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[. Introduction

This manual was compiled to assist review teams in using ACAE’s online
accreditation platform to complete their reviews of programs seeking Developing
Status. Web page screen shots are included to illustrate the experience. All program
data entry is within the platform’s Review Portal with complete access to the DS
Application form that was submitted by the program under review.

We welcome any additional comments regarding this manual or the online
accreditation platform.

Developing Status Application Process

The primary work of the Developing Status application is the program’s preparation
and completion of its DS Application Form. The Application is reviewed by a team of
two trained reviewers through an online Pre-Fact-Finding Visit Review followed by
a one-day in-person Fact Finding Visit by the review team. Following the initial
review phase, the program will be able to review the visitors’ online review form
responses and add comments and additional information. All completed forms in
the online platform may be downloaded as PDFs by the program for record keeping
outside the platform.

Application Overview

After the online Expression of Interest has been completed and the application fee
has been paid, the Program Director will complete the DS School Profile and begin
working on the DS Application Form. When the form is completed, it will be
Submitted by the Program Director who is the primary platform user for each AuD
program. No changes or additions can be made to the DS Application Form after it is
submitted as complete.

Pre-Fact-Finding Visit Overview

When the application is submitted by the Program Director, it will be moved into
the Review Portal where the fact-finding review team will begin an online
evaluation of the application. They will make initial assessments about the
program’s design and plans for implementation and may include suggestions,
comments, and questions they plan to ask in the Fact-Finding Visit.

When the Pre-Fact-Finding Visit Review is completed and submitted by the review
team chair, it will be moved back into the Submission Portal and can be accessed by
the AuD Program Director for review. If the program has further information to add
prior to the on-site fact-finding visit, it can be noted in the Pre-Fact-Finding Review
Response form, where additional documentation can also be uploaded.



Fact-Finding Visit Overview

When the program has completed the Pre-Fact-Finding Review Response, the
application is moved back into the Review Portal for the fact-finding team to begin
work on the Fact-Finding Visit Review and Report. The report and recommendation
about Developing Status will be completed following the on-site fact-finding visit.

Developing Status Application Final Steps

When the Fact-Finding Visit Review and Report is submitted by the fact-finding
team, it will be moved back into the Submission Portal and the entire application
with the review team’s report and recommendation will be evaluated by ACAE’s
Board at its next meeting. If the program is granted Developing Status, it will be
noted as Developing Status Year 0 in the Submission Portal.

Developing Status Update Report Overview

The program will be asked to complete a series of update reports to the ACAE once
Developing Status has been established. Depending on when the status was granted,
there may be up to three update reports (in August, January and July) prior to
enrollment of the first student class. Once the first class in enrolled, there will be
two required update reports each academic year (in January and July) through
January of the third academic year of enrollments.

The ACAE Board will review each update report at its next scheduled meeting and
provide the program with a response. A Progress Statement, either noting the
program’s satisfactory progress toward its accreditation application or raising
questions/concerns based on data in the update report, will be sent to the Program
Director.

Accreditation Application Process

After the January update report is submitted in the third academic year of student
enrollment, the program should begin preparing for its application for ACAE
Accreditation. After another online Expression of Interest webform has been
completed and the Accreditation application fee has been paid, the Program
Director will be provided another User Guide and will begin that online application
process.



[I. Pre-Fact-Finding Visit Review

A. Getting Started

As a site reviewer assigned to a review a program’s accreditation application, you
will receive an email from Web Portal App with a link to sign into the ACAE
platform for the first time. The link will take you to this screen:

Sign In/Sign Up Instructions Welcome!

To get this process staried, new and returning users please enter your émail address Delow,
For New Users:
Emall
Flease enter your emall address and we will verity if you are
In our systerm. If your email is part of our system, a
confirmation will be sent to that address. if your emal is not
in our system or you do ot receive a confimation emai,
s a—— Alrsady hive & confirnation 66067
Upen eonfirmatian of your email, you will bo taken 1o the
Sign Up screan whare you can choosea a password to
create an account. Once you have chosen your password,
your account will be created and you will gain access to the
portal.

