
Section VI - Samples and Report Formats
A.  Overview.
 This section contains guidelines and formats for conducting and reporting self-assessments; samples and formats for accreditation recommendations, reports, and notification; and a form for commanders/commandants to provide feedback to the CG, TRADOC, after accreditation visits.  Five of these guidelines/samples/formats are job aids associated with TRADOC Pamphlet 350-70-4, Evaluation.
B.  Guidelines for Preparing and Conducting a Self-Assessment.

(JA 350-70-4.10d)
Guidelines for Preparing and Conducting a Self-Assessment
This job aid assists the school in performing a self-assessment to ensure HQ, TRADOC-approved standards were met prior to Accreditation Team visits.  Base the self-assessment process on the Accreditation Standards Guide (i.e., instituted standards) that the HQ, TRADOC Quality Assurance Office (QAO) established.  Prepare and forward a Self-Assessment Report to the proponent center/school, CAC, and/or AAC QAO Director (as appropriate), and HQ TRADOC QAO.

1.  Purpose of a self-assessment is to:

    a.  Demonstrate that your school meets the HQ, TRADOC-approved accreditation standards. 

    b.  Provide an objective, critical evaluation of the school’s performance (strengths, weaknesses and challenges) and specific recommendations for improvement.

    c.  Identify ways for your school to sustain strengths, correct weaknesses, and improve training.

    d.  Analyze the resources and effectiveness of your institution in fulfilling its mission.

    e.  Serve as a baseline for measuring progress in the future and provide a sound basis for institutional planning and improvement.

    f.  Demonstrate how the organization trains learners to achieve established standards.

2.  Preparing for self-assessment.

    a.  Identify a lead point of contact (POC) in the QAO or QAE for the self-assessment and accreditation team visits.  Establish POCs within the RC training battalion, Army Training Center, NCO Academy, or TRADOC Center/School to contact during the self-assessment.

    b.  Establish the self-assessment team.  Establish e-mail lists to keep all self-assessment team members apprised of daily events.

    c.  Establish a project management plan, to include resource requirements and timelines for completing the self-assessment.

    d.  Provide team members an orientation of the self-assessment and provide procedures for conducting self-assessment.

    e.  Examine previous accreditation/evaluation reports.

    f.  Assist/provide guidelines to all institutional departments for preparing a departmental self-assessment report, to include:

        (1)  Mission statement.

        (2)  Evaluation of departmental goals and accomplishments.

        (3)  A list of initiatives for subsequent years based on the evaluation (to include those that require new resources).

3.  Conduct self-assessment.

    a.  Use the Accreditation Standards Guide to perform a thorough examination of your school for each focus area (i.e., Conduct of Training, Training Support, and Proponent Function).

    b.  Use the annotated references to determine if criteria are being met for each applicable standard, and apply guidelines.

    c.  Assess institution against Accreditation Standards Guide.  Assess to determine current strengths and areas in need of improvement, and how areas in need of improvement identified in previous accreditation have been corrected.

    d.  Document recommendations to correct areas in need of improvement.

    e.  Follow-up to ensure recommendations/corrections are incorporated.

    f.  Annotate areas within each focus area that are not corrected and why.

    g.  Prepare report documentation.

        (1) Document assessment findings in report.

        (2) Collect previsit documentation for accreditation team.

    h.  If your school does not meet a standard(s), bring it to command attention, and take appropriate actions to correct deficiencies.

    i.  Prepare documentation for accreditation team (as appropriate) as outlined in the Required Documentation paragraphs in the Accreditation Standards Guide.  (Note:  Mandatory documentation is not a requirement for the schools during their self-assessment.  This is for the Accreditation Team.)

4.  Prepare Self-Assessment Report.

    a.  Prepare an accurate, complete, and well-documented report.  Provide any supporting documents as appendices.  Report/format should include:

        (1) Executive Summary – to summarize main findings.

        (2) Conduct of Training.

            (a) Detail the results of self-assessment for this focus area.

            (b) Identify any major changes planned for current education/training programs and explain possible effect on current training.

            (c) Identify noteworthy strengths or limitations concerning the institution’s programs and curriculums.

            (d) Identify areas that were deficient and if they were corrected.  If they were not corrected, provide the reason why.

            (e) Identify program, product, and process efficiencies to share with other organizations.

