tour 

Â? value of visiting clinical sites 

Meetings with Others 

ÂPreparing key personnel 

 

ÂPreparing faculty 

 

ÂPreparing students 

 

ÂHonesty is the best policy 

Reviewing Materials 

ÂWhat about the Competencies defined by 

the profession???? 

 

ÂARC-PA uses the Standards only 

 

What to Use 

ÂStandards  (updated 10/2011) 

ÂAccreditation Manual  (updated 10/2011) 

ÂApplication 

ÂProtocol (updated 10/2011) 

ÂOrganizing Materials Document  (NEW) 

General Guidelines 

ÂMake it easy for the visitors to find what they 

needé(read the Standards) It is the 

programôs responsibility to demonstrate 

compliance 

ÂTable of what is where  

ÂFlag materials needed 

 

Organizing Materials 

ÂOrganizing Materials NEW in October, 

2011 

ÂOn the website in Required 

Documentation section 

 (http://www.arc-

pa.org/continuing_acc/required_documentati

on.html)  also in Provisional and Distant 

Campus 

 

http://www.arc-pa.org/continuing_acc/required_documentation.html
http://www.arc-pa.org/continuing_acc/required_documentation.html
http://www.arc-pa.org/continuing_acc/required_documentation.html
http://www.arc-pa.org/continuing_acc/required_documentation.html
http://www.arc-pa.org/continuing_acc/required_documentation.html
http://www.arc-pa.org/continuing_acc/required_documentation.html
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http://www.arc-pa.org/continuing_acc/required_documentation.html 

Preparing Materials 

ÂWhere is the physiology? 

ÂWhere is the family medicine? 

ÂWhere is the genetics? 

ÂWhere is the whatever else (curriculum, 

policies, etc) you have scattered in more 

than one area? 

 

Use table, flags, highlighting 

Flags 

ÂDo not make the finding of materials a 

scavenger hunt for the site visitors 

ÂFlags must be specific 

Â Include standard reference on flag 

ÂMay need more than one flag in some 

large document 

ÂCould be color coded 

ÂCombine flags and highlight 

 

A3.17 

Accreditation Resources 

ÂNotes to Programs 

ÂPolicies 

ÂAnalysis and the SSR 

ÂSyllabi, Competencies and Objectives 

 Includes components of syllabi 
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Syllabi, Instructional 

Objectives 
One Week before Visit 

ÂTouch base again with chair 

 

ÂUpdate travel information, weather  issues 

Two Days Before Visit 

ÂSit down with key program personnel to 

review schedule 

ÂBe sure each faculty member can find 

materials that may be needed 

ÂDouble check materials ñflaggedò 

The Visit 
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What Will Happen 

ÂThe schedule will change 

ÂYou will have to assist the team in finding 

materials 

ÂYou will be asked the same question more 

than once 

 

ÂIt is the programôs responsibility to 

demonstrate compliance 

What Wonôt Happen 

ÂYou will not have dinner with the team   

ÂYou will be not  included in all discussions 

ÂThere will not be an exit report 

ÂYou cannot talk with team chair or visitors 

after visit re issues you forgot, want to 

clarify, etc 

 

Advice and the Visit 

Asking for advice from visitors is 

temptingéé 

 

Visitors are asked Not to 

ÂGive Advice 

ÂMake Suggestions 

ÂOr say ñhow we do itò 

Concluding the Visit 

ÂSite visitor may respond to questions to 

clarify the process. 

 

ÂSite visitors do not make  

recommendations to the ARC-PA 

regarding accreditation and therefore 

cannot provide any indication of 

accreditation action. 

 

 

After the Visit 

After the Visit 

ÂTeam has no further contact with the 
program 

ÂChair submits its report of observations to 
ARC-PA 

ÂPrograms have opportunity to respond to 
observations letter from ARC-PA  

ÂMembers of team evaluate each other 

ÂProgram evaluates team and process 

ÂRemember confidentiality 
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ÂNotification letters of accreditation action 

are addressed to the program designated 

senior institutional official of the 

sponsoring institution and copies are 

mailed to the program director and his/her 

immediate supervisor. 

 

ÂAll other correspondence will be copied to 

immediate supervisor of the program 

director 

 

Should I Respond to 

Observations? 
Observations 

 

ÂObservations are made based on 

information supplied by the program and 

gathered by the team during the visit. 
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Observations 

ÂAre the site visit team's means of notifying 

the ARC-PA and the program that, based 

on its review, the team was not able to 

verify the program's compliance with the 

Standards related to the specific 

observation noted.   

Special Reminders 

Remember Data Analysis 

Â Important in ongoing manner 

Â Important in writing Self Study or 

Descriptive Report 

Â Important during the visit 

 

ÂDocument posted on web site 

Definition   and  Elements 
·Study of compiled or 

tabulated data  

·interpreting cause and 

effect relationships and 

trends,  

·with the subsequent 

understanding and 

conclusions used to 

validate current practices 

or make changes as 

needed for program 

improvement 

 

·Data Collection 

 

·Analysis of data 

 

 

·Development of 

conclusions 

·Development of 

action plan 

 

4 Elements of Analysis 
1 Data Collection 

2 Analysis of data 

3 Development of conclusions 

4 Development of action plan 

 

Data Analysis 

ÂSSR is critical document for site visitors 

and the ARC-PA 

ÂReview handouts on website (updated 

October, 2011) 

Âhttp://www.arc-

pa.org/Acc_Programs/Acc_resources.htm 

 

 

 

 

 

 

http://www.arc-pa.org/Acc_Programs/Acc_resources.htm
http://www.arc-pa.org/Acc_Programs/Acc_resources.htm
http://www.arc-pa.org/Acc_Programs/Acc_resources.htm
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Summary 

ÂRead the Standards, Accreditation Manual 

and application materials 

ÂCheck the ARC-PA web site 

ÂFollow directions, and ask us if unclear 

ÂAsk questions 

ÂDevelop table of your materials  and flag 

materials 

ÂExpect the unexpected!! 

 

Questions? 