For Returning Users:
Please enter your amail address to the right, and wa will

werify if you are in our system. When found, you can enter
your password and then gain access to the poral.

If you have any questions or concerns, please contact your
administrator. Thank you!

As a first-time user, you will Sign Up under Need an Account?
Sign In/Sign Up Instructions Welcome!

To get this process started, new and returning users please enter your emall address Delow,

For New Users:
Emall
Flease enter your emall address and we will vedly if you are
in our system. If your email is part of our system, a brit.duenyas+2@wizehive.com
confirmation will be sent to that address. If your emal is not

in our sysfem or you do net receive a confirmation ema,

please contact your administrator. :
Alrgady have a confirmation coge?
Upen confirmation of your email, you will be taken 1o the =

Sign Up screen where you can choose a password to

create an account. ONCe you have ChOSEn your password,

your account will be created and you will gain access 1o the

peortal.

For Returning Users:

Pleasae enter your amail addrass to the right, and we will
werify if you are in our system. When found, you can enter
your password and then gain access 1o the poral,

If you hawe any questions or concemns, please contact your
administrator. Thank you!



You will then get a notice that a confirmation email has been sent to you:

Sign In/Sign Up Instructions Welcome!

To get this process started, new and returning users please enter your email address below,

For New Users:

Emall
Please enter your emall address and we will verify if you are
in our system. If your amall is part of our systam, a
confirmation will be sent to that address. /f your emal /s not
In gur system or you do not receive a confirmation email, You will recaive a confimation emall shortly with & conflirmation code which will allow you lo
piaase contact your administrator chaoze & , Create an account and log in Piease check and confim or Resand Email.

britt.duenyas+2&wizehive.com

Upon confirmation of your email, you will be taken 1o the
Sign Up screan where you can choose a password to

create an account. Once you have chow \row passwond, -: Aty Howe a conlmlion sag
your account will be created and you will gain access to the

portal.

For Returning Users:

Please enter your email address to the rght, and we will
werity if you are in our system. When found, you can enter
your password and then gain access to the ponal,

If you have any queastions or concerns, pleasa contact your
acmanistrator, Thank you!

Open that email (check your spam folder if you don’t see it) and select the Confirm
link to continue:
Email Confirmation bax

‘Web Portal App <ro-reply@webpartalopp com>
i Britlduenyasz+? -

Hello! Let's Confirm Your Account...

You've been invited 1o join a Review Poral, Please ute the link bebow 1o complele the confirmalion process,

Confirm Your Email To Get Started
&

Your account infermation:

Account brilt dusenyas+2@wizehive com

Confirmation Code 1567daBg



That will take you to this screen where you will create a password, confirm the
password and then select Create Account:

Sign In/Sign Up Instructions Sign Up

Choese a password below. Once your account is created you will be logged Into the portal

For New Users:

Emall
Please enter your emall address and we will venly if you are
in our system. If your email is part of our system, a
confirmation will be sent to that address. if your emal is not
In our system or you do not receive a confirmation ema,
plaase contact your administrator. I a

britt.duenyas+28wizehive.com

Password

Upaon confirmation of your email, you will be taken 1o the
Slgn Up screen where you can choose a password 1o
create an account, Once you have chOSEN Your password,
your account will be created and you will gain access 1o the

© Must contain at least one kowercass letler
© Must conain at least one upporcase letter
© Must contain one number

©  Must be between 8 and 32 characters
portal. © Must not be an email acdress

Confirm Password
For Returning Users:

Please enter your email address to the right, and we will
werify if you are in our system. When found, you can enter © Paszswords must match
your password and then gain access to the ponal.

If you have any questions or concerns, please contact your i

adminisirator. Thank you!

All future access to the Review Portal will bring you to a screen similar to this where
you will enter your email and password:

Sign In/Sign Up Instructions Sign In

Email
First Time Exisiting Accredited Users:

If you are using the portal for the first time, please

select the "Forgot Password” link to establish your Password
password. The link is located below the "Password"
text box @®

Log In Forgot your password?

Need an Account?

Sign Up

If you forget your password, you can select that option to get a reset password sent
to your email. You will then be able to log in and change your password to one of
your choice.



