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INTRODUCTION

The Role and Value of Accreditation

Accreditation is an activity long accepted in the United States, but generally unknown in most other countries because other countries rely on governmental supervision and control of educational institutions. The record of accomplishment and outstanding success in the education of Americans can be traced in large part to the reluctance of the United States to impose governmental restrictions on institutions of postsecondary education and to the success of the voluntary American system of accreditation in promoting quality without inhibiting innovation. The high proportion of Americans benefiting from higher education, the reputation of universities in the United States for both fundamental and applied research, and the widespread availability of professional services in the United States all testify to postsecondary education of high quality and to the success of the accreditation system that the institutions and professions of the United States have devised to promote that quality.

Accreditation is a status granted to an educational institution or a program that has been found to meet or exceed stated standards of educational quality. In the United States, accreditation is voluntarily sought by institutions and programs and is conferred by non-governmental bodies.

Accreditation has two fundamental purposes: to assure the quality of the institution or program and to assist in the improvement of the institution or program. Accreditation, which applies to institutions or programs, is to be distinguished from certification and licensure, which apply to individuals.

Bodies conducting institutional accreditation are national or regional in scope and comprise the institutions that have achieved and maintain accreditation. These bodies consider the characteristics of whole institutions. For this reason, an institutional accrediting body gives attention not only to the educational offerings of the institutions it accredits, but also to such other institutional characteristics as student personnel services, financial conditions, and administrative strength.

Bodies conducting programmatic or specialized accreditation, such as the Accreditation Commission for Programs in Hospitality Administration, are national in scope and conduct accreditation of a program preparing students for a profession or occupation. Such bodies are often closely associated with professional associations in the field. A specialized accrediting body focuses its attention on a particular program within an institution of higher education and provides a basic assurance of the scope and quality of professional or occupational preparation.

Commission for Programs in Hospitality Administration

In fulfillment of one of its primary objectives, i.e., to encourage the assessment and enhancement of quality hospitality education programs, the International Council on Hotel, Restaurant and Institutional Education (ICHRIE) established an Accreditation Commission for Programs in Hospitality Administration whose specific duties, responsibilities, and functions were to insure a continual and effective system for the accreditation of hospitality education programs at the baccalaureate level. The Commission's membership includes voting representatives from accredited two and four year U.S. hospitality programs, international hospitality programs, hospitality industry professionals, and the public at large. The Commissioners serve without compensation. 
In accordance with the policies, procedures, and requirements regarding autonomy of accrediting bodies promulgated by the Commission on Higher Education Accreditation (CHEA) and by the U.S. Department of Education (DOE), or their successors, the Accreditation Commission has the following powers and responsibilities: 
1. To develop and enhance standards and guidelines for evaluating program effectiveness in the field of hospitality administration education; to foster excellence in the same; and to publish those standards and guidelines for evaluating program effectiveness.

2. To ensure the effectiveness of, and objectivity in, the accreditation process.

3. To provide counsel and assistance to established and developing hospitality administration programs and to disseminate information to all programs that might stimulate improvement in hospitality administration education.

4. To ensure that the accreditation process recognizes the diversity of hospitality administration education and provides assurance that programs are of acceptable quality.

5. To develop and maintain a policy manual and other manuals for institutional self-study and to distribute these upon request.

6. To develop and maintain an evaluator's manual, implement the appropriate training of all evaluators, and appoint site visitation teams.

7. To set and collect fees for the accreditation process, maintain appropriate records, and disburse appropriate payments for expenses incurred through the accreditation process.
8. To schedule the process for accreditation for hospitality administration education programs and to coordinate the entire review process.

9. To be solely responsible for the final decision on accreditation of a hospitality administration programs

10. To receive, review, and arbitrate written appeals from any program claiming to be aggrieved by a negative action of the Commission.

11. To function as the policy-making body in all matters of accreditation within hospitality administration education programs.

In fulfilling these charges, the Commission has developed the following:

1. Eligibility requirements for programs seeking accreditation.

2. Objectives of the accreditation process, including overall objectives of the accreditation of programs in hospitality administration, specific objectives of hospitality administration accreditation, and specific objectives of the accrediting process in evaluating a program in hospitality administration.

3. Standards for accreditation

4. An accrediting process that includes a programmatic self-study, a visiting team evaluation, and final Commission action.

I. ELIGIBILITY REQUIREMENTS FOR PROGRAMS SEEKING ACCREDITED STATUS

Each program applying for affiliation with the Accreditation Commission must initially demonstrate that it satisfies each of the requirements listed below. Taken together, these requirements define the kind of program that the Commission considers a part of its educational universe and within the scope of the accrediting activities for which it assumes responsibility.

The program:

1.
must be part of an educational institution accredited by a regional or national accrediting body recognized by the U.S. Secretary of Education. An international program may petition the Accreditation Commission for its review to determine whether the program fulfills the intent of this condition;

2.
has a statement of mission and objectives appropriate to a postsecondary program;

3.
offers postsecondary educational instruction leading to a baccalaureate degree (or its equivalent) in hospitality administration;

4.
must have institutional approval for courses and degree(s) offered;

5.
has a formally designated a director (or the equivalent) of the program;

6.
has been in continuous operation for at least four years and has had at least three years of graduating classes by the time of review;

7.
has a teaching faculty assigned to the program;

8.
makes freely available to all interested persons (and especially to its potential and enrolled students) an accurate, fair, and substantially complete description of its program and related activities, policies, and procedures;

9.
admits students under policies and procedures that are appropriate to the program and does not discriminate with respect to age, sex, ethnic background, race, creed, or disability.

II. OBJECTIVES OF ACCREDITATION PROCESS

The objectives of the accreditation body derive from the minds and experiences of individuals and groups who are seeking to realize certain values and fulfill certain purposes. The overall (general) objectives may be derived from the early history of the accrediting body, in articles of incorporation, bylaws, and subsequent amendments to these. Such statements may also include terms like “accreditation,” "quality," etc., which require clear definition.

Overall objectives are usually stated so broadly as to make it difficult if not impossible for evaluators to make a reasoned judgment about whether or not they are being achieved. It is necessary, therefore, to find specific objectives in official documents of the accrediting body, or to construct a set of specific objectives that relate back to, and are consistent with, the overall objectives.

The material that follows represents the overall and specific objectives developed by the Accreditation Commission for programs in hospitality administration.

A. Definitions

Accreditation

Accreditation is a communal self-regulatory process by which voluntary associations (1) recognize educational institutions or programs that have been found to meet or exceed stated standards of educational quality and (2) assist in further improvement of the institutions or programs. The first of these purposes is called quality-assessment; the second, quality-enhancement.

Quality

The quality of an entity or process cannot be determined by the possession of a fixed series of characteristics, but only in terms of the objectives or purposes it seeks to achieve. Quality, therefore, must be defined contextually. Educational quality thus requires determining (1) the appropriateness of institutional/program objectives and (2) the effectiveness with which the institution/program is utilizing its resources to achieve these objectives.

Standards

Accrediting standards represent those generalized conditions or characteristics determined to be essential in order for objectives to be achieved. Standards are to be expressed qualitatively, be applicable to a diversity of institutions or programs, and must consider educational outcomes (outputs) as well as resources and processes (inputs). For standards to be valid, they must be capable of being derived from the educational objectives stated and must be appropriate, clear, and explicit.

Hospitality Administration

Hospitality administration is defined as the decision-making process with respect to the proper allocation of resources to achieve the objectives of hospitality, i.e., the providing of food, lodging, and related services.

B. Overall Objectives of the Accreditation of Programs in Hospitality Administration

1. To provide public assurance that programs in hospitality administration are of acceptable quality.

2. To provide guidance to programs in the continued improvement of their educational offerings and related activities.

3. To promote higher educational and ethical standards of professional education and to enhance the public understanding of the hospitality field.

C. Specific Objectives of Hospitality Administration Accreditation

To foster excellence in the field of hospitality administration by developing standards and guidelines for evaluating program effectiveness. 
To ensure that the accrediting process recognizes and respects the diversity of programs in hospitality administration.

To ensure that the accrediting process evaluates not only the presence of essential resources and processes, but also the achievement of programmatic outcomes.

To require, as an integral part of the accrediting process, a programmatic self-study that is analytical, interpretive, and evaluative, and an on-site review by a visiting team of peers.

To encourage programs to view self-study and evaluation as a continuous internal obligation.

