COA ASP Accreditation Work Plan Template

This template can be used as a model work plan.  Feel free to modify to suit your program's needs.
	Preparation

	Step
	Who is responsible?
	Notes/Issues/Deliverables
	Timeframe for Task Completion

	Review Standards Website, including the Accreditation Guidelines and Tools Index.

	
	
	

	Prepare and orient staff to COA’s accreditation process:

	
	
	

	Assign work to appropriate staff or teams.

	
	
	

	Evaluate the program's current level of implementation of the standards & identify areas in need of significant work.

	
	
	

	Self-Study and Preparation of the Self-study Document

	Steps


	Who is responsible?
	Notes/Issues/Deliverables
	Timeframe for Task Completion

	Assign responsibility for Human Resources, Program Administration, and Programming and Services sections.

	
	
	

	Regularly update staff on activities & progress.

	
	
	

	Draft all policies & procedures & put an implementation plan in place.

	
	
	1 month into self-study process (post intake call)

	Begin to assemble documentation of implementation of Core Concept Standards per each standard sections’ Table of Evidence as it becomes available.

	
	
	

	Regularly check your program’s My COA website for standards updates.

	
	
	

	Disseminate questionnaires electronic/telephonic surveys to stakeholders.

	
	
	4 months prior to site visit

	Assemble electronic self-study document according to instructions in the Afterschool Guidelines.

	
	
	

	Send self-study document to COA.

	
	
	8 weeks prior to site visit

	Following the receipt of the Self-Study Adjustment Memo and Review  Team Notification Package by COA, send copies of the self-study document to the review team.

	
	
	

	Preparing for the Site Visit

	Steps
	Who is responsible?
	Notes/Issues/Deliverables
	Timeframe for Task Completion

	Continue to document implementation of the standards.

	
	
	

	Conduct a mock site visit.

	
	
	

	Prepare & organize on-site documentation.

	
	
	

	Work with the team leader to establish schedule of events for the site visit.

	
	
	

	Finalize site visit arrangements with the team leader.

	
	
	

	The Site Visit

	Steps
	Who is responsible?
	Notes/Issues/Deliverables
	Timeframe for Task Completion

	Ensure that key staff are available while the review team is on site.

	
	
	

	Designate a quiet room or area with computer where the review team can work undisturbed.

	
	
	

	Verify that on-site documents are organized & readily available to the review team.

	
	
	

	After the Site Visit

	Steps
	Who is responsible?
	Notes/Issues/Deliverables
	Timeframe for Task Completion

	Upon receipt, review the Pre-Commission Review (PCR) Report & prepare a response as per the guidelines.

	
	
	

	Respond to COA requests for more information, as applicable.

	
	
	

	Notify staff, the board, & other stakeholders of accreditation decision.
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