            (f) Compile previsit documentation for accreditation team visit.

        (3) Training Support.

            (a) Detail the results of self-assessment for this focus area.

            (b) Identify strengths or limitations concerning the institution’s faculty selection, qualifications, retention, or development.

            (c) Identify areas that were deficient and if they were corrected.  If they were not corrected, provide the reason why.

            (d) Compile previsit documentation for accreditation team visit.

        (4) Proponent Functions.

            (a) Detail the results of self-assessment for this focus area.

            (b) Identify noteworthy strengths or limitations concerning the institution’s proponent functions.

            (c) Identify areas that were deficient and if they were corrected.  If they were not corrected, provide the reason why.

            (d) Compile previsit documentation for accreditation team visit.

    b.  All appropriate/required personnel review final drafts to ensure concurrence with entire report and certification of accuracy (institution measures up to each standard).  Note:  School determines appropriate personnel.

    c.  Provide report to the respective accreditation teams no later than 60 days prior to their visit.

    d.  Provide hard copies or notification on where to find any written policies, manuals, or evaluation tools revised or indoctrinated since the last accreditation.

    e.  If any changes occur to the report between the time it is provided to the respective accreditation teams and their scheduled visit, provide a supplement to the report.
C.  Cover Letter for Self-Assessment Report 
(JA 350-70-4.10e)

Cover Letter for Self-Assessment Report
{Information in brackets provides guidance for completing cover letter.}

{Office Symbol}

MEMORANDUM FOR {The appropriate team leader, i.e., Chief, TRADOC QAO; Director of CAC QAO; AAC QAO; or Proponent School QAO.}

SUBJECT:  Self Assessment Report for {training institution}

1.  References:

    a.  Memorandum, HQ TRADOC, ATTG-CD, Jan 04, subject:  TRADOC Quality Assurance (QA) Program and Accreditation of Army Training and Education.

    b.  {Appropriate Accreditation Team’s Memorandum of Notification.}    

2.  The {name of organization/office that conducted self-assessment} completed a self-assessment on {date}.   

3.  The following {IMT, PME, or reclass} courses were evaluated during the self-assessment:  {name of course}, {name of course}, {name of course}, {name of course}, and {name of course}.

4.  Enclosed is (are) the self-assessment report(s) highlighting accomplishments, strengths, limitations, deficiencies, corrective actions, new initiatives, training program-related investments, and higher headquarter issues for the conduct of training, training support, and proponent functions { if  applicable} based on the TRADOC Accreditation Standards Guide.

5.  Attachments to self-assessment report include:  

    a.  Tab A.  Commander’s Training/Education Guidance, Directives, and Policies.  

    b.  Tab B.  An annotated copy of the TRADOC Accreditation Standards List, showing a self-rating for each standard and supporting documentation.  For standards not met, include the reason and corrective action (to be) taken.

    c.  Tab C.  Organizational charts, to include names and titles of Directors and Division Managers, phone numbers, and e-mail addresses.
    d.  Tab D.  A copy of supporting TDA/TOE.

    e.  Tab E.  Instructions to the Accreditation Team on how to electronically access required documentation for courses that will be observed during the accreditation visit.  Note:  If electronic copies are not available, attach paper copies.

    f.  Tab F.  Resource Management documentation (if applicable).

    g.  Tab G.  All current waivers for the programs being evaluated.

    h.  Tab H.  A summary of the training institution’s efforts/initiatives to collect feedback/lessons learned/recommendations from the field and other key stakeholders, and results and actions taken.  

    i.  Tab I.  The institution’s RC training battalion accreditation schedule and accreditation status of institutions evaluated (if applicable).

6.  The Team Leader for this self-assessment is {name, phone number, e-mail address.}  The POC for scheduling assistance/accreditation visits to this education/training institution is {name, phone number, e-mail address.}  

Enclosures
SIGNATURE BLOCK

CF:  HQ, TRADOC QAO

D.  Format for Self-Assessment Report

Self-Assessment Report 

for {name of training institution}

{Information in brackets provides guidance for completing this report.  Comments should be concise and to the point.}

1.  Executive Summary. 

The purpose of this document is to report the results of the {Initial Military Training, Professional Military Education, or RC TASS Training Battalion} self-assessment completed by {name of training institution} IAW Memorandum, HQ TRADOC, ATTG-CD, [insert date signed], subject:  TRADOC Quality Assurance (QA) Program and Accreditation of Army Education and Training.  {Summarize main findings.}