B. Begin Your Review

Once you have logged into the ACAE Accreditation Platform Review Portal you will

see this screen:
1 fisting in total

Another New Institution

Show:

Instructions:

To review the submission, please click the
blue "Review" butlon

‘When reviewing, select the dropdown next
to "Viewing Form:" to check for additional
information. As well, check for attachments

by clicking the "Form Attachments™ drop
4-10f1 down. You can click on any attachment and
it will populate in the center of the screen.

To get back to the application, click
"Listings" in blue at the top lefl.

To complete your review, please click
"+Feadback" in the upper right.

You have the option 10 Save your work and
continue at a later time by clicking "Save
Draft” at the bottom right of your review
form. When you log back into the portal,
those saved will have an orange "In
Progress" button

When the review is complete, please click
"Submit" at the bottom right of your review

form.

When you return to the Lislings, the button
will now be complete and "Done”

Thank you and please reach out 1o an
administrator if you have any questions.

This opening screen will always provide access to whatever program application

you have been assigned to review. Select Review to continue.

You will get this screen where you will see a list of all reviewers who are assigned to

the same program review:

Listings > New Institution

Select Form:  Pre-Site Visht Review » | < b

Viewing: Pre-Site Visit Review

Reviewer Text

britt.duenyas@wizehive.com
L

britt.duenyas+2&wizehive.com

Switch to POF View I8 IZTHINAY

Date Completed

Instructions:

To review the submission, please click the
biue “Review" button. Please check for
additional information by clicking the
dropdown next to “Viewing Form:". Please
check for anachments by clicking the
"Form Attachments™ drop down in the
upper left. You can click on any attachment
and it will populate in the center of the
seraen. To get back to the application, elick
the hyperlinked record title in biue next to
“Listings”. In Grder 1o COmpIEtE Your review,
pleasa click “+Review” in the upper right.
You have the OP“IOI’\ 1o save your work and
continue at a later time by scrolling to the
bottorm of the right panel and clicking “Save
Draft". When you log back into the portal,
those saved will have an orange “In
Progress® button, When you are complata,
please click *Submit” at the bottom of the
right panel. When you retum to the Listings,
the buttan will now be complate and
“Done”.

Thank you and plaase raach out to an
acdministrator if you have any questions.

You will see the name of the school whose program you are reviewing (New

Institution) and can select Listings to return to your home page. This page opens by

default to the assigned review stage, either Pre-Fact-Finding Visit Review or Fact-
Finding Visit Review as shown in the Select Form box with drop-down menu.



To start your review, select the eyeball next your name as shown here:

Listings > MNew Institution Switch to PDF view I8 LT Instructions:

To review the submission
blue “Review" button. Fla
additional inforrmation by
dropdown next 1o “Viewir
Viewing: Pre-5ite Visit Review check lor anachments by
“Farr Allachments” drop
upper left. You can click ¢
and it will poputate in the

Select Form:  Pre-Site Visit Review = { >

Reviewer Text Date Complated screen, To get back 1o th
_ ) the hyperlinked record titl
britt.duenyas@wizehive.com g “Listings”. In onder (o con

please click “+Review" in
You have the oplion to sa
conlinue at a later tme b
battarm of the right panel
Dwaft®. When you log bac
those saved will have an)
Progress™ button. Whan y
please click “Submit® at1
right panel. When you ret

Each person on the review team will have a separate form to complete. If at any time
you want to see how others on your team are completing their forms, you can open
them by selecting the eyeball next to their email.

brritt.duenyas+2@wizehive.com

]

The Pre-Fact-Finding Visit Review form opens to this screen:

Searchby | RecordTitle + | Search Q Welcome, astafford611@gmail com -3

Listings > Another New Institution Switch to PDF View s

To review the submission, please click the

Select Form:  Pre-Facl Finding Review » | < > blue "Review" buttan

The application form is the only form to
review, bul please check for altachments by
clicking the "Form Attachments" drop
down. You can click on any altachment and

‘Viewing: Pre-Fact Finding Review

& Foim AlLaChmants & Frint it will populate in the center of the screen.
To complete your review, please click
- "+Feedback” in the upper right.
Reviewer You have the oplion to save your work and

continue at a later time by clicking "Save
Draft" al the bottom right of your review
form. When you log back into the portal,
Text these saved will have an orange "In
Progress” butlon.

