	[image: image1.jpg]



	Association for Experiential Education

Accreditation Program 

3775 Iris Ave., Suite 4

Boulder, CO 80301-2043

accreditation@aee.org
Council Liaison Checklist

	Liaison Name:
	Date:

	Organization:
	Organization Contact:

	Lead Reviewer:
	Site Visit Dates:



	Task
	√
	Comments

	· Contact the organization as soon as possible after being designated to introduce yourself, provide contact information and explain your role in the accreditation process.   
	
	

	· Review the Self-assessment Study to make sure it is complete and includes support documentation. 
	
	

	· Contact AEE Director of Programs to approve or reject the Self-assessment Study within twenty-one (21) days of receiving the document. In the case of rejection, recommendations for revisions are provided. In the case of approval, the Council Liaison will contact the Director of Programs via email confirming the external review is approved.
	
	

	· Provide input, as needed, for the selection of the review team.  
	
	

	· Prior to the site visit, communicate with the lead reviewer regarding any questions, concerns or potential areas of inquiry arising from the initial review of the Self-assessment Study.
	
	

	· Arrange procedures for communicating with the organizational contact and the review team during the site visit to discuss issues or questions that arise during the process.
	
	

	· Review the Site Visit Report and consult with the Director of Programs to ensure that it is clear and well-written. The lead reviewer may be contacted for clarification and to discuss revisions to the report.  
	
	

	· Contact Director of Programs in writing to approve the final report for release to the organization within thirty (30) days of the draft from the lead reviewer.
	
	

	· Review the Site Visit Response from the organization to ensure that it is complete and includes support documentation. The Council Liaison may contact the lead reviewer or the organization for clarification and to discuss revisions to the response.  
	
	

	· Write the Liaison Report summarizing the Site Visit Report and the Site Visit Response, and making a recommendation to the Accreditation Council concerning initial or continuing accreditation actions.  
	
	

	· Distribute the Liaison Report to Council at least fourteen (14) days prior to the Council meeting at which the application is to be considered.  
	
	

	· Present the Liaison Report to Council and be prepared to answer questions and represent the organization to Council.
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