2.  QA POC. 

{Identify primary POC for coordination with Accreditation Team.}

3.  Conduct of Training.

    a.  {Identify strengths in the conduct of training.}

    b.  {Identify limitations that hinder conduct of training.}

    c.  {Identify areas that were deficient and what you did to correct them.  If they were not corrected, provide the reason why and the corrective actions planned.}
    d.  {Identify program, product, and process efficiencies to share with other organizations.}
    e.  {Identify training and education initiatives planned for subsequent years to meet assessed shortfalls and new directives for conduct of training.  Indicate those that are currently resourced, those that are programmed in the following year’s budget, and those that are currently unresourced.}

    f.  {Identify Higher Headquarter Issues (HHI) and appropriate agency, to include MSC; HQDA; HQ, TRADOC; and/or Transformation of Installation Management (TIM) issues/concerns) that should be noted.  Include your recommendations as appropriate.}

4.  Training Support.

    a.  {Identify strengths with training support.}

    b.  {Identify limitations that hinder training support.}

    c.  {Identify areas that were deficient and what they did to correct them.  If they were not corrected, provide the reason why and the corrective actions planned.}

    d.  {Identify training and education initiatives planned for subsequent years to meet assessed shortfalls and new directives for training support.  Indicate those that are currently resourced, those that are programmed in the following year’s budget, and those that are currently unresourced.}

    e.  {Identify Higher Headquarter Issues (HHI) and appropriate agency, to include MSC; HQDA; HQ, TRADOC; and/or TIM issues/concerns) that should be noted.  Include your recommendations as appropriate.}

5.  Proponent Functions.

    a.  {Identify strengths in training development.}

    b.  {Identify limitations that hinder training development.}

    c.  {Identify areas that were deficient and what they did to correct them.  If they were not corrected, provide the reason why and the corrective actions planned.}

    d.  {Identify training and education initiatives planned for subsequent years to meet assessed shortfalls, and new directives for proponent functions.  Indicate those that are currently resourced, those that are programmed in the following year’s budget, and those that are currently unresourced.}

    e.  {Identify Higher Headquarter Issues (HHI) and appropriate agency, to include MSC; HQDA; HQ, TRADOC; and/or TIM issues/concerns) that should be noted.  Include your recommendations as appropriate.}

6.  General Comments.  {Highlight significant performance, accomplishments, and/or achievements of faculty, students, or the institution in general since the last accreditation.  This provides the training institution an opportunity to boast on its achievements.}

7.  Attachments.  {Attach the following} 

    a.  Tab A.  {Commander’s Training/Education Guidance, Directives, and Policies.  Include the institution commander’s mission, vision, intent (priorities); any guidance issued to directorates for current and out-year strategic planning (strategic direction); and policy letters and/or memorandums.  Intent of this attachment is to provide the Accreditation Teams with insight on how the institution is, or is not, aligned with higher headquarter guidance.}

    b.  Tab B.  {An annotated copy of the Accreditation Standards List showing self-rating for each standard and supporting documentation, to include reasons any standards were not met and corrective action (to be) taken.}

    c.  Tab C.  {Organizational chart to include names and titles of Directors and Division Managers, phone numbers, and e-mail addresses.  Functions of the various organizations should be identified (e.g., 4th  BN, 6th BDE is responsible for Officer Basic Training and CCC; or SPIO is responsible for Strategic Plans and Integration.)}

    d.  Tab D.  {A copy of supporting TDA/TOE and current Unit Manning Report.}

    e.  Tab E.  {Instructions to the Accreditation Team on how to electronically access required documentation for courses that will be observed during the accreditation visit.   Documentation should include, but not be limited to, lesson plans (for those to be observed), training schedules, institution SOP, critical task lists, POIs, Student Evaluation Plans, Course Management Plans (as required), and Course Maps.  The documentation may reside on the proponent’s homepage, ASAT Database, Reimer Digital Library, FTP site, or other electronically accessible locations.  Non-observed course documentation needs to be available upon request.}