Andrew Stafford

When the review is complete, please click
*S$ubmit” al the bottom right of your review
Date Completed form.

When you retumn to the Listings, the button
will now be complete and "Done”™

Thank you and please reach out to an
o . X administrator if you have any questions.
Pre-Fact Finding Visit Review



You will be able to look at the DS Application form submitted by the program by
selecting it from the drop-down menu:

Listings > Another New Institution Switch to PDF View Instr
T

Select Form: | DS Application Form+ | £ > DlI:J::

Pre-Fact Finding Review The a

\LENUWE. DS Appiication Form i
clickin

Pre-Fact Find Review Res down

orm Aftschments & Print Itwill|
Tocot
= “+Fee

You h
contin
Draft'
form.

those

Developing Status Application Progr

When
"Subi
form.

Another New Institution

Please complete the entire Application form.
Saving & Editing - If you need to save your work and complete the form at another time, please

WAl

When you are ready to start filling in your Pre-Fact-Finding Review form, select the
blue Feedback button in the upper right.

That will take you to the active form on the right of your screen:

Listings > Another New Institution Swilch to PDF View

Select Form: DS Application Form < >

Viewing: DS Application Form

i At MRS = & Frint Feedback

Another New Institution

Pre-Fact Finding Visit Review

Institutional and Regional Accreditor Approvals

Developing Status Application

Assessment *

This field is required

Please complete the entire Application form.

Saving & Editing - If you need to save your work and
complete the form at another time, please select the |
transparent Save Draft button at the bottom of the page.

Submitting - If you have completed the Application form and
are ready to submit it, select the blue Mark Complete button.

Important - When you select the blue Mark Complete button,
you will not be able to edit the Application form any further. b7

Suggestions and Concerns

Institutional and Regional Accreditor
Approvals

Has the AuD program received institutional approval?



The active form on the right is one long form with a series of questions for each
section of the application form. You will need to scroll down the Feedback form on
the right as you scroll down the Application form on the left:

Viewing: DS Application Form

& Frint Feedback

Administrative Structure of the AuD
Program

Provide a clear description of the governance of the institution

Administrative Structure of the AuD Program
Assessment *

xx

and the program.

Provide statements of the Doctor of Audiology program’s

mission, goals and objectives. Suggestions and Concerns

Is the Doctor of Audiology structure applicable for a consortium?
If so, describe your organizational plan.

. . N . Questions for Program ahead of Fact-Finding Visit
Provide a summary of the Program Director’s qualifications and

experience.

Upload the program director's curriculum vitae

The only required field is the Assessment text box. Optional boxes are included for
Suggestions and Concerns and for you to add Questions for the Program ahead of
the Fact-Finding Visit.

If supporting documents have been uploaded by the program, the Form
Attachments button in the upper left will be active and you can select the document
to open from a drop-down menu.

After you enter your work and when you want to save it, you will need to scroll all
the way down to the bottom of the form and select the Save Draft button:

Clinical Instructors

Clinical Instructors are an integral part of an audiology program Questions for Program ahead of Fact-Finding Visit
at the AuD level. Describe your plan to assemble a sufficient
number of qualified clinical instructors to educate the number of

students anticipated in the Doctor of Audiology program

Upload additional doct tion as y. Enter a helpful
Title and Guide Statement (Description) for each document.

10



When you are ready to log out after a period of working, be sure to Save Draft
before using the Logout button in the upper right of the screen:

Welcome, astafford611@gmail.com o

Change Password

2 Logout

= Print Feedback

Text

Pre-Fact Finding Visit Review

Once you have logged out the first time and thereafter when you log in, the initial
option that said Review, now says Continue:

1 listing I total Show:  All ” Instructions:

To review the submission, please click the
blue "Review" button. Flease check for
additienal information by clicking the
dropdown next to “Viewing Form:". Please
check for attachments by clicking the
) *Form Attachments” drop down in the
upper laft. You can click on any attachment
and it will populate in the center of the
sereen. To get back to the application, click
the hyperlinked record title in blue naxt to
“Listings”. in order 10 complate your review,
please click “+Review" in the upper dght.
‘fou have the option to save your work and
rnntiniia at 8 latar tia hw acnllinn tn tha