To provide counsel and assistance to both developing and established programs, including disseminating information between and among programs that will stimulate improvement of educational programs and related activities.

To ensure that the evaluation, policy, and decision-making processes reflect the community of interests directly affected by the accrediting body, including effective public representation.

To publish or otherwise make publicly available the names and affiliations of members of its policy and decision-making bodies and the names of its principal administrative personnel.
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D.  Specific Objectives of the Accreditation Process in Evaluating a Program in Hospitality Administration
MISSION, OBJECTIVES, and OUTCOMES

Standards:

1. A mission statement for the program exists and is aligned with the missions of the School/College and the parent institution.  

2. There are identifiable program learning objectives.  

3. There are specific and measurable student learning outcomes.

                                       PLANNING AND ASSESSMENT

Standards:

1. All program components are routinely assessed. Mechanisms are in place and regularly utilized for assessing the educational effectiveness of the program

2. Results of self-assessment processes are translated into programmatic change. 
3. The program of self-assessment and planning processes gets the support it needs to be carried out effectively.

4. The program has procedures for maintaining an ongoing record of attainment of its graduates and utilizes the information thus derived in its academic planning and assessment. 
5. There is evidence of on-going planning activities within the program.
6. 
Current students have a reasonable involvement in the evaluation of the program. (This standard applies to two year programs)
7.
The program has a process for significant input from industry representatives and uses the information for program planning. (This standard applies to two year programs)

ADMINISTRATION AND GOVERNANCE
Standards: 

1. The program is structured with sufficient operational independence, consistent with the mission and objectives of the institution, to enable the program to achieve its mission successfully. 
2. The structure of the programmatic unit provides opportunity for effective leadership that promotes the objectives of the programmatic unit. 

3. The courses that constitute the common body of knowledge in hospitality administration are under the administrative prerogative of the programmatic unit in hospitality administration. 

                                   CURRICULUM

Standards: 

1. The curriculum, specifically subject-matter content, learning activities, and output evaluation, is designed to meet the program’s mission and objectives. 

2. The curriculum provides students not only with a common body of knowledge in hospitality administration, but also with opportunities for students to receive a broad education and awareness of values, skills, and attitudes that will prepare them for imaginative and responsible citizenship roles in business and society. It enables them to understand and apply the concepts of problem-solving in general and in organizational and industry-related issues. 

3. The curriculum is designed to provide a sequential development and logical progression in coursework.

4. The curriculum includes an appropriate mix of theoretical and applied experiences for achieving the educational objectives.

5. The curriculum provides a balanced mix and flexibility in hospitality elective offerings.

6. In curricula designed with more than one area of specialization or concentration, including distance education, the objectives and requirements of each are clearly distinguished. 

7. Opportunities are provided for advanced work in some of the subject-areas, consistent with the program's objectives and capabilities. (This applies to four year programs)
8. For each course offered specifically by the degree program or under the prerogative of the program, there is a detailed and organized instructional outline, course of study, syllabus, or teaching guide showing specific objectives, subject-matter, student learning outcomes, teaching method, and learning activities.

9. The curriculum provides clear evidence that the program encourages creative leadership in and response to social, economic, and technological developments, and the application of evolving knowledge in the behavioral and quantitative sciences.
10. In the event that the program involves any relationship with organizations outside of the institution, such a relationship must include a written agreement defining the learning activity and responsibilities involved and assuring that the relationship is consistent with the mission and objectives of the program. 

FACULTY/INSTRUCTIONAL STAFF

Standards: 

1. The preparation and qualifications of all members of the instructional staff are suited to the field and level of their assignments. Those in conventional academic fields hold advanced academic degrees or present evidence of scholarship or creative achievement appropriate to their positions; those in professional or technical fields have equally appropriate preparation and attainments.

2. The faculty is numerically sufficient to achieve the objectives of the program and to perform the responsibilities assigned to it:  instruction, advisement, academic planning, curricular development, and program direction. 

3. Professional, clerical, and paraprofessional staff members are available and adequate to assist instructional faculty in materials preparation, supervision, tutoring, and other general tasks. 
4. Conditions of service, including appointment, promotion, salary, workload, etc. are equitable and administered ethically 
5. The faculty is substantively involved in curricular development and evaluation and in the formulation of academic policies and practices. 

6. Mechanisms are in place and regularly utilized for evaluating teaching effectiveness and effectiveness in career and academic advisement.

7. There is an appropriate balance between full-time and part-time faculty to enable the program's objectives to be realized.

8. Most program core requirements are taught by full-time faculty. (This standard applies to two year programs)
9. There is evidence that the professional development of the faculty is encouraged, supported, and evaluated. 

10. Members of the faculty demonstrate continuous professional growth, productivity, and enhancement of experience in their areas of expertise.

STUDENT SERVICES AND ACTIVITIES

Standards:

1. Accurate and clearly stated information about admission, progression, retention, dismissal and graduation requirements is available in written form. These requirements meet or exceed the minimum standards of the parent institution.

2. Transfer credit is granted for courses taken at another institution only when the course work and the level of the transfer applicant’s achievement, permits the student to complete satisfactorily the remaining upper division professional course work. (This applies to four year programs)
3. Opportunities for appropriate academic advising and counseling are available to all students.

4. Opportunities exist for students to receive exposure to career preparation services. 

5. Effective procedures exist to assure the reasonable progress of students toward meeting stated graduation requirements. 
6. Students have involvement in the planning and assessment of the accessible services offered by the program. 

PHYSICAL AND LEARNING RESOURCES

Standards:

1.
The program has access to appropriate physical resources, such as classroom space, office space, and facilities and equipment in order to satisfactorily meet the program’s mission, objectives, and learning outcomes.
2. The program has a carefully constructed, functioning, and monitored plan for the continued maintenance, replacement, modernization, and support of laboratory equipment and related facilities.
3. Appropriate learning resources and facilities (libraries) are available to support the program’s objectives.

4. The library access system (including technical and non-technical reference materials, books, journals, and online databases) reflects the current needs of both the students and faculty. 

FINANCIAL RESOURCES

Standards:

1. Financial resources are sufficient to support the educational objectives and meet contractual obligations.

2. Evidence indicates the program has sufficient financial stability to enable it to continue to meet its contractual obligations and achieve its educational objectives over a reasonable future period. 

III. STANDARDS FOR ACCREDITATION AND SPECIFICS ADDRESSED IN EACH

The basic premises in accreditation are the objectives or purposes of the process. These must be appropriate, clear, and explicit.

Accrediting standards represent those generalized conditions or characteristics that have been determined to be essential for the program to have in order to achieve its objectives. Standards are to be expressed qualitatively, to be applicable to a diversity of institutions or programs, and must consider educational outcomes (outputs) as well as resources and processes (inputs). For standards to be valid, they must be capable of being derived from the objectives. They must also be appropriate, clear, and explicit.

The standards, which follow, are believed to represent those conditions or characteristics that should be present in a program of hospitality administration seeking accredited status.

MISSION, OBJECTIVES, and OUTCOMES

Standards

1.  A mission statement for the program exists and is aligned with the missions of the School/College and the parent institution.  Is the mission statement clearly stated and publicly available?
2.  There are identifiable program learning objectives.  Do the program learning objectives support and flow from the mission statements of the program, school/college, and the parent institution? In complying with standard two, please identify what the programmatic learning objectives are and how they were determined. If there are learning objectives at the institutional level, are these objectives in alignment with those of the program? 

3. There are specific and measurable student learning outcomes.  What are the learning outcomes for the program? Can they be referenced to specific courses and course objectives?   

Supportive materials and information that may be useful in responding to the standards above:
Program learning objectives are broad statements about expectations detailing what students should have knowledge about by graduation and through the first few years of employment. Student learning outcomes specify what skills or thinking processes should be attained.

Examples:

Program Learning Objective:

Upon graduation from the hospitality management program, students will be able to perform the technical (operational) aspects of a foodservice operation.

Student Learning Outcomes (relating to the above program learning objective):

Identify the components involved in American Table Service

Respond appropriately to a guest complaint

Perform routine functions of a point of sale system

In the visiting team’s workroom, provide the following:

Any documents in which the program’s mission, objectives, and outcomes are published or are otherwise publicly available

Appraisal and Plan of Action

1. Has the appraisal of program learning objectives revealed any need for revision? Were stated objectives too high or too low for the students served and/or the needs of the profession? 