    f.  Tab F.  In addition to the information available to the Accreditation Team from other sources (e.g., Installation Contracts on the DCSRM webpage and the Training Development Prioritization Workload managed by DCSOPS&T) we are providing the additional resource management documentation to assist you:  {e.g., most current Monthly Status Reports, Unit Manning Reports, Training Development Plans, Project Management Plans, POM Submissions, Long and Short Term Training Strategies, and TRADOC Budget Guidance.}

    g.  Tab G.  {Current waivers.}

    h.  Tab H.  {Description of institution’s efforts to collect feedback/lessons learned/recommendations from the field and other key stakeholders.  Include a summary of these results and related actions.}      

    i.  Tab I.  {The Institution’s Master Evaluation Plan.}     

E.  Format for Proponent Accreditation Team Recommendation.

JA 350-70-4.10b

Format for Proponent Accreditation Team Recommendation to its Commandant for NCOA and/or RC TASS BN Accreditation

(Use appropriate letterhead)

Office Symbol                                                                                                        Date

MEMORANDUM FOR Commandant, {Proponent School}

SUBJECT:  Accreditation and Executive Summary for the {NCOA and/or RC TASS Training BN accredited}  

1.  The {Proponent School} accreditation team conducted an Accreditation of the {RC TASS Training BN} from {dates}.

2.  Recommended Accreditation Rating: {Specify accreditation recommendation.}

3.  Strengths: 

    a.

    b.

    c.  etc.

4.  Shortcomings:  (Include shortcomings and recommendations for improvements.)

    a.

    b.

    c.  etc

5.  Development:  (Include recommendations for developments.)

6.  Higher Headquarters Issues:  (Include issue, responsible agency, recommended action, and POC.)
7.  General Comments:

8.  The certified evaluators for this accreditation were {names}.

9.  POC

Appropriate Signature Block






{Center or Proponent School Chief, QAO}

F.  Sample Final Accreditation Report by Proponent School.

JA 350-70-4.10c

Sample Final Accreditation Report for NCOA and RC TASS BN

by Proponent School

(Use appropriate letterhead)

Office Symbol                                                                                                Date

MEMORANDUM THRU:  Commander, XXXth Division (IT) (See TRADOC Reg 350-70, para VIII-2-9, for distribution.)

Commander, Combat Support School Brigade, Region X

FOR Commander, Signal School Battalion, Region X

SUBJECT:  Accreditation of the Region X Signal School Battalion

1.  The Region X Signal School Battalion is awarded the status of {candidate, conditional, full accreditation or Learning Institute of Excellence}. 

2.  The U. S. Army Signal School Accreditation Evaluation Team evaluated the Signal School Battalion in Region X during school year ____.  The evaluation team observed the following training:

    a.  {insert date} at location - MOSQ 12B10 - IDT.

    b.  {insert date} at location - MOSQ 51B10 - IDT.

    c.  {insert date} at location - ANCOC 62N40 - IDT.

    d.  {insert date} at location - MOSQ 12C10, BNCOC 12B30, ANCOC 62N40 – AT.

    e.  {insert date} at Region X Combat Support Brigade - training support records.

3.  Strengths:

    a.  Training Support.

        (1) School battalion is in compliance with all regulatory standards governing school administration.

       (2) School battalion has all equipment and materials required to conduct and support training.
    b.  Conduct of Training.  School is effectively conducting training IAW established standards.

4.  Shortcomings.  Billets do not comply with requirements of TRADOC Reg 350-10.

5.  Higher Headquarters Issues:  Billets at the annual training site do not comply with requirements of TRADOC Reg 350-10 or AR 210-50.  Despite the school battalion’s efforts, the post has not given high priority to Annual Training in assigning space.  Therefore, the school battalion cannot adequately care for Soldiers nor set the example necessary for training noncommissioned officers.  The {proponent school} will raise this issue to the Deputy Chief of Staff for Personnel, Infrastructure and Logistics.

6.  General Comments. (If none, delete this paragraph.)

7.  The certified evaluator serving as Team Chief for this evaluation was J. Doe.

8.  Point of contact at the U.S. Army Signal School is J. Doe, DSN xxx-xxxx or commercial (xxx) xxx-xxxx, Internet: userid@school.post.army.mil.

