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PART I

[bookmark: _INTRODUCTION][bookmark: _Toc287782485][bookmark: _Toc288823274]INTRODUCTION

[bookmark: _A.__Responsibilities][bookmark: _Toc287782486][bookmark: _Toc288823275]A.  Responsibilities of Commission Members
Thank you for participating in this important work.
Being a Commission member means participation in the most important synthesis function of the accreditation process. Each Commission member holds substantial responsibility. Preparation for Commission meetings is both forensic and contemplative and should be approached with a helpful and open frame of mind. Although the reading assignments may seem overwhelming at first; in time, we hope you will find that your comfort level will settle in as you develop and master your own procedure for reading and style of discussing and writing motions. Please feel free to request assistance at any time from the Commission Chair, fellow members, and staff.
The two primary purposes of the Commission are: 
(a)	to apply the standards of the Association to institutional programs in art/design in a manner that supports their development, and 
(b)	to make recommendations that will assist institutions to develop their own best futures for art/design. 
In accomplishing these purposes Commission members:
(a)	apply the standards of the Association element by element, always staying within the context of competencies, and 
(b)	assess an institution against the spirit and meaning of the standards statements as a whole. 
Balance is important. It is critical to make balanced judgments about short-term effectiveness and sustained ability. Above all, decisions must be made with thorough understanding of each institution’s objectives, and constant attention to the knowledge, skills, and competencies being developed by students.
NASAD is grateful for the many hours you dedicate to your work as a Commission member. Without the volunteer spirit your work represents, accreditation in art/design would not be possible. Thank you for undertaking this important responsibility.
[bookmark: _B.__Expenses][bookmark: _Toc287782487][bookmark: _Toc288823276]B.  Expenses
NASAD will pay for hotel, food, and beverage charges for Commission members during Commission meetings as described in communications distributed by the staff. We ask that you pay for all charges directly and, at the conclusion of the Commission meetings, submit to NASAD a request for reimbursement using the NASAD expense form available on the NASAD website. Staff will accept an annotated copy of your hotel bill as documentation of expenditures. Receipts are required and may be submitted in original or copy form.
Commission members are asked to exercise care when incurring expenses, as they will be reimbursed from Association funds. Commission members should be comfortable; however, excesses should be avoided. If you charge a Commission meal, may we ask that you note on the receipt all Commission and public members, spouses, guests, etc., by name, who were in attendance at the event. Spouse and guests are asked to address their own expenses.

PART II

[bookmark: _PRINCIPLES,_PROTOCOLS,_AND][bookmark: _Toc287782488][bookmark: _Toc288823277]PRINCIPLES, PROTOCOLS, AND ETIQUETTE
[bookmark: _Toc287782489][bookmark: _Toc288823278]FOR THE NASAD COMMISSION