2. In appraising the program in terms of the Standard on Mission, Objectives, and Outcomes, what strengths and weaknesses have been identified? What changes are being discussed, planned, or implemented to remedy weaknesses?

                                                   PLANNING AND ASSESSMENT

Standards

1. All program components are routinely assessed. Mechanisms are in place and regularly utilized for assessing the educational effectiveness of the program.  List and describe the methods used to assess student learning outcomes in your program. How is the assessment plan tied to the mission statement and learning objectives for the program? Is there an online or distance learning component of the program? Is it assessed differently than its traditional counterpart?

2. Results of self-assessment processes are translated into programmatic change. What processes are used to review student learning outcome data? How is the data used by the faculty to make program improvements?
3. The program of self-assessment and planning processes gets the support it needs to be carried out effectively.

4. The program has procedures for maintaining an ongoing record of attainment of its graduates and utilizes the information thus derived in its academic planning and assessment.

5. There is evidence of on-going planning activities within the program. Describe the planning process. Detail the types of both long-range and short-range planning activities that the program engages in. At what level is the faculty involved with these activities? In addition, please respond to the following questions: 
1. Is there a strategic plan? (Is there an electronic link to it?)

2. Is there a marketing plan? (Is there an electronic link to it?)

3. Is there a formal curriculum review process? What requirements or provisions exist for the continuing review and appraisal of the curriculum? Are course offerings systematically evaluated to determine their quality and their appropriateness in meeting program objectives? How is a new curriculum proposal developed, considered at decision-making levels, and finally adopted? Is this process clearly defined in written form and understood by all parties involved?

6. 
Current students have a reasonable involvement in the evaluation of the program. (This standard applies to two year programs)
7.
The program has a process for significant input from industry representatives and uses the information for program planning. (This standard applies to two year programs)

Supportive materials and information that may be useful in responding to the standards above:

In the visiting team’s workroom, provide the following:

If there are no electronic links, please provide the strategic plan, marketing plan, assessment documents, etc. 

Appraisal and Plan of Action

1. Are the procedures for the review of the objectives and for evaluating the effectiveness with which they are being achieved adequately and systematically followed?

2. Does the program regularly assess the fulfillment of its objectives by undertaking studies of the program's impact upon students and graduates?

3. Evaluate the various studies undertaken to assess the effectiveness of the educational program, including comparisons of student achievement, records of recent graduates in the profession, percentage of graduates continuing their education, etc. Is the data reliable and extensive enough to be used effectively?

4. Are all appropriate constituencies involved in the planning process? 

5. In appraising the program in terms of the Standard on Planning and Assessment, what strengths and weaknesses have been identified? What changes are being discussed, planned, or implemented to remedy weaknesses?

ADMINISTRATION AND GOVERNANCE
Standards 

1. The program is structured with sufficient operational independence, consistent with the mission and objectives of the institution, to enable the program to achieve its mission successfully. Describe the organizational structure of the program within the institution. Also, describe other hospitality and/or related programs in the institution (for example Foods and Institutional Management, Recreation and Leisure, Tourism, Nutrition) and their relationships with this program.
2. The structure of the programmatic unit provides opportunity for effective leadership that promotes the objectives of the programmatic unit. Describe the organizational structure of the program itself. Describe where the responsibility lies for formulating and administering the program, including matters such as faculty selection, retention, promotion, and tenure; curriculum; methods of instruction; admission policies; and academic standards for retention, advancement, and graduation of students. Also, describe any advisory groups, internal or external, that may be used by the program to assist in meeting its objectives.

3. The courses that constitute the common body of knowledge in hospitality administration    are under the administrative prerogative of the programmatic unit in hospitality administration. 

Supportive materials and information that may be useful in responding to the standards above:

In the visiting team's workroom, provide the following:

(a) Minutes of meetings of program faculty 

(b) Minutes of meetings of advisory groups

(c) Organizational chart(s) for administration and faculty governance structure 

Appraisal and Plan of Action
1. Is the organizational structure of the program clear and well defined? Does it function in the manner described in organizational charts? 

2. Are the program's objectives understood and supported by the institution? In what ways do the functions of the institutional administration assist the program in fulfilling its mission?

3. Does the program's structure provide sufficient operational independence to enable it to achieve its objectives? 

4. Does the structure provide opportunities for effective leadership to promote the objectives? 

5. Assess the quality of communication among the institutional governing authority, program director, faculty, and staff.

6. Is there evidence that the director comprehends and is able to address the range of issues and needs confronting the program? 

7. In appraising the program in terms of the Standard on Administration and Governance, what strengths and weaknesses have been identified? What changes are being discussed, planned, or implemented to remedy weaknesses?

CURRICULUM

Standards 

1. The curriculum, specifically subject-matter content, learning activities, and output evaluation, is designed to meet the program’s mission and objectives. Describe the program’s curricular structure to meet the program’s mission and objectives. Develop a matrix illustrating in what required courses the program’s learning objectives are introduced, emphasized, and reinforced. Table 1 is a template that can be used for this purpose. Please provide Table 1 in this section of the Self-Study Report.
2. The curriculum provides students not only with a common body of knowledge in hospitality administration, but also with opportunities for students to receive a broad education and awareness of values, skills, and attitudes that will prepare them for imaginative and responsible citizenship roles in business and society. It enables them to understand and apply the concepts of problem-solving in general, and in organizational and industry-related issues. This common body includes the following. 

(a) General education 

Studies in areas of human achievement other than the purely professional are important in the education of hospitality administrators. Students shall have an opportunity for study in the natural and physical sciences, social sciences, and communication, as well as in the arts and humanities. 

(b) Hospitality administration
Knowledge and understanding of the general principles of the following areas, and specific applications in hospitality management:

· historical overview of the hospitality industry and the profession;

· the marketing of hospitality goods and services; 

· the operations relative to the provision of hospitality goods and/or services, including foodservice management and/or lodging management and related services; 

· the study of decision making models for energy, maintenance, and engineering situations within the hospitality industry;*
· accounting procedures/practices;

· financial management of hospitality goods and services;*
· the economic environment of profit and non-profit organizations; 

· the legal environment of profit and non-profit organizations; 

· ethical considerations and socio-political influences affecting organizations; 

· quantitative methods;*
· management information systems and technology including computer applications;

· the planning for, the utilization of, and the management of human resources including the understanding of human behavior; 

· organizational theory, foundations of management, leadership theory, strategic management, and exposure to critical thinking skills;

· effective communication including both oral and written form;

· a provision of sufficient areas of specialization to allow students to develop a depth of knowledge and/or a broad exposure to the diverse segments of the industry;*
*   For four year programs

(c)
Work experience
Relevant operational and/or management experience in some facet of the hospitality industry, with guidance and supervision guaranteed by the industry and the academic program.

Commentary 

Standard 2 (a, b, and c) may be met in a variety of ways. Some may prescribe individual courses in each area; others may choose different patterns to achieve the learning objectives desired. Imaginative and innovative curricula that seem to be at variance with the standard may be found to meet the intent of the standard. A curriculum matrix  can be illustrated at this point to show which program courses correspond with the requirements of standard 2 (a-c). This matrix becomes part of the body of the report in this section. An example of a curriculum matrix can be found in the appendices at the end of this document.

3. The curriculum is designed to provide a sequential development and logical progression in coursework. Describe the program’s efforts to ensure that the educational requirements are so organized as to enable knowledge and skills to be developed progressively throughout the program.
 4.  The curriculum includes an appropriate mix of theoretical and applied experiences for achieving the educational objectives.

 5.  The curriculum provides a balanced mix and flexibility in hospitality elective offerings.

 6.  In curricula designed with more than one area of specialization or concentration, including distance education, the objectives and requirements of each are clearly distinguished. 

 7.  Opportunities are provided for advanced work in some of the subject-areas, consistent with the program's objectives and capabilities. (For four year programs)
8. For each course offered specifically by the degree program or under the prerogative of the program, there is a detailed and organized instructional outline, course of study, syllabus, or teaching guide showing specific objectives, subject-matter, student learning outcomes, teaching method, and learning activities. Provide evidence that for each course there is a detailed and organized instructional outline, course of study, syllabus, or teaching guide showing learning outcomes, ways of assessing learning, teaching and learning activities, helpful resources, and alignment with program objectives.
9. The curriculum provides clear evidence that the program encourages creative leadership in and response to social, economic, and technological developments, and the application of evolving knowledge in the behavioral and quantitative sciences. Provide evidence that the program encourages the development and testing of innovative and experimental approaches to learning and responds creatively to social, economic, and technological developments.
10. In the event that the program involves any relationship with organizations outside of the institution, such a relationship must include a written agreement defining the learning activity and responsibilities involved and assuring that the relationship is consistent with the mission and objectives of the program. 