Mew Institution

H 4 1 n k H 1-1001

C. Pre-Fact-Finding Visit Review and Fact-Finding Visit Review Form
Contents

Information you will need to complete for each Section of the Application
Form:

e Assessment (required)
e Suggestions & Comments
¢ Questions for Program ahead of Fact-Finding Visit

Only the team chair should submit one final completed Review Form. The chair can

copy and paste from the other reviewer’s form to make sure that all of the required
fields have been completed before selecting the Save button.

11



[1I. Fact-Finding Review

The Fact-Finding Visit Review steps will be the same as those for the Pre-Fact-
Finding Visit Review. When you log in, the default form in the Select Form box will
be the Fact-Finding Visit Review. You can open the Pre-Fact-Finding Visit Review
Response from the program by selecting that from the drop-down menu. You will be
able to review the program’s responses to your assessment, comments, and
questions on each section and view any additional documents they uploaded.

You may begin working on your Fact-Finding Visit Review form prior to the actual

in-person visit, but only one Fact-Finding Visit Review form will be Saved and
submitted by the team chair following the in-person visit.

IV. Fact-Finding Visit Report and Recommendation

The final online form to be completed by the team chair in consultation with the
review team is the Fact-Finding Visit Report and Recommendation. Once submitted,
it will be shared with the ACAE board to ho will make a decision on Developing
Status.

Information you will need to complete for each Section of the Application
Form:

e Assessment (required)

e Suggestions & Comments

Information (required) you will need to complete at the bottom of this form:
e Opening Statement - team thanks the program and individuals and provides
an overview of the review
e Program Strengths - list and describe any areas that are potential strengths
for the program’s future compliance with ACAE Standards
e Program Areas of Improvement - list and describe any areas that are of
concern for the program'’s future compliance with ACAE Standards
e Recommendation
o Developing Status
o Deny
e C(losing Statement — more thanks and summary of strengths and weaknesses

V. DS Application Sections

This is provided so that you as a reviewer know what information is being collected
from the program on the DS Application Form.

12



General Instructions:

All required data fields are indicated. The form is primarily a series of questions that
require narrative answers in text boxes. There are a few questions that require file
uploads as well as additional file upload opportunities throughout the form. The
questions are group in categories as noted below.

Institutional and Regional Accreditor Approvals:

Has the AuD program received institutional approval? (Yes | No)

Upload a copy of the institutional approval letter.

Has the AuD program received regional accreditor approval? (Yes | No)
Upload a copy of the regional accreditor approval letter.

Will the AuD program seek CAA Candidacy Status concurrently with ACAE
Developing Status? (Yes | No)

Administrative Structure of the AuD Program:

Provide a clear description of the governance of the institution and the
program.

Provide statements of the Doctor of Audiology program’s mission, goals and
objectives.

[s the Doctor of Audiology structure applicable for a consortium? If so,
describe your organizational plan.

Provide a summary of the Program Director’s qualifications and experience.
Upload the program director's curriculum vitae.

If your program has a co-program director, upload the co-program director's
curriculum vitae.

Finances:

How will the program be supported financially?

Upload the proposed budget.

Beyond start-up support, what are your expectations for financial support for
the program over the next three (3) years?

If available, what are the expectations for financial support over a longer
period, i.e., 4 - 10 years?

What is the tuition structure of the Doctor of Audiology program?

Will clinical activities and revenues be used to support the program
financially? If so, are these to be developed or are there existing resources?

If you have additional documentation to upload, do so here.

Facilities:

Describe the teaching, administrative and clinical facilities where the Doctor
of Audiology program will be housed (i.e., classrooms, faculty offices,
laboratories, clinical facilities, etc.).

Describe how these facilities will be adequate for the anticipated number of
students to be enrolled in the program.

13



Identify and describe any off-campus clinical facilities and primary clinical
instructors that will be used by the Doctor of Audiology program and
how/when they expect to be utilized.