Over the years, NASAD has compiled a consistent record of providing accreditation services to institutions and programs. Part of the reason for this success is the Association’s adherence to certain principles, protocols, and etiquette that build trust between the accreditation effort and various institutional constituencies. Given the necessity of maintaining the trust on which so much else depends, it seems appropriate to set down a number of ideas historically important to the Commission.
[bookmark: _A._Three_Important][bookmark: _Toc287782490][bookmark: _Toc288823279]A.	Three Important Issues
1. Review Against Published Standards
Review bodies, such as accreditation Commissions, represent an aggregation of individual backgrounds, values, philosophies, and approaches. Used appropriately, this diversity can bring important strengths to the review process. Used inappropriately, however, it can render the process ineffective. Commission members are asked to adjudge institutions using only the NASAD standards and guidelines in force at the time of consideration. Personal viewpoints and suggestions must be avoided so that consistency, validity, reliability, and trust in the review process remain. 
	2.	Judge on Facts
The Commission must base all judgments on only the information and facts provided in the institution’s dossier. The Commission’s purpose is to ascertain that institutions and programs meet or exceed specific thresholds of acceptability, while also generating a conversation that encourages continuing analysis and improvement. In order to serve this purpose, the Commission’s work must be fair, thoughtful, and competent. The Commission cannot be perceived as judgmental or basing its decisions on impressions instead of facts. Only when these positive conditions prevail will the Commission hold the attention and respect of its readers and establish a base of trust that enables its feedback, with regard to standards compliance, to be received openly and in the spirit intended. Only under these conditions will institutions welcome the assistance and support NASAD provides regarding their efforts to foster and continue ongoing excellence in art and design higher education. 
3.	Respect Local Purposes and Achievements
NASAD holds deep respect for the work and autonomy of each institution. The Commission process is an outward and evident sign of its commitment to these principles. Therefore, the Commission has a responsibility to ensure that NASAD’s approach is sensitive, supportive, and based on in-depth reading and understanding of the institution and its specific goals, objectives, and achievements. 
[bookmark: _B._A_Central][bookmark: _Toc287782491][bookmark: _Toc288823280]B.	A Central Goal
The NASAD accreditation process is structured around a central goal: to conduct every aspect of accreditation review in a way that maintains focus on the artistic, intellectual, educational, and associated resource issues important to specific institutions and programs. The moment the process becomes focused on the appropriateness, subjectivity, statesmanship, or even the style with which the Association conducted the review, ground is lost. Usually, this loss of ground is, at best, only ever partially regained. Because there is a natural tendency for those being reviewed to fault something about the reviewers or the process, the NASAD accreditation process must be conducted in such a way as to minimize this tendency by ensuring the existence of a context of actions demonstrating trust, respect, professionalism, and an attitude of service.
When trust and intellectual respect are lost, review procedures lose their greatest effect. Once lost, reviews then become exercises in public relations rather than artistic, intellectual, and educational pursuits. When this happens, the form and the formalities of the review process are preserved intact, but intellectual substance and academic curiosity are reduced or no longer present. NASAD strives to ensure that these values prevail.
[bookmark: _C._The_Reciprocity][bookmark: _Toc287782492][bookmark: _Toc288823281]C.	The Reciprocity Principle
One governing mechanism in accreditation is the fact that all individuals involved with the Commission are subject to being reviewed themselves in various kinds of accreditation and quasi-accreditation procedures. This provides a periodic reminder of the conditions that exist when one is the subject of a review process. This is a most salutary means of reminding ourselves of the basic rule of doing unto others as we would be done by—perhaps the most useful principle for all Commission activities.
[bookmark: _D._The_Functional][bookmark: _Toc287782493][bookmark: _Toc288823282]D.	The Functional Role of the Commission
In NASAD practice (associated with the separation of powers principle), the Commission acts as a judicial body. The standards of the Association are established by the membership (legislative body) through specified procedures. Thus, a Commission does not have the authority to create standards as it goes along. It can only work with the standards text that exists at the time of deliberation. This policy protects everyone involved in the accreditation process. The standards are crafted to be specific enough to maintain basic consistency regarding structural principles and basic content associated with specific credentials and areas of study, while avoiding prescriptive detail that would reduce institutional autonomy. The separation of powers principle produces the basis for consistency and fairness. It facilitates a Commission’s acting as a corporate body rather than a committee that simply ratifies disparate views of individual visitors and Commission members.
[bookmark: _E._Points_to][bookmark: _Toc287782494][bookmark: _Toc288823283]E.	Points to Remember
1. 	Accreditation in art/design is voluntary for most institutions. Institutions and programs have little reason to participate unless accreditation provides a worthy and helpful service. For some freestanding institutions, accreditation from NASAD provides the link to federal programs; however, service should be NASAD’s first priority.
2.	A Commission ought to start with the assumption that those being reviewed are honest, honorable, competent, and dedicated to the best possible work under their specific circumstances. Very few reviews will reveal an approach to the contrary. Therefore, it is important to avoid from the onset a prosecutorial philosophy and style, which could diminish the trust so essential to NASAD’s effectiveness.
3. 	NASAD works to avoid conflict of interest or the appearance of conflict of interest in any aspect of its accreditation activities and in its other operations. The Association expects all individuals involved in any relationship with NASAD to declare potential conflicts of interest as they appear. In the accreditation process, potential conflicts of interest may arise based on personal associations, past or projected affiliations, familial relationships, past or current financial relationships, geographic proximity, or other reasons. Questions concerning conflicts of interest should be addressed to the staff in the National Office. When in doubt, it is best to abstain or withdraw from participation in reviewing a particular agenda item that presents any possibility of conflict of interest.
No member of the NASAD Commission should participate in any way in accrediting decisions in which he or she has a pecuniary or personal interest (or the appearance of same) or with respect to which, because of present institutional or program association, he or she has divided loyalties or conflicts (or the appearance of same) on the outcome of the decision. This restriction is not intended to prevent participation and decision-making in a general run of cases that do not directly or substantially affect the institution or program with which the Commission member is associated, or its competitive position with a neighboring institution or program under review.
Commission members must excuse themselves from Commission discussion and voting on institutions they represent. Commission members may not make or second motions for institutions where they have, in the last ten years, served as a consultant or evaluator. Commission members may not make or second motions for institutions from which they have graduated or served in a professional capacity.
4. 	The standards of the Association are written in terms of functions to be served rather than methods to be utilized. It is essential to remember that each institution is ultimately responsible for defining its own mission, goals, and objectives. The functions outlined in the NASAD standards are applied according to the mission, goals, and objectives announced by the institution. In NASAD practice, the accrediting process centers on the fulfillment of these functions, not on the setting of goals and objectives that indicate functions to be served, or on methodologies for fulfilling them. This policy protects the autonomy of the institution, maintains a positive climate for diversity and innovation, and keeps the accreditation process in a service-oriented posture. Numbers and percentages are benchmarks, not calipers and not standards. NASAD’s focus must be on what students know, are learning, and are able to do. Numbers are only one factor in the quality equation, and often not the most important one.
5. 	At times, the Commission may face language that is not clear in its meaning or particularly seeped in the colloquialisms of the day. In such cases, the Commission is asked to seek as necessary information that enables it to make an informed and helpful decision. In responding, the Commission must avoid using colloquialisms, and instead offer instruction, guidance, and advice using clear and concise language reflective of appropriate application of procedures. Commission members must not allow the buzzspeak of any given season or event to carry a great deal of meaning, either currently or over time. By their nature, buzzwords tend to indicate passing fads. The more widely they are used, the more unspecific they become. Accreditation actions based on buzzwords are superficial, and ineffective in their helpfulness to institutions. 
The use of buzzwords by the Commission and institution tends to create a vague conversation, which is no longer centered in fact, standards, or the application of standards based on fact. The effectiveness of the process is lost in layers of jargon.
Since accreditation is a projective act, multi-year in scope, accreditation actions should focus on substance, long-term realities and issues, and in-depth analysis. The texts of accreditation actions should not read as jargon particularly because they will be referenced for years to come.
6.	The text of any accreditation action may be subjected to forensic analysis, often by individuals with significant intellectual skills but not necessarily familiar with the field of art and design. All written communications must be logical, coherent, referenced to the Handbook, and credible in delineating a relationship to functions derived from the mission, goals, and objectives of institutions and programs. The accreditation action must be taken with specific regard for the artistic and educational purposes of the institution. If necessary, communications may discuss institutional purposes in relation to larger matters such as the nature and realities of the profession, but this must always be done in a manner that creates intellectual respect for decisions and recommendations. The content and language of Commission communications should reflect the serious, artistic, and intellectual focus of the accreditation process to all readers.
7.	It is important to make clear distinctions between what is essential to maintain accreditation and what is recommended for institutional consideration. NASAD has specific procedures in this regard and they must be followed to the letter. It would be inappropriate to cite an issue of apparent non-compliance and to require that the issue be addressed by following a certain method. The Commission should avoid the suggestion of specific approaches. Helpful suggestions should be disassociated from accreditation decisions. 
	If Commission members feel that NASAD standards should be amended, discussion should come before the Commission during the business meeting held at the conclusion of each set of Commission meetings as a business item for action and movement through the regular NASAD standards revision process. Commission members must work with only the standards, guidelines, and recommendations at hand and craft the texts of their communications with institutions accordingly. 
8. 	Commission communications must clearly articulate the specifics of any reply needed referencing specific language from the Handbook. Often, institutions provide significant information on a specific point—both in the Self-Study and in the Optional Response to the Visitors’ Report. The institution honestly believes that it has thoroughly addressed the concern in question. In such circumstances, it is confusing for the institution to be asked to respond generically to a standard, especially when the standard is broadly drawn or has multiple elements, and only one or some of the elements are applicable. If something has not been addressed, it is essential for the Commission to identify what is missing. If something is not clear, the Commission must say exactly what needs to be clarified. If something seems inappropriate, awry, or in specific conflict with NASAD standards, these issues need to be pointed out unequivocally and referenced to the specific passage in the Handbook, citing chapter and verse. If wording is confusing, the problem needs to be identified so the institution can respond to specific concerns. These approaches assist the institution and the Commission by producing clear indications of the expected content of the requested reply, thus maintaining continuity as the Commission members rotate over time.
9. 	Institutions must not be subjected to double jeopardy in the review process. When the Commission seeks specific clarifications, the institution should be assured that these are and will remain the points in question until successfully addressed through the process. Raising points on new issues at a subsequent time in the same review process is unfair to the institution. The only exception to this principle is the introduction of new information or changing conditions brought by the institution to the Commission’s attention through the Commission correspondence process. The Commission must address such issues should standards compliance be in question. Otherwise, institutions must know where they stand at any point in the accreditation review process, including periods when they are preparing replies to the Commission. 
10. 	Commission members must avoid advancing personal agendas in the conduct of accreditation reviews, particularly by attempting to establish precedents through personal interpretations of standards, guidelines, and recommendations. There is little that can do more harm to the credibility of an accreditation procedure than the perception on the part of those being reviewed that there are secret standards, guidelines, and recommendations being promulgated by individuals either personally, or as representatives of other groups. Attention to and application of procedures and standards following NASAD guidelines is paramount in this regard.
11. 	It is essential that the Commission apply standards rigorously to all institutions regardless of their length of affiliation with NASAD. As an example, it would be inappropriate for the Commission to be more (or less) stringent with the applications of new institutions than with those of institutions being considered for continuing accreditation. Consistency is essential. Commission members are reminded that all institutions must at the time of application meet all standards applicable to the institution at that time.
12. 	The work of the NASAD visiting evaluators is critical to the success of the accreditation effort. However, it is the duty of the Commission to study and use all information, not solely the Visitors’ Report, to inform Commission discussion and outcome. All information in a Visitors’ Report must be verified against information offered by an institution in a Self-Study, Optional Response, etc. There are three basic reasons for this: 
· First, the time span between the accreditation visit, the writing of the Visitors’ Report, and the Commission meeting, is often long enough for the institution to have made significant changes in light of the visitors’ observations and as a result of continuing analysis generated from the accreditation process. Institutions regularly offer extensive Optional Responses to the Commission outlining such changes along with demonstrations of errors of fact, clarifications regarding interpretation, and possibly updated and/or new information.
· Second, in the event a Visitors’ Report contains an error of fact or an incorrect interpretation of a standard in the Handbook, the Commission has the ability to correct such statements. Although this happens rarely, it is the prerogative and responsibility of the Commission to be aware of and address such situations. Sole accreditation decision-making authority rests with the Commission.
· Third, in support of reasons one and two, the Commission is the body in the accreditation process responsible for consistency of treatment among applicants. By the very nature of Commission activity, a Commission has a different perspective based on both the timing of its action in the accreditation sequence and the function it serves.
Several issues covered previously should be considered with respect to this point. The Commission should begin with an abiding respect for views expressed by the NASAD evaluators and by the institutional representatives engaged in the process. It can be frustrating for institutions to provide extensive replies to concerns identified by the visitors, only to have the Commission repeat the concerns of the visitors in the same terms the visitors themselves used. In such circumstances, a conclusion is drawn that the Commission did not study the materials provided. Commission members may wish to note in the body of the motion the specific materials they have reviewed. (As an example, if curricular charts are present but they do not demonstrate compliance, the Commission should confirm receipt of the charts and note why they are insufficient and prevent the Commission from making an informed decision.) At all costs, it is important to avoid the syndrome all too common in bureaucratic review procedures whereby an issue, once mentioned, can never be cleared from discussion. The Commission’s rigor is not indicated by the number of points cited within a motion or number of motions, rather from the depth of the conversation with the institution. Once an institution has successfully addressed a point, it is appropriate to remove the issue from the list of ongoing concerns, freeing the institution to move forward to address other pressing initiatives – those cited by the Commission and their own.
13. 	The accreditation process involves individuals with significant levels of education, knowledge, and expertise. Given this situation, it is important to avoid intellectual gamesmanship. Our greatest strength is our ability to pool and share knowledge and expertise—to work together to advance the field and the efforts of institutions. Any focus on an individual’s style or approach steers the conversation away from a position of effectiveness. The Commission must be cognizant of its own style, and in its awareness must not use the style of applicants as the basis for accreditation decisions or in kind replies.
14. 	No matter how hard a Commission tries not to, it will make errors. When this happens, the Commission should be forthright in admitting errors and fixing any mistake. It is counterproductive to promote an image of infallibility. Perception of such a belief often serves as a barrier to open dialogue, which is a condition vital to the success of any peer review process.
15.	The Commission must be direct with its actions recognizing the need to preserve time as a resource critical to the work of applicant institutions. Since a primary function of accreditation is to foster educational improvement beyond a basic threshold of acceptability, the accreditation process itself should not preempt time available for improvement efforts. Requests from the Commission that turn the accreditation process away from an institution’s artistic, intellectual, and educational pursuits can deplete valuable time resources. The Commission’s work should be direct and on point.
It is essential to remember that institutions do not exist in order to be accredited, but rather, that accreditation exists in order to help institutions fulfill artistic, intellectual, and educational goals and objectives. When accreditation is conducted appropriately, time spent on accreditation is worthwhile.
16. 	A Commission must conduct its actions in such a way as to communicate respect for the professionalism and expertise of those being reviewed. Commission actions, and the language used to express them, must demonstrate professionalism, understanding, and appropriate support. The work of a Commission must be conducted at the highest level of competence. The Commission can be instrumental in fostering a culture that promotes and values professionalism, insight, understanding, and helpfulness, which in turn enables the focus of the process to remain on the institution and its self-improvement efforts.  
The NASAD Commission continually strives to be cognizant of the issues outlined above. As time unfolds, other issues will come to light that will need our consideration. However, as long as NASAD maintains its attitude of service through attention to both the substance and symbolism of Commission actions, the Association should remain in a place that allows it to continue to hold the respect of the higher education community for the approach it takes to its accreditation responsibilities.