Supportive materials and information that may be useful in responding to the standards above: 

In the visiting team’s workroom, provide the following:

(a) Copies of syllabi and supporting information for each hospitality course as described in Standard 8

(b) Student evaluations of courses and instructors 

Appraisal and Plan of Action

1. Evaluate curricular offerings in relation to the stated mission and objectives of the institution. Are any of the objectives overlooked in the curriculum? Are there any elements for which the mission statement does not provide clear support? 

2. Are the general education requirements effective in terms of the stated objectives? How effectively are the rationale and requirements for general education communicated to students?

3. How effective are the program’s own mechanisms to ensure quality control over all courses offered in its name?

4. In appraising the program in terms of the Standard on Curriculum, what strengths and weaknesses have been identified? What changes are being discussed, planned, or implemented to remedy weaknesses?

FACULTY/INSTRUCTIONAL STAFF

Standards 

1. The preparation and qualifications of all members of the instructional staff are suited to the field and level of their assignments. Those in conventional academic fields hold advanced academic degrees or present evidence of scholarship or creative achievement appropriate to their positions; those in professional or technical fields have equally appropriate preparation and attainments.

2. The faculty is numerically sufficient to achieve the objectives of the program and to perform the responsibilities assigned to it:  instruction, advisement, academic planning, curricular development, and program direction. 

3. Professional, clerical, and paraprofessional staff are available and adequate to assist instructional faculty in materials preparation, supervision, tutoring, and other general tasks. 
4. Conditions of service, including appointment, promotion, salary, workload, etc. are equitable and administered ethically. What does the program consider to be the duties and responsibilities of the individual faculty member? Where are these described? Describe the conditions of service for faculty, including policies and procedures on tenure and promotion, workload, salary, etc.
5. The faculty is substantively involved in curricular development and evaluation and in the formulation of academic policies and practices. 

6. Mechanisms are in place and regularly utilized for evaluating teaching effectiveness and effectiveness in career and academic advisement. Describe the mechanisms in place for evaluating teaching effectiveness. How often does such evaluation occur? What mechanisms are used to evaluate effectiveness of faculty in career and academic advisement? How often does such evaluation occur?
7. There is an appropriate balance between full-time and part-time faculty to enable the program's objectives to be realized.

8. Most program core requirements are taught by full-time faculty. ( For four year programs)
9. There is evidence that the professional development of the faculty is encouraged, supported, and evaluated. 

10. Members of the faculty demonstrate continuous professional growth, productivity, and enhancement of experience in their areas of expertise.

Supportive materials and information that may be useful in responding to the standards above:

In this section of the report provide the following:

(a) The Program Faculty Profile (Table 2)
(b) A report on the current teaching load/workload of each faculty member 

In the visiting team’s workroom, provide the following:

(a) Workplace policies for full-time and part-time faculty

(b) Curriculum vitae (resumes) including biographical and educational summaries of each member of the faculty (full-time and part-time). These individual vitae/resumes should document the most recent seven year history.
Appraisal and Plan of Action

1. How does the program recruit and select full-time and part-time faculty positions? Who has input in those hiring decisions? Evaluate the effectiveness of the hiring process.

2. Evaluate the provisions made for professional, clerical, and paraprofessional staff development.

3. Evaluate the effectiveness of promotion policies and procedures, including salaries and benefits, in the retention of qualified faculty members.

4. Are provisions made for faculty (full-time and part-time) involvement in curricular development and in formulating academic policies?

5. Assess how the effectiveness in teaching and effectiveness in career and academic advisement are factored into the retention of full time faculty. 

6. What evidence exists to show that teaching assignments are equitably and reasonably determined?

7. Provide evidence that the program's faculty is provided equitable and reasonable professional development support.

8. Is there effective communication among the faculty and between the faculty and administration? What are the mechanisms for communication between part-time faculty and the academic department?

9. In appraising the program in terms of the Standard on Faculty/Instructional Staff, what strengths and weaknesses have been identified? What changes are being discussed, planned, or implemented to remedy weaknesses?

STUDENT SERVICES AND ACTIVITIES

Standards

1. Accurate and clearly stated information about admission, progression, retention, dismissal and graduation requirements is available in written form. These requirements meet or exceed the minimum standards of the parent institution. Describe how the program communicates to its students concerning its academic policies and procedures. This would include information about the program's admission, progression, retention, dismissal, and graduation requirements. Describe, if applicable, the program's policies and procedures governing the number of hours a student can receive credit for activities outside the classroom such as life experience, fieldwork, directed study, etc.
2. Transfer credit is granted for courses taken at another institution only when the course work and the level of the transfer applicant’s achievement, permits the student to complete satisfactorily the remaining upper division professional course work. (For Four Year Programs) Describe the program's transfer/change of major policies and practices from both within the institution and from another institution.
3. Opportunities for appropriate academic advising and counseling are available to all students.

4. Opportunities exist for students to receive exposure to career preparation services. Describe the efforts of the program to enable the student to develop an understanding and appreciation of the dynamics, values, and norms of the hospitality industry environment. Are there career symposiums with industry or career fairs available? Is there a career and placement center? Are the services offered appropriate and adequate to serve the mission of the program and the needs of the students?
5. Effective procedures exist to assure the reasonable progress of students toward meeting stated graduation requirements. Describe the policies and procedures for developing and maintaining satisfactory records for each student in the program. Is this information secure? What permanent records are maintained (financial information, student records, transcripts, faculty information, test scores, records of graduates, etc.)? How are these organized? How are they stored? How available are they? How long are they maintained?

6. Students have involvement in the planning and assessment of the accessible services offered by the program. 

Supportive materials and information may be useful in responding to the standards above:

In this section of the report provide the following:

Student Profile (Table 3)
In the visiting team’s workroom, provide the following:

(a) Any documents, brochures, or enrollment data that would provide some sense of the nature of the students in the program.

(b) Any documents that would be appropriate to support the program’s analysis of the effectiveness of student services and activities.

Appraisal and Plan of Action

1. Evaluate the mechanisms the program has in place and uses to determine student satisfaction with the program, including analysis and follow-through on dropout and retention rates, graduates and contacts with employers. 

2. How adequate are the support services offered for traditional students, non-traditional students, special needs students, and those students participating in distance education? 

3. In appraising the program in terms of the Standard on Student Services and Activities, what strengths and weaknesses have been identified? What changes are being discussed, planned, or implemented to remedy weaknesses?

PHYSICAL AND LEARNING RESOURCES

Standards

1. The program has access to appropriate physical resources, such as classroom space, office space, and facilities and equipment in order to satisfactorily meet the program’s mission, objectives, and learning outcomes. Describe the space available for the program:  classrooms, laboratories, offices, facilities, etc.

Commentary

These may include facilities for experiential learning in food and beverage, housekeeping, property management or design, etc., and must be of adequate size relative to enrollment in the program. Laboratory (e.g., kitchen) experiences shall take place in facilities that are approved by federal, state, and local agency codes and have sufficient experienced personnel and adequate equipment to enable the program's objectives to be met. Classroom multi-media teaching equipment and materials are appropriate and adequate to meet the needs of both the faculty and the students. Offices are available for the program director, faculty, and staff as needed. Every effort is made to ensure that those who are involved with student counseling and advisement have access to quarters that provide privacy and ensure confidentiality. Physical resources and facilities are equitably available to day, evening, and distance sessions and are located so that each student or group of students has access to them. If off campus facilities are used for programmatic instruction, describe the contractual obligations involved in retaining the use of these facilities.

2. The program has a carefully constructed, functioning, and monitored plan for the continued maintenance, replacement, modernization, and support of laboratory equipment and related facilities.
3. Appropriate learning resources and facilities (libraries) are available to support the program’s objectives.

4. The library access system (including technical and non-technical reference materials, books, journals, and online databases) reflects the current needs of both the students and faculty. To what extent are faculty and students involved in the formulation and implementation of library policies and procedures, in the selection of books and materials, and in improving library and learning resources?
Supportive materials and information may be useful in responding to the standards above:

In the visiting team’s workroom, provide the following:

Information about program facilities such as a master plan and accompanying maps, equipment replacement schedules, or space utilization studies. Access to library databases and specific program holdings would also be beneficial to the site team.

