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 requirements and review, and provide procedures for conducting self-assessment.

    e.  Examine previous accreditation/evaluation reviews.

    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 Previsit Documentation Requirements column on 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.