                                                                  Appropriate Signature Block

Encl

Team Recommendation Memo

Standards Guide with notes

CF:

HQ, TRADOC (ATTG-CD), Fort Monroe, VA 23651

(See TRADOC Reg 350-70, para VIII-2-9, for other copies furnished)

G.  Content for IMT and PME Accreditation Package to HQ, TRADOC.

The transmittal package is from the MSC QAO Director to the Chief, TRADOC QAO.  It includes:

1.  Transmittal Memorandum -- Signed by the AAC or CAC QAO Director and sent to the Ch, TRADOC QAO.  The format for Memorandum Transmitting IMT and PME Accreditation Recommendations to HQ, TRADOC QAO follows:


             {Office Symbol}

 



   {Date}

              MEMORANDUM FOR Chief, TRADOC Quality Assurance Office

              SUBJECT:  Transmittal of Accreditation Recommendation for 
                       {Initial Military Training or Professional Military Education} 
                        at the {TRADOC Center or School}

              1.  Transmitted herewith is the Commander, {Army Accessions 
              Command or Combined Arms Center} recommendation to the CG, 
              TRADOC, for accreditation of {Initial Military Training or 
              Professional Military Education} at the {Proponent Training
              Institution}.

              2.  The accreditation visit on which this recommendation is based 
              was completed on {date of out-briefing to institution’s leadership}.

  3.  POC for this action is {NAME, email address, telephone number}.



 Enclosure


    SIGNATURE BLOCK






    XXXXXXXXXX






    XXXXXXX, XXXXXXX






    XXXX

2.  Cover Memorandum – Addressed to CG, TRADOC and signed by the respective MSC Commander.  It provides basic information on the MSC’s accreditation of the PME/IMT programs at the installation visited (e.g., site/training institution visited; dates of visit; courses evaluated and green/amber/red ratings for each course; recommended overall PME/IMT accreditation rating). 
3.  IMT/PME Team Report – This report contains the following sections and appendices:
Executive Summary – A synopsis of the accreditation evaluation, to include the purpose, recommended accreditation rating, and key findings.
Purpose – Summary of the goals and objectives of the accreditation visit (i.e., conducted an accreditation of PME or IMT), and statement of the methodology used to conduct the accreditation evaluation (how the team planned, prepared and executed the accreditation (e.g., surveys, focus groups, personal interviews, data collection, and personal observations).
Recommendations for Accreditation Rating – Provides the CG, CAC or CG, AAC a recommended level of accreditation for the IMT and PME Programs conducted by the Branch Proponent.   In addition to the overall accreditation level for IMT or PME, the report will include green/amber/red ratings for course categories (e.g., AIT/OSUT, BCT, DSS, BOLC I and II, OES, WOES, and NCOES) and for each individual course evaluated during the visit.
Key Findings – The team’s key findings are summarized for each category of training evaluated.  The findings address the strengths, deficiencies, higher headquarter issues (HHIs), and recommended corrective actions in the following areas:  Conduct of Training, Training Support, and Proponent Functions.

Appendices A-n – Specific feedback is provided on each course evaluated during the visit using a narrative report format (Word document).  Each course report will include the overall recommended course rating; a completed TRADOC Form 350-70-4-2-R, Record for Evaluation of Accreditation Standards; evaluator comments/observations/
findings; and any higher headquarters’ issues.     

H.  Format for Notification of Accreditation Status.

JA 350-70-4.10a

Notification of Accreditation Status

ATTG-CD

MEMORANDUM FOR {Commandant/Commander of Training Institution}

SUBJECT:  Notification of Accreditation Status for {Training Institution}

1.  References:

    a.  {Accreditation recommendation from CG, Army Accessions Command for Initial Military Training}

    b.  {Accreditation recommendation from CG, Combined Arms Center for Institutional Leader Development} 

    c.  Memorandum, HQ TRADOC, ATTG-CD, Jan 04, subject:  TRADOC Quality Assurance (QA) Program and Accreditation of Army Education and Training.

2.  Based on recommendations from the Commanders, AAC and CAC QAOs, the {training institution} has received the following accreditation level:


a.  IMT:  {Candidate/Conditional/Full/Learning Institution of Excellence} 


b.  PME:  {Candidate/Conditional/Full/Learning Institution of Excellence} 

Your accreditation certificates are at Enclosure 1.    