Appraisal and Plan of Action

1. Are the physical resources adequate for the achievement of the program's objectives now and into the future? 

2. Are the learning resources and library material collections in balance with need and adequately supported? Are there areas with too few or unnecessary items available in relation to numbers enrolled and the nature of the instructional program?

3. In appraising the program in terms of the Standard on Physical and Learning Resources, what strengths and weaknesses have been identified? What changes are being discussed, planned, or implemented to remedy weaknesses?

FINANCIAL RESOURCES

Standards

1. Financial resources are sufficient to support the educational objectives and meet     contractual obligations. Describe any significant changes and trends reflected in the financial data appended.

2. Evidence indicates the program has sufficient financial stability to enable it to continue to meet its contractual obligations and achieve its educational objectives over a reasonable future period. 

Commentary

Some of the information needed to provide an understanding of the financial resources of a program is of a quantitative nature and can be accumulated in data form. Some is likely to be of a qualitative nature and can only be conveyed in narrative form. 

Programs are encouraged to explain and interpret financial information so that they and outside audiences will be provided with a clear understanding of their fiscal resources and stability. 

Supportive materials and information may be useful in responding to the standards above:

In this section of the report provide the following:

(a) Any financial information that will support and clarify the descriptive material presented

(b) Provide a current funds budget for the current fiscal year (Table 4) and for the prior two fiscal years, if available.

Appraisal and Plan of Action

1. In narrative and/or statistical format, as appropriate, assess the currently significant financial problems, if any, that affect the program's ability to achieve its objectives, and those that are expected or possible over the next five years. The commentary should identify any assumptions about significant factors on which expectations are based. 

2. In appraising the program in terms of the Standard on Financial Resources, what strengths and weaknesses have been identified? What changes are being discussed, planned, or implemented to remedy weaknesses?

IV. THE ACCREDITATION PROCESS

The accreditation process requires three major efforts:  a programmatic self-analysis, an evaluation by professional colleagues, and a review and decision by the Accreditation Commission.

Programmatic Self-Study

Through self-study, the program mobilizes its various elements to reflect on the purposes and effectiveness of the program, examine its strengths and weaknesses, and, where problems or opportunities are identified, begin to work toward their solution or fulfillment. The following questions are critical:

What are the program's learning outcomes?

Are these objectives appropriate now and for this particular program? Are these outcomes measurable? How will the outcomes be assessed throughout the curriculum?

Are all of its efforts so organized and designed as to make it possible to achieve these objectives?

Are the resources available to carry out the programs? Will they continue to be available?

What evidence exists to show that the objectives are being achieved?

Programs are expected to use the Commission's Standards for Accreditation as the primary basis for their self-study. The format and questions in the Self-Study Guide have been developed to assist programs in describing and appraising their status with respect to each standard. Once the questions have served the purpose of eliciting essential information, the material is then organized in a concise, readable, but substantial document to be used for internal planning by faculty members, administrators, and students. 

Visiting Team Evaluation:

After the Self-Study Report has been received in the Commission office, the program is visited by a team assembled by the Commission staff.

Dates of Visit: The dates for the on-site evaluation are agreed upon by the Commission's Staff Director and the program head. These dates are normally selected at least one year in advance of the visit.

Selection of Team Chairperson: The role of the chairperson is a central factor in the success of the accreditation process. The chairperson must be of sufficient professional stature to command the respect of the program, be prepared by experience to understand its objectives, and be able to represent the Commission effectively. The primary responsibility of one who chairs an evaluation team is to keep all team members aware that they must look at the program as a whole and, thus, must work as a team, pooling resources and insights, stimulating and questioning each other, searching and discussing until issues are clear and a consensus emerges.

Well in advance of the scheduled date for the evaluation, the Director, with a consideration of the nature and needs of the particular program, proposes a team chairperson to the program head and solicits comments. While the Commission always reserves the right to appoint the chair as well as members of the team, the views of the program are important in ensuring the appropriateness and effectiveness of evaluators.

Selection of Team Members: The Commission maintains an active file of evaluators, usually recommended by institution and program heads, colleagues who have themselves participated in the evaluation process, Commission members, and the Commission staff. The Commission relies on the personal and professional integrity of individuals to refuse any assignment where even the slightest potential for conflict of interest exists.

From this file, and with the help of the team chairperson, the Commission staff selects a prospective team. The list of team members is then sent to the program head for comments concerning the proposed members. The final determination of the team membership is then made by the Commission staff, and the office of the Director issues an invitation to the proposed members. Because it is sometimes necessary to make changes in the team, the chairperson will not proceed with arrangements for the visit until notified by the Director that all members of the team have accepted their assignments.

Format of Visit: Upon learning of the team's membership, the team chairperson communicates with the program head to discuss arrangements for the team's arrival, accommodations, etc. The program should arrange for charges for the team's lodging and meals to be billed directly to the institution/program.

After its arrival at the institution, the team holds a preliminary informal meeting, after which it meets with key members of the program/institution for additional orientation, either of a general or specific nature, which the program deems appropriate and essential. This first meeting is informal, and should provide an opportunity for allaying any tensions and anxieties that may be evident. The following days of the visit are spent in conducting a rigorous review of the program. Team members will be involved in the following activities:
1. Interviewing individuals and groups, such as principal central administrative officers, 
program administrators, faculty, students, members of advisory committees, and industry representatives knowledgeable about the program.
2. Performing essential data-gathering functions. Analyzing the resulting information.

3. Writing a basic, substantive site visit report, including recommendation to the Commission.

4. Presenting the findings of the team to the program/administration during an exit interview session. This will provide an oral preview of all major points that win be made in team report, but will not include the recommendation of the team concerning accredited status.

Report and Recommendation to the Commission: The chairperson of the team, working with his or her colleagues, is responsible for the preparation of the team report for submission to the Commission. When the chairperson has completed an initial draft of the report, and has sent it to the other team members for correction, he or she forwards it to the program head who is allowed a brief period to correct factual errors. The final report is then sent to the ACPHA office via email for distribution to the appropriate parties.

COMMISSION ACTION

The Commission requests that the program head prepare a candid response to the final evaluation report of the team.  Addressed to the Commission, this response becomes part of the official record, to be considered along with the program’s self-study report and the team’s evaluation report before the Commission takes final action.

The Commission will consider each program’s application for accreditation at the earliest possible regularly scheduled meeting after the complete report is available.

Accreditation, once granted, is viewed as a continuing status, that is removed only for cause and then with scrupulous observance of due process. It is however, periodically reaffirmed through comprehensive evaluation by the Commission.  The timing of these reviews varies in accordance with the circumstances at a given institution and with the Commission’s judgment as to how it can best serve the program’s needs while simultaneously meeting its broader responsibilities.  The interval between comprehensive evaluations for programs continued in accreditation cannot, however, be longer than seven years.  In the interim, programs prepare and submit reports annually to the Commission.  In addition, programs are often required to submit special reports indicating progress in areas of concern, or to undergo limited evaluations focused on specified matters.  When a program undergoes a substantive change, or if its educational effectiveness is questioned at any time, the Commission will take appropriate action.  It reserves the right to review a program at any time that circumstances require.

Use of the Onsite Evaluation Report

A site visit team evaluation report is written for and addressed both to the program visited and to the Commission. Although the report has an important function in the total accreditation process, its orientation is to the program. Concerns and weaknesses are anchored in the ACPHA standards. Any recommendations made by the team are tied into stated concerns and weaknesses. The report provides information to both the program and the Commission of the degree to which the onsite evaluation team believes the program is meeting the accreditation standards. 

It follows that a program should be governed by two principles in using an evaluation report: (1) the report should be studied thoroughly by faculty members and administrators; (2) the program should note the clear distinction between recommendations the team has developed because of significant concerns that it has about the program, and suggestions that the team has made that may contribute to the improvement of educational quality but are advisory only. (See the Commission's Statement on Strengths and Weaknesses. p. 10, Manual for the Evaluation Team) An evaluation report is more the basis for further thought than the statement of a final conclusion. 