Supply several letters of support for the Doctor of Audiology program from
directors or other representatives of off-campus clinical facilities.

Upload letters of support in one single PDF file with cover list.

If you have additional documentation to upload, do so here.

Equipment:

Provide information as to how you will obtain, maintain in good working
order, and update essential equipment and supplies necessary for educating
and training students in the practice of audiology.

Provide a list and description of clinical equipment/supplies that you will
require for the Doctor of Audiology program.

If you prefer to upload the list of clinical equipment/supplies, do so here.
Provide a list and description of classroom and teaching equipment/supplies
that you will require for the Doctor of Audiology program.

If you prefer to upload the list of classroom and teaching
equipment/supplies, do so here.

Resources:

What support staff will be available to the Doctor of Audiology program?
What computer and technical support will be available to the Doctor of
Audiology program?

Describe the information resources that will be available for the students and
faculty.

If you have additional documentation to upload, do so here.

Student Support Services:

Describe the mentoring, academic advising, financial aid advising, career and
placement services that will be available to students.

Describe how full-time students will be informed of and have access to health
services and other programs provided to other students within the
institution, i.e.,, mental health services, learning and writing centers, minority
affairs, etc.

If you have additional documentation to upload, do so here.

Student Records:

Describe how and where the student records will be kept and maintained.
If you would like to upload a web link to your institution's records retention
policy, do so here.

If you have additional documentation to upload, do so here.

14



Student Recruitment:

Describe the recruitment process you intend to use to attract and support
students through the admissions process.

Describe how the recruitment process will be sensitive to attracting and
supporting students from diverse backgrounds.

If you have additional documentation to upload, do so here.

Student Admissions:

What is the anticipated number of students who will be enrolled in the
program over the first four (4) years?

What are the criteria, policies and procedures for admission and how will
they be documented? Describe, in general terms, the Admissions Committee,
including who will serve on it. Summarize the Admissions process, e.g.,
interviews, evaluate and admit solely on paper, etc.

Will foreign applicants need transcript evaluation for equivalency? Please
state how this could be done/recommend agencies.

If you have additional documentation to upload, do so here.

Program Planning/Evaluation/Curriculum:

Provide the sequence of courses for the curriculum and include a brief
description of each course that will be offered. Indicate, also, the primary
mode of instruction (in-person on campus, online distance) for each course.
Upload Course Sequence Outline

Upload Course Descriptions in Sequence

Describe the clinical experiences offered within the university and at
external (off campus) sites that each student is expected to acquire during
the course of their Doctor of Audiology program.

If you prefer to upload the list of clinical experiences, do so here.

What methods will be used for instruction and evaluation in the program
(e.g., classroom, laboratory, clinic, distance/online education) and the extent
to which these different methods will be used?

If you have additional documentation to upload, do so here.

Externship:

Describe your plans for ensuring that students are adequately prepared for
externships.

Describe your plans for developing and monitoring externships for Doctor of
Audiology students, i.e., full year clinical placements.

If you have additional documentation to upload, do so here.

Faculty:

How will you assemble a significant number of qualified faculty with
knowledge across the breadth of core competencies?

Describe your plan for hiring and maintaining a sufficient number of
qualified faculty to teach in the Doctor of Audiology program.

15



e Describe the policies that will allow faculty to be given adequate time to
pursue activities that maintain and enhance their qualifications and
continuing competency (e.g., workload, continuing education, research, as
appropriate).

e Ifyou have additional documentation to upload, do so here.

Clinical Instructors:
¢ C(linical Instructors are an integral part of an audiology program at the AuD
level. Describe your plan to assemble a sufficient number of qualified clinical
instructors to educate the number of students anticipated in the Doctor of
Audiology program.
e Ifyou have additional documentation to upload, do so here.

VI. Conclusion

This concludes the Developing Status Reviewer User Guide for the ACAE
Accreditation Platform. We hope we have captured all of the information you will
need to complete your application and program update reports and have included
screen shots that will help you navigate the site.

If you have questions or suggestions for additions to the User Guide, please contact
the Andrew Stafford, Director of Professional Standards and Credentialing at 703-
226-1056 or astafford@audiology.org.
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