3.  Use the applicable paragraph below as the third paragraph, depending upon level of accreditation received.  

If “Candidate for Accreditation” rating is received in IMT and/or PME, insert the following paragraph:  

The accreditation status for IMT and/or PME will require a revisit.  The following actions must be taken to achieve Full Accreditation:

    a.  The training institution:

         (1) Begins corrective actions to correct the deficiencies noted as “Not Met” on the TRADOC Accreditation Standards List. 

          (2) Provides to the appropriate accreditation team, 30 days prior to the follow-up visit, a memorandum reporting corrective actions taken by the institution to ensure that deficiencies that were observed, but corrected on-the-spot, do not recur. 

    b.  The appropriate accreditation team(s) will:

         (1) Schedule a follow-up evaluation.  The accreditation team will notify the institution electronically, with delivery receipt requested, or via certified mail, and telephonically contact the institution to make preparations for a follow-up visit.  

         (2) Conduct a follow-up visit within 12 months to inspect those courses or areas in the institution that did not meet accreditation standards.  It may not be necessary to re-evaluate those courses or areas of the institution that met accreditation standards during the initial accreditation visit. 
Or

If “Conditional Accreditation” is received in IMT and/or PME, insert the following paragraph: 

The following actions must be taken to improve the Conditional Accreditation status for IMT and/or PME:

    a.  The institution will respond to the appropriate accreditation team with a written report, in the time specified (6 months for Reserve Component training battalions; 60 days for other training institutions), with the following improvements:  

         (1) Corrective actions the institution took to ensure deficiencies that were observed, but which the institution fixed on the spot, do not recur. 

          (2) Actions the institution took to correct and prevent the recurrence of deficiencies for those items listed as “Not Met” on the Accreditation Standard List. 

    b.  The appropriate accreditation team(s) will:

         (1) Review the report of corrective action.  

         (2) If report of corrective action is satisfactory, report to CG, TRADOC that the deficiencies were corrected and recommend upgrading accreditation rating to the appropriate level.  

Or

If ”Full Accreditation”  is received in IMT and/or PME, insert the following paragraph:

HQ, TRADOC recognizes the dedication and hard work of all personnel committed to ensuring the {training institution} received “Full Accreditation” status in {IMT and/or PME}.  This achievement demonstrates your commitment to ensuring that your training program meets the competency needs of today’s Army and the Future Force.  Your commitment to the high ideal of quality is to be commended.

Or

If “Learning Institution of Excellence” designation is received for IMT and/or PME, insert the following paragraph: 

HQ, TRADOC congratulates your training institution on receiving the designation “Learning Institution of Excellence,” the highest accreditation level possible.  {Training institution} has gone beyond the call of duty to achieve this honor, and I congratulate your staff and faculty for the dedication and hard work that contributed to this coveted distinction.  Your personnel have ensured that the training and leader development provided to our Soldiers will instill in them the qualities and skills necessary to dominate across the spectrum of conflict.

4.  POC for this action is {action officer’s name, office, phone number}.

Encl                                                     CG TRADOC signature block

J.  Commander’s QA Visit Feedback Form
	Commander’s Quality Assurance Visit Feedback Form

	

	Unit Evaluated
	

	     Location
	

	     Dates of Visit
	

	Visiting Team
	

	     Name of Team Leader
	

	     Dates of Visit
	

	     Type of Accreditation Event
	

	Overall Evaluation Rating
	

	

	Feedback to TRADOC CG

	

	Name and Position of Feedback Submitter:

	Was the evaluation conducted professionally?



	Did the evaluation team provide you a clear understanding of their purpose and procedures? 



	Did the evaluation team apply the required standards IAW approved accreditation policy and guidelines?



	Did you receive conflicting guidance on requirements for meeting the standards?



	Did the evaluation team identify issues beyond your control and the higher headquarters responsible for resolving them?



	To what extent did the visit impact your organization’s OPTEMPO?.



	Other comments:



	(See instructions on reverse side)


Instructions

This form is to be completed by the commanders of education/training institutions visited by a TRADOC Quality Assurance (QA) Program team.  This includes both assistance visits and evaluation accreditation visits.

Complete the form at the conclusion of the visit and send to:


Commanding General

United States Army Training and Doctrine Command


ATTN:  ATCG


7 Fenwick Road


Fort Monroe, Virginia 23651
Limit the feedback to one page on the front of this form.
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