PART III

[bookmark: _COMPONENTS_OF_THE][bookmark: _Toc287782495][bookmark: _Toc288823284]COMPONENTS OF THE COMMISSION MEETING


Each Commission meeting contains a specific series of functions to be served at particular times. The following annotated list provides an orientation to the fundamental work expected in each component.

[bookmark: _A._Materials_for][bookmark: _Toc287782496][bookmark: _Toc288823285]A.	Materials for Reading
At the beginning of each Commission meeting, materials pertinent to cases appearing on the agenda are assembled in one place. Materials are provided in a series of tomes customized for each Commission reader. The set of tomes (red covers) for each reader contains information for which the reader has some responsibility. These items are presented in the order they appear on the master Commission agenda (yellow). The Commission Chair and staff are provided with a full set of all materials (black covers) to share.

	In addition to materials concerning institutional cases, this Manual for Commission Readers document, and other materials that might be useful to the work of each Commission member is provided in advance. Commission members are encouraged to obtain their assigned reading materials upon arrival at the meeting site. Draft motion templates will be provided onsite by NASAD staff. Materials may be taken to sleeping rooms, but must be returned prior to the conclusion of the Commission meetings. Commission members are asked to maintain such materials as confidential.

[bookmark: _B._Orientation_Meeting][bookmark: _Toc287782497][bookmark: _Toc288823286]B.	Commission Briefing
	A Commission Briefing will be held shortly after Commission materials have first been made available for reading. All Commission members are required to attend the briefing. This meeting is used to train members; review basic Commission procedures; discuss Association standards and their application; note problem areas, new policies, or specific concerns; review the schedule of the entire Commission meeting; address nascent questions about the agenda or an institution's materials; and gain an overview of the accreditation and business agendas. When newly elected members join the Commission, an Orientation specifically designed to welcome and instruct new members will precede this Commission Briefing. Such Orientations will offer to new members a nuts and bolts explanation of the process and responsibilities.

[bookmark: _C._Reading_Period][bookmark: _Toc287782498][bookmark: _Toc288823287]C.	Reading Period
	A significant amount of time at the beginning of each Commission meeting is devoted to individual reading of assigned cases. This is perhaps the most important time in the entire Commission meeting since it is during the reading period that initial decisions and recommendations are crafted.

	Each reader will have a variety of cases to read. Some will be full comprehensive reviews for accreditation or renewal of accreditation. Others will be Responses to deferrals, Progress Reports after approvals, applications for new curricula, or actions regarding responsibilities of applicants or accredited member institutions. Length and complexity will vary among these actions.

	Original actions for requests for Membership and renewal of Membership will be assigned two readers. One reader will be designated as the writer of the final motion to come before the Commission. The other reader will not be responsible for writing the final motion, but will be responsible for reading and developing wording to address issues to be shared with his/her reading partner.

	During the reading period following scheduled caucuses for pairs of readers, the Commission member assigned as writer of the motion concerning original actions for Membership or renewal of Membership will prepare the formal motion based on his/her notes, the notes of the second reader, and discussions held during the caucus regarding the case. The final, complete motion should be prepared using the appropriate draft motion template.

	Each motion for each institution must be created using the appropriate and corresponding draft motion template. As an example, if one institution has an application for renewal of Membership and an application for Plan Approval, separate motions will be on the single draft motion template. It is the responsibility of the assigned writer to use the appropriate draft motion template provided by staff and to create the motion contents based upon reading and conversation.

	Other Commission actions including Responses, Progress Reports, requests for Substantive Change, requests for Plan Approval and/or Final Approval for Listing of new curricula, and the issues under “Other Business” are typically assigned only one reader. In most cases, except original applications for Substantive Change or Plan Approval, the subjects to be addressed and the basic motion approach already have been delineated by a previous action of the Commission requesting a Response, Progress Report, or granting Plan Approval to a new curriculum. In these cases, it is imperative for readers to review all previous Commission Action Reports addressing the particular issue. During the reading period, individual readers assigned to these cases are required to prepare draft motions that will be presented by the assigned reader during his/her scheduled individual caucus time.

	The reading period can be used as a time for consultation with the Commission Chair, staff, and other Commission members. If readers feel that immediate contact with an institution would be useful to clarify minor points, the staff may be asked to contact the institution to request information it feels might be readily available. In no case should Commission readers contact an institution, or let it be known which institutions he/she has been assigned.

[bookmark: _D._Scheduled_Caucuses][bookmark: _Toc287782499][bookmark: _Toc288823288]D.	Scheduled Caucuses for Pairs of Readers
	Members of the Commission on Accreditation are provided with a caucus schedule detailing times at which pairs of readers assigned to original actions for Membership and renewal of Membership are requested to meet with the Commission Chair and staff. Commission members should come to the caucuses with written draft motions in hand. During the caucuses, notes will be compared among all of these individuals regarding each specific case. Both assigned readers are responsible for notes related to all areas of the case. The second reader shares his/her notes on the case with the designated writer of the motion. While continued consultation between pairs of readers remains possible and recommended throughout the Commission meeting, each Commission member will be able to work more efficiently if the second reader has essentially completed his/her task with the case by the time the caucuses begin. Caucus pairs may meet informally prior to scheduled caucuses. Upon the completion of scheduled caucuses, the assigned writers may need to rework their motions prior to their placement before the Commission for consideration and action.

[bookmark: _E._Scheduled_Caucuses][bookmark: _Toc287782500][bookmark: _Toc288823289]E.	Scheduled Caucuses for Individual Readers
	Members of the Commission on Accreditation are provided with a caucus schedule for individual readers. Commission members should come to the caucuses with pre-written draft motions. During these caucuses individuals assigned to Responses, Progress Reports, Substantive Changes, Plan Approvals, and Final Approvals for Listing, and any “Other Business” applications will meet with the Commission Chair and staff to compare notes on issues of concern. Particular attention will be focused on Responses concerning Membership and renewal of Membership. These caucuses provide opportunities for individual readers to review their draft motions prior to the full Commission meeting. Motions may be reworked and/or completed at any time prior to the voting on such motions.

[bookmark: _F._Commission_Meetings][bookmark: _Toc287782501][bookmark: _Toc288823290]F.	Commission Meetings
	The Commission will meet to review all agenda items. Normally, the Commission will move from action to action in the order printed on the master agenda. Just prior to the commencement of the voting session, the writers of all motions should have completed all writing including the crafting of motion text including all appropriate citation references (Handbook, Self-Study, Optional Response, Catalog, etc.) and have entered the text into the draft motion template. The Commission will take formal action on the text of the motion presented by the writer and seconded by the reader (For items assigned to pairs, it is common practice for the second reader to second the motion made by the writer).

[bookmark: _G._Public_Representation][bookmark: _Toc287782502][bookmark: _Toc288823291]G.	Public Representation on the Commission
	Two appointed members of the Commission represents the interest of the public. Duties include a review of materials, participation in discussion, initiation of questions regarding institutions and/or motions, seconding of motions, and voting. The public members must attend all voting sessions of the Commission and are welcome to attend all other phases of Commission meetings.