PROGRAM RIGHTS AND RESPONSIBILITIES

1. Release of Accreditation Information 

Programs may make publicly available information about their accreditation status, including findings of the evaluation teams and any obligations or requirements established by Commission action, as well as plans to address stated concerns. While the Commission does not release copies of self-studies, progress reports, or evaluation reports related to the accreditation of individual programs, the programs themselves may make these materials available, in their entirety, after notification of action on their status. 

If a program releases or otherwise disseminates information that misrepresents or distorts its accreditation status or the evaluation report, the program will be notified and asked to take corrective action. Should it fail to do so, the Commission will release a public statement in such form and content, as it deems necessary to provide correct information.

2. Statement on Accredited Status 

When accredited status is affirmed in an institutional catalog or other official publications, it should be stated accurately and fully. The Commission asks that a statement like the following be used: 

The program in Hospitality, Restaurant, and Institutional Management at the University of Hiawatha is accredited by the Accreditation Commission for Programs in Hospitality Administration, a specialized accrediting body. 

Programs on probation must include an indication of this status in the dissemination of any information about their accredited status. The following statement should be used: 

The program in

at

College (University) is accredited on probation by the Accreditation Commission on Programs in Hospitality Administration, a specialized accrediting body.

3.
Public disclosure of Information About Accredited Programs by the Commission
Upon inquiry, the Commission will release the following information about its accredited programs: 

The name and address of the program. 

The character and form of governance of the institution of which it is a part public or private, non-profit or profit, and whether it is part of a system. 

Names of the chief executive officer of the institution and of the program head. 

Date of initial accreditation. 

Date of most recent final action following a comprehensive evaluation. 

Date and nature (comprehensive or focused) of the next scheduled on-site evaluation.

For programs whose accreditation has been terminated, the date of termination

The Commission does not provide information about the following actions on individual programs: deferments, warning status, show-cause orders, or a denial of an initial accreditation.  Further, adverse actions that are subject to appeal are not communicated until the available appeals process is completed. 

The Commission may release the following information upon inquiry: the number of programs that have applied for accredited status; the number of programs that have been evaluated; the names of programs that have been granted accredited status; the cumulative percentage of programs in each of the categories of Commission action (approved, deferred, denied, put on warning status, on probation, issued a show-cause order). 

The Commission recognizes that, to be fully understood, information about the accredited status of programs must be placed within the context of the policies, standards, policies, and procedures of the Commission. In responding to inquiries, the Commission will endeavor to make this context clear.

BRANCH CAMPUS POLICY

A branch campus is usually defined as an instructional facility separated from the main campus, offering a complete educational program, and administered from the main campus. When a program in hospitality administration on the main campus seeks or has been granted accredited status by the Accrediting Commission for Programs in Hospitality Administration, and the parent institution opens a branch campus offering a program in hospitality administration, the Commission must determine whether the branch is to be included in the scope of the program's accreditation. 

A unit of an institution offering a program in hospitality administration may be excluded from the evaluation process for accreditation provided that:

(1) the unit is outside the jurisdiction or participating control of the administrative head of the unit holding or seeking accreditation; 

(2) the program's degree designation and transcript are clearly differentiated from that of the unit holding or seeking accreditation;

(3) the unit has not had at least two graduating classes.

When such exclusion occurs, the institution must ensure that its publications clearly state that accreditation status has been granted only to the program on the main campus.

USE OF THE ACPHA NAME

Although scholarly research of an investigative nature is strongly encouraged, the use of the Accreditation Commission on Programs in Hospitality Administration (ACPHA) name or standards by others for any purpose is not authorized without express written consent by ACPHA. Request for authorization must be presented to the ACPHA chairperson for consideration and approval by the ACPHA Executive Committee. 

ACPHA has been established to assess and enhance the quality of hospitality administration education programs seeking accredited status. Each program is evaluated in terms of its own appropriate objectives and the extent to which it is achieving these objectives. ACPHA thus considers the use of its standards in ranking hospitality administration programs to be inappropriate, and any comparisons of hospitality administration programs based upon ACPHA standards to be without foundation. 

ANNUAL REPORT POLICY

An annual report is to be submitted by every accredited program. The Commission may request that an annual report address specific issues of concern above and beyond those areas regularly addressed by the Annual Report Form. These issues may have been identified when the program was originally granted accreditation or they may have arisen subsequent to accreditation. All specific issues of concern will be anchored on a specific standard. The request for additional information will indicate which standard the information impacts. 

All Annual Reports are reviewed by the Executive Director and a summary of the reports is given to the Commission at its mid-year meeting. In the case that the Commission has requested extensive additional information, the original primary and secondary Commission reviewers will review the annual report, focusing on the auxiliary material requested. If the original reviewers are not available (no longer on the Commission, etc.), the Executive Director, in consultation with the Chair, will assign the review of the report to another primary and secondary reviewer team. 

If in the review of an annual report, the Executive Director notes any significant issue or change within the program, the Director will immediately contact the Commission Chair. The Executive Director, in consultation with the Chair, will assign the review of the report to another review team.
If, in the course of reviewing an annual report, the reviewer(s) feel(s) that the program should provide more information in order to make a recommendation, specific information will be requested of the program through the Executive Director after the Director consults with the Commission Chair.

COMMISSION EVALUATION PROCEDURES

The Commission conducts an ongoing evaluation of the accreditation process by requesting substantial input from the participants in the on-site evaluation visits. Three types of confidential evaluations are conducted. The members of the evaluation team are requested to evaluate the process as well as the overall visit they conducted. Team Chairs are requested to evaluate the individual members of the team as well as the general conduct of the visit and the program's readiness for the evaluation team. 

The Commission Director reviews and analyzes the evaluations and prepares a report to the Commission which includes an overview of the evaluations and the process. The Director also compiles individual comments while protecting the confidentiality of the writers, which gives the Commission feedback on the entire process. 

The Commission takes suggestions and comments into consideration when reviewing policies and procedures and developing training sessions for future reviewers.
THE ROLE OF THE COMMISSION REVIEWER (Reader)

To facilitate an in-depth review and discussion of the materials related to the evaluation of a program, two members of the Commission are designated as reviewers for (a) each program being considered for accredited status at a particular meeting, and (b) informational/progress reports and/or reports of special visits the Commission has required of specific programs. At least one of the reviewers will be a hospitality educator. 

The reviewers are designated by the Commission Chairperson in conference with the Commission Director. The reviewers are designated "first" and "second" to indicate the order of their responsibility and participation in presenting analysis and recommendations. The first reviewer should assume the responsibility for contacting the second reviewer in order to develop the joint recommendation(s) that will go to the Commission.

1. Reviewers of Programs Seeking Accredited or Renewal of Accredited Status 

Copies of all materials related to the program's evaluation (previous visiting team report and notification of Commission action, current self-study report and supporting materials, recommendations of current visiting team and the program's response to the team's report) are forwarded to the reviewers well in advance of the Commission meeting. Reviewers are asked to study these materials in relation to the Commission's Handbook of Accreditation and the Self- Study Guide prior to the meeting.

At the Commission meeting, one hour is set aside to review each evaluation report. While site team chairpersons and program representatives do not participate in the Commission meeting, the reviewers may determine that a team chairperson's or the program representative's presence and contributions are essential to their deliberations in given situations. If this is the case the reviewers will contact the Commission Director who after consultation with the Executive Committee will invite the site team chairperson, a program representative, or both to attend the meeting. As for all discussions about programs before the Commission, the Chairperson or his/her designee will initiate and guide the discussion by questioning the chairperson of the visiting team and/or the program representative about matters in any of the materials that, in the reviewers' opinion, seem to be unclear or in need of further elaboration. When the Chair or designated Commissioner has finished the questioning, questions from other members of the Commission may be invited by the Chair or designee. This procedure (inviting team chair or program representative) should be used only in extraordinary circumstances where the information necessary was not otherwise obtainable through normal Commission communication channels and information gathering procedures.

If the team chairperson has not been invited to the meeting, the reviewers will proceed directly to present a summary of their findings and recommendations. They are expected to have framed in to writing the following:

a. A motion for Commission action on the program's accreditation (grant accreditation, defer action or deny accreditation).
b. A list of significant strengths and weaknesses of the program that bear directly on the program's accredited status and are anchored to the Commission's standards.

c. The specific areas of concern anchored in the accreditation standards and due dates of program progress reports, if any are to be requested.

