Accreditation Review Committee for the Anesthesiologist Assistant


Checklist for Program Directors

The following checklist is a tool to assist you, the Program Director, with tracking what is required by ARC-AA and CAAHEP to maintain accreditation. The checklist is an internal document for a program’s use. Due dates will differ for each program; therefore, the due date column is empty in many cases. You may fill in the Program’s due date. Where the due date is the same for every program, such as the annual report and annual fee, the date is listed. 

	What
	Location
	Comments
	Due Date

	Be Familiar with…

	Next comprehensive accreditation review as stated in CAAHEP award letter is 

. 

	CAAHEP Standards
	www.caahep.org/arc-aa 
	
	

	ARC-AA Policies
	
	
	

	ARC-AA + CAAHEP websites
	www.caahep.org/arc-aa 
www.caahep.org 
	
	

	Annually

	Pay Annual Fee
	
	Programs are invoiced each January
	net 45 days

	Submit Annual Report to ARC-AA
	https://app.caahep.org/login 
	If you do not have one, contact Theresa Sisneros at CAAHEP, theresa@caahep.org 
	September 15

	Publish outcomes on program’s webpage
	
	The webpage is listed in the Annual Report.
	September 15

	Complete Resource Assessment Matrix (RAM)
	Tools available at www.caahep.org/arc-aa
	
	

	
Administer Resource Assessment Survey to Program Personnel (including PD, MD, Advisory Committee)
	
	
	

	
Administer Resource Assessment Survey to Students
	
	
	

	Conduct Program Evaluation
	
	
	

	
Administer Graduate Survey
	
	Administer 6-12 months after graduation
	

	
Administer Employer Survey
	
	
	

	Host Advisory Committee meeting 
	www.caahep.org/arc-aa
	Template for the agenda and meeting minutes available
	

	Develop action plans
	
	Based on results of annual report and resource assessment
	

	As Needed: Program

	Notify ARC-AA of Personnel Change
	
	
	no later than 15 days following the effective date of replacement

	Program Director 
	www.caahep.org/arc-aa 
	Submit personnel change form
	

	Medical Director
	
	
	

	CEO/President
	jennifer@arc-aa.org  
	
	

	Dean of health professions
	
	
	

	Submit Self Study Report (SSR)
	
	ARC-AA will notify Program 6 months before the due date
	

	Submit Progress Report
	
	Date determined by ARC-AA
	varies

	Administrative: Other
(These are suggestions and are not reported to the ARC-AA; however, may be discussed during a site visit.)

	Review Exam Results
	
	
	

	Review preceptor evaluations
	
	
	monthly

	Evaluate clinical sites by students and faculty
	
	
	annually

	Conduct monthly faculty meetings and maintain meeting notes
	
	
	monthly

	Screen, onboard, and orient faculty, adjunct instructors
	
	
	as needed

	Maintain a personnel file on each staff member
	
	
	ongoing

	Track faculty professional development
	
	
	annually

	Evaluate faculty and/or presentations
	
	weekly for new instructors
	annually

	Monitor that affiliate contracts are current

	
	
	ongoing

	Students: As Needed
(These are suggestions and are not reported to the ARC-AA; however, may be reviewed during a site visit.)

	Communicate with Medical Director regarding cohort progress and any issues. 
	
	May be by email or phone.  File emails and maintain a log if phone communication
	weekly

	Conduct interviews for reported incidents as necessary
	
	
	as needed

	Complete Student Progress Notes as appropriate
	
	
	as needed

	Conduct student counseling and document appropriately as necessary 
	
	
	as needed

	Complete a Performance Improvement Plan as necessary
	
	
	as needed

	Complete Change of Status form for all drops or fails
	
	
	at the time of the event

	Complete a graduation checklist for each student at graduation
	
	
	annually

	Monitor student progression in attaining competencies
	
	
	at least annually

	Conduct an academic advising session with each student during each term 
	
	
	each term
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