[bookmark: _H._Business_Meetings][bookmark: _Toc287782503][bookmark: _Toc288823292]H.	Business Meetings
	Each Commission meeting will close with consideration of a business agenda. This agenda includes both old and new business. The primary purpose of the business meeting is to attend to the business agenda of the Commission and to consider policy issues that deal with accreditation standards and procedures. Members of the Commission are presented with an agenda for the business meeting during the Orientation Meeting. All Commission members should review these materials and be ready to comment as appropriate during the business meeting.

PART IV

[bookmark: _SEVEN_ESSENTIALS_FOR][bookmark: _Toc287782504][bookmark: _Toc288823293]SEVEN ESSENTIALS FOR COMMISSION READERS


[bookmark: _A._Review_Institutional][bookmark: _Toc287782505][bookmark: _Toc288823294]A.	Review Institutional Materials with Reference to NASAD Standards
[bookmark: _Toc287782221][bookmark: _Toc287782506][bookmark: _Toc288823295]		and Code of Ethics
Institutions must meet all applicable operational, ethical, and curricular standards. When one or more standards are not met, a Response (for deferrals) is required in all cases. When describing each deficiency, Commission members are asked to cite specific Handbook, Self-Study, Visitors’ Report, and/or Optional Response sections, etc. by chapter and verse.
Each program and/or degree (all curricular offerings) must be checked to ensure compliance with NASAD standards as outlined in the Handbook (Please note the “all or nothing” policy outlined in the Handbook, Rules of Practice and Procedure, Part II, Article I, Section 3.).
[bookmark: _B._Notes_on][bookmark: _Toc287782507][bookmark: _Toc288823296]B.	Notes on Percentages, Musts, and Shoulds
Please note important distinctions in standards language. Standards statements regularly use “must,” “shall,” “essential,” or words with similar connotations. These distinctions are intentional and must be treated accordingly in developing motions. Only standards applicable to the applicant institution should be applied. Accreditation means that the art/design unit as a comprehensive entity and its component parts meet standards and can be expected to do so for the period of accreditation.
NASAD’s accreditation procedure is focused on assessing the fulfillment of functions expressed as conditions and competencies rather than the use of particular methods. It is important for Commission members to maintain this approach when considering application materials and writing motions. 
Percentages.  Each percentage indicated in the Handbook is based on the fulfillment of a function. For example, time on task is not presented as an arbitrary number; but rather it represents the amount of time judged necessary for the average student accepted into a specific program to acquire the competencies outlined in the standards. The percentages and numbers are there to indicate suggested time required to fulfill competencies rather than the reverse. Therefore, if an institution’s percentages vary from the benchmarks noted in the Handbook, the first issue for Commission members is to determine what functions are not being served. Our communications with institutions may mention percentages as benchmarks, but must include and focus on a discussion of apparent competency deficiencies. When percentages are below minimums, it is not acceptable accreditation practice to mention percentages alone without reference to what is missing in terms of conditions and competency development. Institutions cannot be deferred solely for varying from a percentage, because percentages are benchmarks, not standards.
Musts and Shoulds.  There exists a specific distinction between “must” and “should,” statements included the Handbook. The “must” statements are unequivocal criteria agreed to by the Association—they indicate standards. If an institution has failed to demonstrate compliance with a “must” statement, the institution must be deferred with a request for a Response pending receipt of additional information that must address the deferral point(s). “Should” statements are benchmark indicators about functions required by “must” statements. Therefore, when an institution has not successfully addressed a “should” statement, its relationship to the “must” standard must be considered, particularly when there is no evidence that the required function is being served in any other way. Typically, it is not appropriate to defer an institution for lack of sufficient attention to a “should” statement.
It is understood that significant Commission judgment is necessary in order to make the “must/should” relationship work effectively. Information should be sought as appropriate through Responses (deferrals) or through Progress Reports (approvals) to ensure that functions associated with “should” statements are being fulfilled. Wording choices are critical. It is more important to develop accreditation actions in terms of the larger issues outlined by the fundamental standards of the Association. The specific standards all relate to the fulfillment of large operational and curricular goals. The more we are able to relate our actions to those goals while referencing the various types of statements we have in the Handbook, the more assistance we can provide to institutions, and the better our actions will be understood by all constituencies involved.
By keeping the above issues in mind, we hope to continue the strong tradition of NASAD, which focuses on functions rather than methods. In this way, we can best serve our membership with accreditation actions rooted firmly in the NASAD standards statements, but also applied with the flexibility necessary to work effectively with the diverse goals, objectives, and methodologies existent in the cases before the Commission.
[bookmark: _C._Reference_Materials][bookmark: _Toc287782508][bookmark: _Toc288823297]C.	Reference Materials Provided in Communications with Institutions
References to the Self-Study, Visitors’ Report, the institution’s Optional Response, and NASAD Handbook must be provided for all points of all motions. It is important to include the complete citation in the proper format: (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation). Please note: Due to variations of pagination when printing, Handbook page numbers should not be included.
The dossiers of Associate Member institutions seeking Membership will contain the letter of acceptance to Associate Membership if pertinent information is offered in the Commission Action Report. Kindly make sure that all conditions stipulated for Membership have been met.
[bookmark: _D._Check_All][bookmark: _Toc287782509][bookmark: _Toc288823298]D.	Check All Degrees and Programs for Accuracy of the Accreditation Action
[bookmark: _Toc287782510][bookmark: _Toc288823299]		with Respect to Degree and Program Titles
The status of degrees and category of review applicable to them should be consistent in all materials submitted. There should be a clear distinction between “liberal arts” and “professional” baccalaureate degrees, between majors and areas of emphasis, between “general” and “specific” master’s degrees. However, sometimes this is not the case. In such instances, the Commission may need to seek additional information.
In order to assist the Commission reader in making this determination, a copy of the Commission Meeting Draft Minutes (“blue sheets”) for each institution on the agenda to which he/she has been assigned is provided during the Commission Briefing.
Please check (with a calculator) the curricular percentages for each major and any area of emphasis of every degree program. Remember that percentages are indicators/benchmarks; a degree program should not be judged (or deferred) solely on its percentages. A degree program meeting all percentage benchmarks may not meet NASAD competency standards. If competencies are not met, the Commission member must defer the application and provide specific information regarding the issues of apparent non-compliance. On the other hand, a degree program that falls short of the percentage benchmarks, by under-crediting or requiring coursework without credit, may meet NASAD basic competency standards. If the institution has demonstrated compliance with the spirit of the standards and the Commission approves such a practice, this exception should be noted in the Commission’s motion.
For each institution, please double-check the degrees and programs being considered among the Commission Meeting Draft Minutes (“blue sheets”), Self-Study, Visitors’ Report, Optional Response, and any correspondence that may also be included. Since the NASAD published degree listing is updated after each Commission meeting and as appropriate, it can become out of date quickly. The best source of information for confirming an institution’s degree listing is the institution’s own published materials and website. This important step will greatly benefit attempts at clarity and precision in the degree listings in future publications. NASAD policies concerning published degree listings are found in Appendix III.B. of the NASAD Handbook.
Please notify the Commission Chair or staff should you find a discrepancy.
[bookmark: _E._Be_Clear][bookmark: _Toc287782511][bookmark: _Toc288823300]E.	Be Clear in the Wording of Motions
The motions you prepare are the sole basis for accreditation communications with institutions. They should be able to be sent to institutions without need for further editing. Therefore, it is of critical importance to be clear in the wording of motions. Institutions must be able to respond to requests that are stated in understandable terms. It is best to avoid global statements such as, “The library is inadequate.” Statements of this nature help neither the institution nor the accreditation process. Staff and future Commission members will be at a loss to interpret the true nature of the concern.
Please remember the following with respect to all motions:
1.	The format for motions explained in Part IX, Constructing Accreditation Motions for Commission Action of this document must be used.
2.	Use of the Compendium of Texts for Motions, Notes, Recommendations, and Commendations found in Part X of this document is optional but highly recommended and provided to assist Commission members, if necessary, with the wording of motions. It is not a substitute for the specific motions addressed in Part IX. The Compendium provides Commission members with language on points that have come before the Commission many times before. Please be aware, the Compendium should not be used in place of new, original, and/or critical thinking on the part of Commission members that, if included in a motion, may assist an institution.
3.	All motions must be phrased so that they may be transmitted to the institution without amendment or substantive editing. Each point should be numbered and phrased using the same grammatical construction. Response (deferral) and Progress Report (approval) points should be prioritized in order of concern. 
4.	Motion points should be crafted in the third person using “the institution.” Discussion should center on the institution’s ability to meet standards and guidelines.
5.	The motion will be read and acted upon as appropriate by individuals at institutions, state governments, etc., with varying levels of experience in art/design. Wordings and explanations should be crafted accordingly.
6.	When problems appear, encourage the institution to find its own solution rather than the one it thinks NASAD wants to hear. Examples may be helpful, but they must never be worded to imply mandated methods. Helping an institution to think through its own issues on its own terms can result can in decisions specifically tailored to the institution’s current set of challenges, and therefore effective in their implementation. 
7.	Place issues in contexts that relate them to educational quality.
[bookmark: _F._Maintain_Confidentiality][bookmark: _Toc287782512][bookmark: _Toc288823301]F.	Maintain Confidentiality
Commission members must not discuss cases with institutions or with non-Commission members before, during, or after Commission meetings. Communication is with the staff, Commission members, or the Commission Chair.
In addition, no mention should be made outside the meeting of which Commission member read which institution’s application. 
[bookmark: _G._Maintain_a][bookmark: _Toc287782513][bookmark: _Toc288823302]G.	Maintain a Perspective
Although there is much to be done at every Commission meeting, the schedule is crafted to ensure that all tasks can be accomplished. If you hit snags, please feel free to seek consultation and assistance from the Commission Chair and NASAD staff.