2. Procedure for Gathering Additional Information: 

Reviewers are to make every reasonable effort to acquire any additional information they think is directly pertinent to their recommendations or the ability of the Commission to adequately review the ability of a particular program to meet the Commission standards. They should identify specific information and or questions about the self study report or the site team report well in advance of the Commission meeting (thirty days) and contact the Commission Director with their requests for information and the relevance this information has for the particular standards 

The Director will contact the site visitation team to see if that information was available but not reported. If this contact does not yield the necessary information, the Director will, after consultation with the Chair, contact the program with the request and make every effort to have the information available to the reviewers in sufficient advance time to the meeting at which the program will be acted upon by the entire Commission.

It is the intent of this procedure to have all the necessary and relevant information required for the Commission as a whole to act on a specific program. The Commission reviewers may also be contacted by other Commission members to ask about the availability of specific items of their individual concern that are unavailable in the site team report and the program response distributed to all Commissioners. In specific areas of concern to non-reviewing Commissioners, they may individually contact the Director to inquire if the information of interest is available in the self-study or other documents not generally sent to all Commissioners. The Director will seek to provide that information to the best of his/her ability. If the information requested does not exist in any available form, the Director after gaining the agreement of the Chair will contact the program for that information and make it available to the requesting commissioner and notify the reviewers that the information was requested and provide a copy to them as well. In any event, all self-study documents will be available to any commission member at the Commission meetings for review.

When reviewing a response to deferral of accreditation or a special report (including annual reports) if it would be of assistance to review the most recent Self Study, team report, response to the team report and any additional material on file in the Commission office, the primary reviewer should contact the Director to request that information. However, the information requested should have pertinence to the specific issues causing the special report or deferral.

 If the requested material cannot be provided within enough time to allow a thorough, fair review by the review team, the program will be allowed to request a postponement of action. The postponement will be considered by the Chair of the Commission. If the postponement is granted, it will be effective for only one meeting. The information must be reviewed at the next regularly scheduled Commission meeting.

3. Reviewers of Reports Required by the Commission 

For all progress reports required by the Commission that are related to continued accredited status and considered by the MI Commission, two reviewers (primary & secondary) are also designated. These reviewers, after study of the report, are expected, to develop a written recommendation for the Commission to:

a. accept or reject the report and notify the program of the Commission's action; 

b. notify the program that the report has been received and reviewed, but that additional information and/or visits are essential. 

The recommendation must reference all applicable standards, be addressed to the Commission office, and should be received in that office at least three weeks prior to the Commission meeting at which the report will be considered.

APPEALS PROCESS 

The Commission wishes to provide due process to programs claiming to be aggrieved by an action of the Commission. 

1. Appealable Actions: 

Appealable actions include being placed on probation, denial of accreditation, or termination of accreditation. 

2. Grounds for Appeal

An appeal of Commission action must be based on one or more of the following grounds: 

(a) There were errors and omissions in carrying out prescribed procedures in the accreditation the process. 

(b) There was demonstrable bias or prejudice on the part of one or more members of the site evaluation team or the Commission that significantly affected the decision. 

(c) The evidence before the Commission at the time of the decision was materially in error. 

(d) The decision of the Commission was not supported by the facts before it at the time or was contrary to the substantial weight of evidence before the Commission.  

3. Time for Filing Appeal 

To exercise its right of appeal, the program must file with the Commission a written notice of intention to appeal in accordance with Commission policies and procedures.

(a) The notice of intention to appeal is to be submitted by the head of the program within thirty (30) calendar days after the date of notification of the action taken by the Commission. 

(b) The notice of intention to appeal shall set forth in writing the specific grounds for the request, and a statement of the reasons for each ground, along with any other relevant statements or documents the program desires to include.

4. Appointment of Appeals Board 

As promptly as possible after the Commission receives a request to appeal a Commission decision on accreditation, an Appeals Board shall be appointed. Three persons or more will be designated as the Appeals Board from a list of ten persons identified in advance to the program. The list is selected from a pool of candidates, established by the Commission, who have knowledge of accrediting purposes and procedures, and may include faculty, educational administrators, industry members, or members representing the public. The roster will normally be sent to the program within twenty-one (21) days of appeal receipt. The program may, within ten (10) days of receipt of the list, strike up to two persons from the list. The Commission will appoint the Chairperson of the Appeals Board. No member of the Appeals Board shall be a current member of the Commission. 

5. The Hearing

The Appeals Board shall meet at a time and place selected to allow the program to make its presentation. Every effort will be made to schedule the hearing within ninety (90) days of receipt of the appeal request. Adequate time must be provided for presentations and careful deliberations. If the program waives personal appearance, the matter will be handled solely on briefs submitted. 

Appeals Board members will be provided with a copy of the Self-Study Report, the team report with appended program response, the letter of notification of the Commission action, and the request for a hearing, which states the grounds for the appeal. In addition, the Board shall have full access to all other documents and records filed with the Commission by the appellant program during the accreditation process. 

Appeals are administrative, not judicial, hearings. Hearings on appeals are closed to the public. The parties to an appeal shall not have the right to cross-examine individuals such as the staff, members of the visiting team, or members of the Appeals Board. The Board, however, may request testimony from representatives of the appellant unit, the site visit team, the Commission, and/or other witnesses whose statements are deemed by the Board to be potentially useful. Witnesses may present oral and written statements as authorized by the Board. The Appeals Board Chairperson Board may set a time limit on oral presentations and shall notify all affected parties of any time limit prior to the hearing. 

During the hearing, the appellant unit and the Commission shall have the following rights: 

(a) To be represented by a representative(s) person of their choice; 

(b) To present written or oral testimony in keeping with any time limitations on oral presentations that may be established by the Board; 

(c) To receive a transcript and any related records of the hearing, upon payment of cost of reproduction; 

(d) To be present during the entire hearing. The Board's deliberations following conclusion of the hearing and its subsequent decision process will be conducted in private.

6. Admissibility of New Evidence

The program may submit new evidence (evidence not previously considered by the Commission) at the time it files material in support of its appeal, but any such new evidence must be identified as such and must be accompanied by a demonstration that the new evidence relates to: 

(a) Any aspect of the Commission's decision that relied on issues or evidence on which the program had not had an opportunity, in advance of the Commission's action, to make its position known; 

(b) Facts which were in existence at the time of the Commission's actions and were relevant to any basis for the Commission's action but were not presented to the Commission due to unintentional mistake or misunderstanding by the program.

The Appeals Board will decide whether any new evidence submitted should be considered in accordance with the standards set forth above. If the new evidence is then considered and the Board determines that the evidence shows or suggests that the Commission's decision should be reconsidered, the Board shall remand the matter for further Commission action. 

7. The Decision of the Board 

The Appeals Board has the authority to: 

a. Affirm the decision of the Commission; 

b. Remand the case to the Commission with recommendations for further consideration if it finds the appeal to have been well founded or justified. 

8. Report of the Board 

The Appeals Board shall prepare a report that cites and evaluates the evidence they consider relevant to the appeal, and responds to each of the specific reasons cited by the program in its request for appeal. 

The Chairperson of the Appeals Board will submit a copy of the Board's report to the program head and to the Chairperson of the Commission, normally within twenty-one (21) days of the hearing. 

9. Final Action

If the Appeals Board affirms the prior decision of the Commission, there is no further remedy available to the program. The decision is final and immediate publication is automatic. 

If the Appeals Board remands the matter with recommendations for further consideration by the Commission, the matter shall be deemed to be finally disposed of when the Commission takes final action on the remand. The Commission Chairperson will notify the program head by certified mail of the Commission's final decision.

10. Accreditation Status During Appeal 

The program retains its accreditation status until the appeal process has been completed. 

11. Expenses of the Appeal 

All costs and expenses incurred by the Commission in providing for the Appeals Board appointment, the expenses incurred by Board members, the expenses incurred in the conduct of the hearing, and all other expenses in support of the completion of the appeals process shall be borne by the appellant unit. An initial deposit of $2,500 to defray costs shall be provided by the appellant unit at the time the notice of intention to appeal is filed with the Commission. If expenses incurred exceed $2,500, the appellant unit will be assessed the additional amount. If expenses are less than $2,500, the difference will be refunded to the appellant unit.

POLICY AND PROCEDURES FOR THE REVIEW OF ANNUAL REPORTS 

The Commission is concerned not only with providing public assurance that its accredited programs in hospitality administration are continuing to maintain the quality of its educational offerings and to achieve its objectives, but with a program's continuing efforts to improve the quality of its courses of study. Thus, all ACPHA-accredited programs are required to submit an Annual Report by December 15 covering the previous academic year. Programs are supplied with copies of the Annual Report Form together with instructions for completing the form in ample time for preparation and submission. 

Each Annual Report is summarized at the ACPHA Commission Office and distributed to the assigned Commissioner for presentation during the Winter ACPHA Commission Meeting. Additional materials may be requested following the Commission Meeting in order to close the Annual Report.
INSTRUCTIONS FOR COMPLETING THE ANNUAL REPORT FORM

Filing of Reports 

Complete and timely filing of Annual Reports is required to maintain accredited status. This report is to be filed by every December 15th, and is to cover the previous academic year. Use additional sheets as necessary.  
Guidelines for Completing the Annual Report Form

· Educational programs are constantly changing. Most changes have no effect on the accredited status of the program. Others, however, affect significantly the nature of the program, its mission and objectives, and the allocation of its resources. The Commission supports and encourages innovation and experimentation; it also has the obligation to determine the effect of any substantive changes on the program's accreditation. 

· Please indicate any substantive changes that have occurred in your program in the areas defined. Include any explanations that may help the Commission understand the ramifications of these changes. If no substantive changes have occurred write "None'. 

· If substantive changes are being considered, planned or about to be implemented, please describe and discuss their anticipated effect on the program and its ability to achieve its objectives. 

· If the Commission has set any stipulations or conditions on your program in its final action letter granting accredited status, e.g., progress reports, visits, etc., these must be addressed under the appropriate category.

· Follow instructions indicated in the Annual Report form under each category.

Submitting the Annual Report Form

1. One copy of the Annual Report, with one copy of attachments, is to be filed no later than December 15 with the Executive Director. 

2. A copy of the most recent institutional catalog and any program brochures must be enclosed with the report. 

3.   The Annual Maintenance Fee of $425.00 is invoiced and sent separately.
COMPLAINTS AGAINST AFFILIATED PROGRAMS 

The Commission is concerned with programmatic integrity and performance consistent with Commission standards and policies. While it cannot intervene in the internal procedures of institutions or programs or act as a regulatory body, it can and does respond to complaints regarding allegations of conditions at affiliated programs that raise significant questions about the program's compliance with Commission standards. 

Complaints are considered only when made in writing and when the complainant is clearly identified. In no event does the Commission respond to, or take action on, any unwritten or unsigned complaint or on any allegations concerning the personal lives of individuals connected with its affiliated programs. It assumes no responsibility for adjudicating isolated individual grievances, nor will it act as a court of appeal in matters of admission, granting or transfer of academic credit, fees, student discipline, collective bargaining, faculty appointments, promotion, tenure and dismissals or similar matters, unless a specific complaint, in the Commission's judgment, is related directly and substantively to the quality or conduct of the educational program. 

Substantial evidence must be included in support of an allegation that the program is in violation of Commission standards and should state relevant and provable facts. The complainant must demonstrate that a serious effort has been made to pursue all review procedures provided within the program and institution. If the Commission ascertains that a complainant has instituted litigation against the program or institution, no action will be taken on the complaint while the matter is under judicial consideration.

 Procedure for Review of Complaints 

1. The Executive Director will acknowledge, in writing, receipt of the complaint and forward a copy of the complaint to the Commission Chair. 

2. The Director will review the complaint to determine if it is within the scope of Commission policies and jurisdiction; if it is not, the complainant will be informed. 

3. If the Commission Chair in consultation with the Executive Director determines that the complaint is within the scope and jurisdiction of the Commission, and is substantially documented, a copy of the complaint will be forwarded to the program head, who will be asked to respond to the complaint. The complainant will be notified of this action. 

4. If the program acknowledges validity of the complaint, the program head will provide the Commission with documentation of resolution of the complaint. If the program denies the validity of the complaint it must prove to the Commission that the complaint is not valid. The Executive Director will review the program's response and recommend to the Executive Committee whether (a) the matter should be closed; (b) the complaint should be investigated further; or (c) the complaint should be referred to an appropriate Commission committee for consideration and subsequent recommendation to the Commission. 

5. The Executive Director will be charged with the responsibility of gathering the necessary details to investigate the complaint. The Executive Director will present the information to the Executive Committee through whichever means of communication is most expedient. If the Executive Committee determines that the complaint does not warrant further investigation, the Executive Director will notify the complainant and the affected program of the Committee's decision. If the Executive Committee determines the complaint has merit it will be placed on the agenda for the next regularly scheduled Commission meeting.

6. If no response is received from the program within a reasonable period of time, the Director will follow up on the matter by telephone or, when appropriate, will forward a second request by registered mail with a return receipt requested. If no response to the second request is received, the Director will place the matter on the agenda of the next meeting of the Commission for its determination as to the future course of action. 

7. The complainant will be informed of the steps taken by the Commission in investigating the complaint, including any action taken by the Commission.

Appendices (Supporting Exhibits)
Application for Accreditation (see Website for document)
Curriculum Matrix Template

Table 1:
Template:
Required Courses Referenced with Program Learning Objectives

Table 2:
Template:
Program Faculty Profile

Table 3:
Template:
Student Profile (see Website for document)
Table 4:
Template:
Financial Profile (see Website for document)
Note:  In order to use the forms provided, click about 1/8 inch past the beginning of the line and type. If the line moves to the right or goes to the next line, just hit delete after the text you have inserted until the line is normal length.

If you are copying and pasting the forms into another document, be aware that the default tabs stops on the forms are set to 0.25”. 

Curriculum Matrix

Please list your courses in ascending numerical order in the first column, and then place an “X” in each row to indicate which course(s) principally meets the content in the common body of knowledge (Curriculum Standard 2 a-c).

	
	General Education (2 a)
	Hospitality Administration (2 b-c)

	
	Natural and Physical Sciences
	Social Sciences
	Communication
	Arts
	Humanities
	Historical Overview
	Marketing Goods & Services
	Operations Goods & Services
	Energy, Maintenance, & Engineering*
	Accounting Practices
	Financial Management (Finance)*
	Economic Environment
	Legal Environment
	Ethical Considerations
	Quantitative Methods*
	MIS / Technology
	Human Resources Management
	Organizational Theory / Management
	Communication
	Exposure to Diverse Industry Segments
	Work Experience

	Course Number and Name
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Course Number and Name
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Course Number and Name
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Course Number and Name
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Course Number and Name
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Etc.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Note:  The above table is only an example to follow.  The course number and name (rows) will be unique to each program, and the column headings may vary based on general education categories and program requirements. (* For Four Year Programs)
Table 1
REQUIRED COURSES IN MAJOR CROSS REFERENCED WITH 

PROGRAM LEARNING OBJECTIVES

	I =
Introduce 

R =
Reinforce

E =
Emphasize
	RHM

Intro
	RHM

Hotel


	RHM

Food

one
	RHM

Food

two
	RHM

HR
	RHM

Acct.
	RHM

Mktg.
	RHM

Plant
	RHM

Mgt
	RHM

Stats
	RHM

Fin
	RHM

Strat.

Mgt.
	RHM

Law
	RHM

Internship

	1. Operational Activities
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. Relate functional areas of hospitality
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. Effective communication
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4. Professional and personal development
	
	
	
	
	 
	
	
	
	
	
	
	
	
	

	5. Awareness and application of leadership attributes
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5. Evaluation theories and principles of management


	
	
	
	
	
	
	
	
	
	
	
	
	
	


Note:  The above table is only an example to follow.  The program learning objectives (1st column) and the required courses (1st row) will be unique to each program.

Table 2

ACPHA

PROGRAM FACULTY PROFILE

Number of faculty
Full Time



 

Part Time



 FTE



Faculty Total FTE: 





Other Staffing: (in FTEs): 

Teaching Assistants











Research Assistants











Lab Assistants











Student Employees










Secretarial











Other







Number of staff available to program if no "assigned" staff exists: (in FTEs)



Faculty Education



Doctor

Master

Bachelor
Associate 
Other

Full Time
______
______
______
______
______

Part Time


______
______
______
______

Total



______
______
______
______

Faculty Rank



Full

Associate
Assistant
Lecturer/
Total



Professor
Professor
Professor
Instructor

Full Time
________
________
________
________
________

Part Time
________
________
________
________
________

Total

________
________
________
________
________



Comparative Salary: Month/Year/Step (Average)





Program


University/College

Full Professor











Associate Professor










Assistant Professor










Lecturer/Instructor
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