PART V

[bookmark: _LEGAL_CONSIDERATIONS_FOR][bookmark: _Toc287782514][bookmark: _Toc288823303]LEGAL CONSIDERATIONS FOR THE WORDING OF MOTIONS


For legal reasons it is important to separate the written communication included in the Commission Action Report into two parts. The first part deals with the accreditation decision (deferrals or approvals), the second part with recommendations and commendations. With regard to accreditation decisions indicating deferral, these must be based on the failure of the institution to meet NASAD standards or the need for additional information. The words “suggestion” or “recommendation” should not appear in the accreditation section of such motions. This is especially so in the case of deferral, administrative or accreditation warning, suspension, probation, or denial/revocation, as these actions cannot be based on the failure to do something that is recommended.
When commenting on a Response, Commission members should take care to concern themselves only with the specific matters as guided by the Handbook citation requested in the applicable (usually most current) Commission Action Report signed by the Executive Director. The institution shall not be deferred for issues not cited in previous correspondence.
Comprehensive accreditation action on Membership or renewal of Membership is based on decisions about all curricula currently offered at the institution, not on projections for new or revised curricula. It is not improper in an accreditation review for one motion to approve renewal of accreditation while a second motion defers action on proposed curricula submitted the first time for Plan Approval. Complex situations that arise in this regard should be the subject of consultation with the Commission Chair and staff.
Commission members must take care not to apply either old or proposed standards. The standards applicable are those provided in the Handbook, as officially amended, current at the time of the Commission meeting. The applicable standards can be found at all times on the NASAD website. 

PART VI

[bookmark: _PROCEDURAL_CONSIDERATIONS_FOR][bookmark: _PROCEDURAL_CONSIDERATIONS_FOR_1][bookmark: _Toc287782515][bookmark: _Toc288823304]PROCEDURAL CONSIDERATIONS FOR THE WORDING OF MOTIONS


Before beginning to craft the text of a motion, it is important to develop a comprehensive view of the institution, its specific issues, and its unique context. Please write your motions while keeping this comprehensive view in mind. If necessary, try to help the institution see what it cannot see.
Items referred to in the Visitors’ Report should be checked for accuracy against the Self-Study (and the institution’s Optional Response to the Visitors’ Report). Statements in documents provided by the institution should not directly contravene the conclusions of the Visitors’ Report. If resolution is impossible, Commission members should defer and ask for a Response clearly outlining the discrepancies and asking for a clarification of specific issues. In cases such as this, Commission members should use phrases such as “…it is not clear that…” or “…it does not appear that…” Do not assume that an institution is intentional in its omission, rather that the specific information was not provided at this time a format that is understandable and clear.
When reviewing the recommendations of the visiting evaluators, Commission members should consider the effectiveness of the visitors in basing recommendations and comments on an objective understanding of the philosophy and operation of the institution. For example, the concern of the visitors should be centered on how the faculty participates in the affairs of the institution rather than emphasizing the specific fact that there may be few faculty meetings.
If a Response (deferral) or Progress Report (approval) is to be requested, assign a due date that provides sufficient time for the institution to deal with the issues cited. Institutions may exercise their prerogative to extend or accelerate a Commission-required submission through a request to the staff.

PART VII

[bookmark: _SPECIFIC_FOUNDATIONAL_STANDARDS][bookmark: _Toc287782516][bookmark: _Toc288823305]SPECIFIC FOUNDATIONAL STANDARDS FOR REVIEWING
[bookmark: _Toc287782517][bookmark: _Toc288823306]DEGREES AND PROGRAMS

[bookmark: _A._Credit_Hours][bookmark: _Toc287782518][bookmark: _Toc288823307]A.	Credit Hours
Commission members are expected to ensure that the institution has provided: 
1.	Information concerning its definition of a credit hour, its methods of assigning credit, and its policies for granting course credit to transfer students; 
2.	The procedures it uses to make credit hour assignments for courses, programs, and other requirements consistent with its credit hour policies applicable to its offerings; and
3.	The means employed by the institution to ensure accurate and reliable application of its credit hour policies and procedures.
	Please refer to the NASAD Handbook, specifically the Standards for Accreditation III.A.2., 3., 4., and 6., Credit and Time Requirements.
Normally, this information is found in the Management Documents Portfolio (MDP) section of the Self-Study under MDP II.A. If this information is not present in any part of the dossier reviewed by the Commission, or the information is not clear, correct and clear information must be obtained and reviewed by the Commission prior to approval of the application.
As is the case with all aspects of an application, the Commission reviews information provided with a view to compliance with all applicable NASAD standards where credit hours are a factor, including but not limited to standards regarding the credit hour, the structure and content of curricula, and the consistency of transcripts with program requirements as reviewed by visitors or the Commission.
New, experimental, or atypical formats or methods for delivering instruction and awarding credit are acceptable if they are adjudged by the Commission to be logical, fair, and consistent in applying fundamental principles that base credit awarded on verifiable relationships among instructional and study time, achievement, and lengths of courses and programs (See also the “Note” in Standards for Accreditation III.A. of the NASAD Handbook).
This flexibility does not extend to instructional and credit awarding relationships that are in clear noncompliance with NASAD standards.
[bookmark: _B._Basic_Requirements][bookmark: _Toc287782519][bookmark: _Toc288823308]B.	Basic Requirements and Structures for Undergraduate Degrees
Fundamental standards for undergraduate programs, including the basic curricular structures for all types of undergraduate degrees, are found in Standards for Accreditation IV. in the NASAD Handbook. These include definitions of liberal arts and professional degrees, majors, minors, concentrations, and areas of emphasis. They also include curricular structures for liberal arts and the two models of professional baccalaureate degrees in art/design.
[bookmark: _C._Distance_Learning][bookmark: _Toc287782520][bookmark: _Toc288823309]C.	Distance Learning
Commission members are expected to ensure that documentation regarding any program with a distance learning component confirms that the program meets general standards for the programs delivered in these formats in addition to any specific curricular and operational standards applicable to the purposes, content, level, and scope of the program. General standards applicable to all distance learning programs are found in the NASAD Handbook, Standards for Accreditation III.H.
Prior to approval of distance learning programs, the institution must provide information demonstrating compliance with these standards, including those regarding delivery systems, verification, evaluation, and technical prerequisites.
Among all their review responsibilities for these programs, Commission members are expected to verify that the institution has documented the viability of the processes it uses to:
1.	Establish that the student who registers in a distance education course or program is the same student who participates in and completes the course or program and receives academic credit.
2.	Protect student privacy and notify students of any additional charges associated with the verification of student identity at the time of registration or enrollment.
Self-Study information regarding compliance with general standards for distance learning programs is found in Section II.B.3.c. of Self-Study Formats A and B, or Section I.B.3.c. of Self-Study Format C, and in section MDP II.C. of the Management Documents Portfolio portion of all Self-Study Formats.
NASAD reviews all curricular programs. Any curricular program that requires at least one distance learning course is subject to the requirements found in the NASAD Handbook, Standards for Accreditation III.H. NASAD will list distance learning programs only when a) they are in compliance with applicable standards, and b) at least forty percent of the coursework is delivered through distance learning means.
[bookmark: _D._Programs_Based][bookmark: _Toc287782521][bookmark: _Toc288823310]D.	Programs Based on Disciplines in Combination/Majors in or Based
[bookmark: _Toc287782522][bookmark: _Toc288823311]		on Electronic Media
Commission members are expected to ensure that documentation regarding any program in either category (disciplines in combination or majors in or based on electronic media) confirms that the program meets general standards for programs delivered in that category in addition to any specific curricular and operational standards applicable to the purposes, content, level, and scope of the program. General standards regarding disciplines in combination are found in the NASAD Handbook, Standards for Accreditation III.I. General standards for majors in or based on electronic media are found in the NASAD Handbook, Standards for Accreditation III.J.


PART VIII

[bookmark: _READING_MATERIALS][bookmark: _Toc287782523][bookmark: _Toc288823312]READING MATERIALS


The materials for reading are bound in numbered tomes and arranged in the following order for each category.
[bookmark: _A._Institutions_Being][bookmark: _Toc287782524][bookmark: _Toc288823313]A.	Institutions Being Reviewed for the First Time in Conjunction
[bookmark: _Toc287782525][bookmark: _Toc288823314]		with Applications for Membership or Renewal of Membership
1.	Any previous Commission Action Report requesting action on the part of the institution
2.	Institution’s Optional Response to Visitors’ Report
3.	Visitors’ Report
5.	Application Form
6.	Self-Study Report
7.	Self-Study Supplements (may be included in separate envelope)
[bookmark: _B._Application_for][bookmark: _Toc287782526][bookmark: _Toc288823315]B.	Application for Plan Approval for New Curricula
1.	Application submitted in the format outlined by the document
	Policies and Procedures for Reviews of New Curricula
[bookmark: _C._Application_for][bookmark: _Toc287782527][bookmark: _Toc288823316]C.	Application for Final Approval for Listing
1.	Application submitted in the format outlined by the document
	Policies and Procedures for Reviews of New Curricula, including coded transcripts
2.	Original document listed under B. above as appropriate
[bookmark: _D._Institutions_Submitting][bookmark: _Toc287782528][bookmark: _Toc288823317]D.	Institutions Submitting a Response/Progress Report to the Commission
(Responses are applicable only after deferral of an application; Progress Reports only after approval.)
1.	Commission Action Report requesting Response/Progress Report
2.	Institution’s Response/Progress Report 
3.	Documents listed under A., B., or C. above as appropriate
All applications should be accompanied by appropriate documentation such as institutional catalogs, web references, etc. Accompanying documentation may be submitted in electronic format.

Please note:  Materials included in the bound and numbered tomes are tabbed as follows to facilitate ease of use:
Self-Study	 Blue
Visitors’ Report 	 Green 
Optional Response 	 Red
Commission Action Report 	 Orange
Progress Report/Response 	 Brown
Plan Approval/Final Approval for Listing/Substantive Change 	 Yellow



PART IX

[bookmark: _CONSTRUCTING_ACCREDITATION_MOTIONS][bookmark: _Toc287782529][bookmark: _Toc288823318]CONSTRUCTING ACCREDITATION MOTIONS FOR COMMISSION ACTION


There are five basic categories of motions applicable to accreditation actions:
A.	Motions Responding to Applications for Membership
	or Renewal of Membership
B.	Motions Responding to Progress Reports
C.	Motions Responding to Applications for Plan Approval and/or Final Approval for Listing, or Basic Listing for Community Education Programs
D.	Motions Responding to Applications for Substantive Change
E.	Motions Concerning Responsibilities of Accredited Institutional Members
	and Applicants as Appropriate (Administrative Motions)
The motion structures possible are listed under each category in the following pages. When considering an application, please choose the appropriate motion or combination of motions. The motions noted in this section must be used as the basis for Commission communication with institutions. Should a situation arise where the appropriate communication cannot be worded using the procedures outlined below, kindly contact the Commission Chair or staff.
Make sure that all requests can be and are referenced to standards as stated in the Handbook and that each numbered item within the motion is stated clearly and specifically. In noting citations, please reference other documents such as the Self-Study, the Visitors’ Report, the Optional Response, the Response(s), the Progress Report(s), and in particular, chapter and verse from the NASAD Handbook.
Any additional information requested by the Commission for review must be placed in the context of a request for a Response (deferral) or Progress Report (approval). The Commission may not ask for follow-up information without specifically using these avenues of communication. When asking for a Response (deferral) or Progress Report (approval), remember to set a specific deadline.
Motions should always begin with “To defer…,” “To accept…,” or “To acknowledge…,” etc. Third, rather than first or second, person conventions should be used. As an example, the phrases “I move…” and “I accept…” should not be used as use of the word “I” connotes that only one person, instead of the entire Commission, which has the decision-making power.
The motion should be addressed to “the institution”, as this is the entity that holds or is seeking accreditation. As an example, in dealing with resource-based issues such as facilities and equipment, it is important to so indicate whenever the institution is the prime mover. This is particularly important since institution personnel can change quickly. Phrases such as “…as the institution has indicated…” or “…as the institution has projected…” or similar verbiage keep matters of this kind clear.
[bookmark: _A._MOTIONS_RESPONDING]Further information also provided in this section:
F.	Multiple Motions
G.	Constructing Motions
H.	Citations
I.	Requiring Additional Evaluative Visits
J.	Futures Issues
K.	Completion of Process
[bookmark: _Toc287782530][bookmark: _Toc288823319]
A.	MOTIONS RESPONDING TO APPLICATIONS FOR ASSOCIATE MEMBERSHIP, 			MEMBERSHIP, OR RENEWAL OF MEMBERSHIP
Motions to approve, with no Progress Report requested

(1a)	To grant Associate Membership.

Note:  For potential member applications, the Commission may grant Associate Membership or Membership. Associate Membership is granted to an institution demonstrating compliance with all curricular and operational standards, but continuing to develop substantially particularly with regard to one or more operational standard(s) during the initial five-year period of accreditation. Membership is granted to an institution demonstrating compliance with all standards that has moved beyond the stage of initial or intermediate development. Please consider that there is no time correlation between the age of the institution or program and the stage of development.

(1b)	To grant Membership.

(1c)	To grant renewal of Membership.

(2a)	To accept the Response and grant Associate Membership. 

(2b)	To accept the Response and grant Membership. 

(2c)	To accept the Response and grant renewal of Membership. 

Motions to approve, with a request for Progress Report

(3a)	To grant Associate Membership with a request for a Progress Report addressing the issue(s) cited below.

Note:  For potential member applications, the Commission may grant Associate Membership or Membership. Associate Membership is granted to an institution demonstrating compliance with all curricular and operational standards, but continuing to develop substantially particularly with regard to one or more operational standard(s) during the initial five-year period of accreditation. Membership is granted to an institution demonstrating compliance with all standards that has moved beyond the stage of initial or intermediate development. Please consider that there is no time correlation between the age of the institution or program and the stage of development.

(3b)	To grant Membership with a request for a Progress Report addressing the issue(s) cited below.

(3c)	To grant renewal of Membership with a request for a Progress Report addressing the issue(s) cited below.

(4a)	To accept the Response and grant Associate Membership with a request for a Progress Report addressing the issue(s) cited below.

(4b)	To accept the Response and grant Membership with a request for a Progress Report addressing the issue(s) cited below.

(4c)	To accept the Response and grant renewal of Membership with a request for a Progress Report addressing the issue(s) cited below.



Motions to defer, pending Response

(5a)	To defer action pending Response to the concern(s) listed below.

(5b)	To continue to defer action pending Response to the concern(s) listed below.

Note:  In the case of a continuous deferral for currently accredited institutions, be aware of the NASAD policy concerning continuous deferrals. See NASAD Handbook, Rules of Practice and Procedure, Part II, Article IV, Section 3.

Examples of Other Motions

(6a)	To grant Associate Membership (or to accept the Response and grant Associate Membership) noting that the following concern(s) must be satisfactorily addressed before Membership is granted:

Note:  Progress Reports may be requested as outlined in A.3a. above.

(6b)	To defer action (or continue to defer action) pending a study of the results of a second comprehensive review, including on-site visitation and Self-Study, due to the concern(s) listed below.

Note:  In the case of a continuous deferral for currently accredited institutions, be aware of the NASAD policy concerning continuous deferrals. See NASAD Handbook, Rules of Practice and Procedure, Part II, Article IV, Section 3.

(6c)	To cancel the current application for accreditation due to the following circumstance(s) (first-time applicants only).

(6d)	To deny accreditation due to the following circumstance(s) (first-time applicants only).
[bookmark: OLE_LINK4]
Note:  Staff will add the Notice of Right to Request Reconsideration of Action by the Commission on Accreditation and the Notice of Right to Appeal as appropriate.

(6e)	To revoke Membership due to the following circumstance(s) (accredited institutions only).

[bookmark: OLE_LINK6]Note:  Staff will add the Notice of Right to Request Reconsideration of Action by the Commission on Accreditation and the Notice of Right to Appeal as appropriate.


[bookmark: _B._MOTIONS_RESPONDING][bookmark: _Toc287782531][bookmark: _Toc288823320]B.	MOTIONS RESPONDING TO PROGRESS REPORTS
 (7a)	To accept the Progress Report.

Note:  If the institution has responded to the Commission Action Report and made progress, it is customary to accept the Progress Report.

(7b)	To accept the Progress Report and request an additional Progress Report addressing the issue(s) cited below.

Note:  If the institution has responded to the Commission Action Report and made progress, it is customary to accept the Progress Report.

(7c)	To acknowledge receipt of the Progress Report and request an additional Progress Report addressing the issue(s) cited below. 

Note:  If the institution has addressed the points in the Commission Action Report, but not made progress, or if the institution has provided information not specifically related to the Commission’s request, it is customary to acknowledge the Progress Report and request another. 

(7d)	To refuse the Progress Report pending a further report addressing the issue(s) cited below.

Note:  If the institution has neither responded to the enumerated points in the Commission Action Report, nor made progress, it is acceptable to refuse the Progress Report and request another.

[bookmark: _C._MOTIONS_RESPONDING][bookmark: _Toc287782532][bookmark: _Toc288823321]C.	MOTIONS RESPONDING TO APPLICATIONS FOR PLAN APPROVAL 
[bookmark: _Toc287782533][bookmark: _Toc288823322]		AND/OR FINAL APPROVAL FOR LISTING, OR BASIC LISTING FOR 
[bookmark: _Toc287782534][bookmark: _Toc288823323]		COMMUNITY EDUCATION PROGRAMS
Plan Approval

(8a)	To grant Plan Approval. 

(8b)	To accept the Response and grant Plan Approval.

(9a)	To grant Plan Approval with a request for a Progress Report addressing the issue(s) cited below.

(9b)	To accept the Response and grant Plan Approval with a request for a Progress Report addressing the issue(s) cited below.

(10a)	To defer action on the application for Plan Approval pending Response to the concern(s) listed below.
 
(10b)	To continue to defer action on the application for Plan Approval pending Response to the concern(s) listed below.

[bookmark: OLE_LINK7]Note:  In the case of currently accredited institutions, be aware of the NASAD policy concerning continuous deferrals. See NASAD Handbook, Rules of Practice and Procedure, Part II, Article IV, Section 3. 

(10c)	To deny the application for Plan Approval due to the following circumstance(s).

Note:  Staff will add the Notice of Right to Request Reconsideration of Action by the Commission on Accreditation.

Final Approval for Listing

(11a)	To grant Final Approval for Listing.

(11b)	To accept the Response and grant Final Approval for Listing.

(12a)	To grant Final Approval for Listing with a request for a Progress Report addressing the issue(s) cited below.

(12b)	To accept the Response and grant Final Approval for Listing with a request for a Progress Report addressing the issue(s) cited below.

(13a)	To defer action on the application for Final Approval for Listing pending Response to the concern(s) listed below.

(13b)	To continue to defer action on the application for Final Approval for Listing pending Response to the concern(s) listed below.

Note:  In the case of currently accredited institutions, be aware of the NASAD policy concerning continuous deferrals. See NASAD Handbook, Rules of Practice and Procedure, Part II, Article IV, Section 3. 

(13c)	To deny Final Approval for Listing due to the following circumstances.

Note:  Staff will add the Notice of Right to Request Reconsideration of Action by the Commission on Accreditation.

(14a)	To request an application for Final Approval for Listing or Viability Report.

Note:  If a non-degree-granting program with Plan Approval has not been submitted for Final Approval for Listing after four years from the date of Plan Approval, or if an undergraduate level program with Plan Approval has not been submitted for Final Approval for Listing after six years from the date of Plan Approval, or if a graduate level program with Plan Approval has not been submitted for Final Approval for Listing after three years from the date of Plan Approval, the Commission shall request that the institution submit a Progress Report for the next scheduled Commission meeting regarding enrollment history and enrollment prospects for the program. The Commission, at its discretion, may seek other information about the program in the Progress Report.

The Commission notes that (name of degree) has been in Plan Approval status for more than (#) years. If the degree has not had (appropriate number) graduates thus enabling an application for Final Approval for Listing, the Commission recommends that the institution give careful consideration to the viability of its program offering. The Commission requests a report addressing the viability of this program.

If (appropriate number) students have completed this degree and the institution can provide transcript evidence, the institution is asked to submit an application for Final Approval for Listing.

(14b)	To accept the Final Approval for Listing Viability Report. 

Plan Approval and Final Approval for Listing

(15a)	To grant Plan Approval and Final Approval for Listing.

(15b)	To accept the Response and grant Plan Approval and Final Approval for Listing.

(16a)	To grant Plan Approval and Final Approval for Listing with a request for a Progress Report addressing the issue(s) cited below.

(16b)	To accept the Response and grant Plan Approval and Final Approval for Listing with a request for a Progress Report addressing the issue(s) cited below.

(17a)	To defer action on the application for Plan Approval and Final Approval for Listing pending Response to the concern(s) listed below.

(17b)	To continue to defer action on the application for Plan Approval and Final Approval for Listing pending Response to the concern(s) listed below.

Note:  In the case of currently accredited institutions, be aware of the NASAD policy concerning continuous deferrals. See NASAD Handbook, Rules of Practice and Procedure, Part II, Article IV, Section 3.

(17c)	To deny Plan Approval and Final Approval for Listing due to the following circumstances:

Note:  Staff will add the Notice of Right to Request Reconsideration of Action by the Commission on Accreditation.

Basic Listing

(18a)	To grant Basic Listing.

(18b)	To accept the Response and grant Basic Listing.

(19a)	To grant Basic Listing with a request for a Progress Report addressing the issue(s) cited below.

(19b)	To accept the Response and grant Basic Listing with a request for a Progress Report addressing the issue(s) cited below.

(20a)	To defer action on the application for Basic Listing pending Response to the concern(s) listed below.

(20b)	To continue to defer action on the application for Basic Listing pending Response to the concern(s) listed below.

Note:  In the case of currently accredited institutions, be aware of the NASAD policy concerning continuous deferrals. See NASAD Handbook, Rules of Practice and Procedure, Part II, Article IV, Section 3.

 (20c)	To deny Basic Listing due to the following circumstances.

Note:  Staff will add the Notice of Right to Request Reconsideration of Action by the Commission on Accreditation.

[bookmark: _D._MOTIONS_RESPONDING][bookmark: _Toc287782535][bookmark: _Toc288823324]D.	MOTIONS RESPONDING TO REQUESTS FOR SUBSTANTIVE CHANGE
[bookmark: OLE_LINK1]		(21a)	To approve the Substantive Change.

(21b)	To accept the Response and approve the Substantive Change.

(22a)	To approve the Substantive Change with a request for a Progress Report addressing the issue(s) cited below.

(22b)	To accept the Response and approve the Substantive Change with a request for a Progress Report addressing the issue(s) cited below.

(23a)	To defer action on the application for Substantive Change pending Response to the concern(s) listed below.

(23b)	To continue to defer action on the application for Substantive Change pending Response to the concern(s) listed below.

Note:  In the case of currently accredited institutions, be aware of the NASAD policy concerning continuous deferrals. See NASAD Handbook, Rules of Practice and Procedure, Part II, Article IV, Section 3.

(23c)	To deny the application for Substantive Change due to the following circumstances.

Note:  Staff will add the Notice of Right to Request Reconsideration of Action by the Commission on Accreditation.

[bookmark: _E._MOTIONS_CONCERNING][bookmark: _Toc287782536][bookmark: _Toc288823325]E.	MOTIONS CONCERNING RESPONSIBILITIES OF ACCREDITED 	
[bookmark: _Toc287782537][bookmark: _Toc288823326]		INSTITUTIONAL MEMBERS AND APPLICANTS (AS APPROPRIATE)

Payment of Dues and Other Financial Obligations (Accredited Institutional Members only)

(24)	Outstanding Financial Obligation
The Commission notes that, according to records of NASAD, the institution has failed to pay (annual membership dues for the [dates] academic year)(an application for accreditation fee)(other such as evaluator expenses/publication requests/etc.) to the Association. A copy of the invoice(s) and reminders are enclosed for your convenience.
 
The institution is requested to forward payment to NASAD promptly.

The institution is reminded that attending to financial obligations is a requirement of accredited institutional membership (see NASAD Handbook, Bylaws, Article II [for dues]; Rules of Practice and Procedure, Part II, Article II, Section 2. [for application fees]).

Failure to clear this account by (date) will result in a review of the institution’s accreditation status.

Note:  Customary procedure in the National Office is to 1) send an original invoice, 2) send a reminder notice on November 15, and 3) send a second reminder notice on February 15. No earlier than thirty days after this date, outstanding invoices are forwarded to the Commission for review. Institutions owing monies to NASAD will be listed on agendas under Monies Outstanding.

Applying for Reaccreditation (Accredited Institutional Members only)

(25)	Past Due
The Commission notes the institution’s failure to submit a Notice of Intention to Apply form or otherwise move forward to schedule its reaccreditation review. The institution is now (one year) or (# years) overdue for this review.

The institution is requested to contact the NASAD National Office staff upon receipt of the Commission Action Report for information regarding the appropriate procedures for initiating and completing the application for reaccreditation.

The institution is reminded of its responsibility to apply for renewal of institutional accreditation as outlined by procedure (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article II).

Failure to initiate the reaccreditation process by (date) will result in a review of the institution’s accreditation status.

Note:  Member institutions are reminded by the staff to initiate the reaccreditation process one and two years prior to the scheduled academic year of review.

Filing Annual Reports

(26a)	Failure to File the HEADS Data Survey (Accredited Institutional Members only)
The Commission notes the institution’s failure to submit a HEADS Data Survey pertaining to the (dates) academic year(s). 

The Commission requests that the institution file a HEADS Data Survey for the (dates) academic year promptly. Submission instructions may be found at the following address: https://secure3.vaultconsulting.com/HEADS/NASAD/SurveyLogin.aspx 

The Commission wishes to remind the institution that submission of the HEADS Data Survey is a responsibility of NASAD Membership (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article III, Section 1.A.).

Failure to submit the HEADS Data Survey will result in a review of the institution’s accreditation status.

Continued institutional attention to submission requirements assists the Association to maintain a ten-year reaccreditation cycle and provide statistical services to all member institutions.

Note:  If a group of institutions is to be sent this same motion, it is acceptable for the Commission to make and approve one motion covering all of the institutions in the category. 

(26b)	Failure to Submit the Accreditation Audit (Accredited Institutional Members only)

The Commission notes the institution’s failure to submit an Accreditation Audit pertaining to the (dates) academic year.

The Commission requests that the institution complete and submit the enclosed Accreditation Audit promptly. Please note: the enclosure is being sent only to the primary Institutional Representative. 

The Commission wishes to remind the institution that submission of the Accreditation Audit is a responsibility of NASAD Membership (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article III, Section 1.B.).

Failure to submit this material will result in a review of the institution’s accreditation status.

Note:  If a group of institutions is to be sent this same motion, it is acceptable for the Commission to make and approve one motion covering all of the institutions in the category. 

(26c)	Failure to Submit the Affirmation Statement (Accredited Institutional Members only)
The Commission notes the institution’s failure to submit an Affirmation Statement pertaining to the (dates) academic year.

The Commission requests that the institution complete and submit the enclosed Affirmation Statement promptly. Please note: the enclosure is being sent only to the primary Institutional Representative.

The Commission wishes to remind the institution that submission of the Affirmation Statement is a responsibility of NASAD Membership (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article III, Section 1.C.).

Failure to submit this material will result in a review of the institution’s accreditation status.

Note:  If a group of institutions is to be sent this same motion, it is acceptable for the Commission to make and approve one motion covering all of the institutions in the category. 

(26d)	Supplemental Annual Report (SAR)

(1)	Supplemental Annual Report (SAR) Reviewed (free-standing Accredited Institutional Members only)
The Commission reviewed the Supplemental Annual Report (SAR) pertaining to the (dates) academic year and notes that the institution has fulfilled one of its annual reporting responsibilities regarding participation in federal and state financial aid programs for free-standing art and design institutions of higher education (see NASAD Handbook, Standards for Accreditation XXI., Section 2.A.).

The Commission notes that no issues of concern were raised by the review of this information, and no further action regarding this report is required of the institution at this time.

Note:  If a group of institutions is to be sent this same motion, it is acceptable for the Commission to make and approve one motion covering all of the institutions in the category. 

(2)	Failure to File the Supplemental Annual Report (SAR) (free-standing Accredited Institutional Members only)
The Commission notes the institution’s failure to submit a Supplemental Annual Report (SAR) pertaining to the (dates) academic year.

The Commission requests that the institution complete and submit the enclosed Supplemental Annual Report (SAR) questionnaire promptly.

The Commission wishes to remind the institution that submission of the Supplemental Annual Report (SAR) is a responsibility of NASAD Membership for free standing art and design institutions of higher education (see NASAD Handbook, Standards for Accreditation XXI., Section 2.A.).

Failure to submit this material will result in a review of the institution’s accreditation status.

Note:  If a group of institutions is to be sent this same motion, it is acceptable for the Commission to make and approve one motion covering all of the institutions in the category. 


Requests for Additional Time

(27)	Extensions (with regard to Responses and Progress Reports)

(a)	Grant an Extension
The Commission voted to grant the institution’s request to extend the deadline for submission of its (Response)(Progress Report) to NASAD until (March 1/September 1) for consideration at the Commission meetings of (April/October year).

The Procedures for Submitting Responses and Progress Reports may be downloaded from the NASAD website at https://nasad.arts-accredit.org (see “Accreditation Procedures” and beneath that, “Other Procedures”).

Note: A first time extension may be granted by the staff, extensions thereafter may be granted only by the Commission for just cause. In the case of long extensions, the Commission may wish to request interim reports.
[bookmark: OLE_LINK8]
(b)	Deny an Extension
The Commission voted to deny the institution’s request for an extension and require the submission of its (Response)(Progress Report) by the due date indicated below due to the following circumstances:

(28)	Postponements (with regard to Applications for Reaccreditation)

(a)	Grant Postponement
The Commission voted to grant a (#-year) postponement of the next accreditation review until the (dates) academic year. 

Optional (see Policy on Postponements of Full Reviews with On-Site Visits):  The Commission requests submission of a Progress Report by the due date indicated below regarding the following: (insert items).

The deadline for submission of the Progress Report to NASAD is (March 1/September 1) for consideration at the Commission meetings of (April/October year).

The institution is asked to review carefully the NASAD Policy on Postponements of Full Reviews with On-Site Visits which may be found online at https://nasad.arts-accredit.org/accreditation/accreditation-materials/protocols/postponements/ 

Note: One-year postponements may be granted by the staff Postponements of two years and beyond can only be granted by the Commission for just cause. The Commission may, after the granting of a postponement, note that no further postponements will be granted.

Note:  One- and two-year postponements advance the subsequent cyclical review year by the length of the postponement. Postponements beyond two years do not advance the subsequent cyclical review beyond two years.

Note:  Institutions receiving postponements may be expected to file one or more progress reports during the period of postponement. Institutions receiving approval for a period of more than two years may be expected to provide a draft or completed text of one or more sections of the Self-Study. Institutions receiving approval for a period of more than three years may be required to conduct an interim onsite visit by NASAD. Commission members are asked to review the Policy on Postponements of Full Reviews with On-Site Visits (https://nasad.arts-accredit.org/accreditation/accreditation-materials/protocols/postponements/).
[bookmark: OLE_LINK5]
(b)	Deny Postponement
The Commission voted to deny the institution’s request for postponement and require the next accreditation visit during the (dates) academic year due to the following circumstances:

Timely Reply Addressing Requests for Accreditation Information

(29)	No Reply Received (First Time)
The Commission notes the institution’s failure to submit (a Response, a Progress Report, materials concerning new curricula, etc.) for review as requested in the NASAD Commission Action Report of (date). A copy of this correspondence requesting this information is enclosed for your reference.

The Commission requests that the (Response, Progress Report, materials concerning new curricula, etc.) be submitted by the due date indicated below.

FOR ACCREDITED MEMBER INSTITUTIONS ONLY: Failure to submit this material by the due date will result in a review of the institution’s accreditation status (see NASAD Handbook, Bylaws, Article I, Section 2.).

FOR NEW APPLICANTS ONLY: Failure to submit this material by the due date may result in the suggestion to cancel the current application.

Special Statuses

 (30)	No Reply Received (Second Time: Show-Cause)
The Commission notes with concern the institution’s continued failure to submit (a Response, a Progress Report, materials concerning new curricula, annual reports, etc.) as previously requested in the NASAD Commission Action Reports of (dates). Copies of these correspondences are enclosed for your reference.

FOR ACCREDITED MEMBER INSTITUTIONS ONLY: Institutions failing to provide a timely reply to Commission requests after notification may be placed on (Administrative/Accreditation) Warning (see NASAD Handbook, Bylaws, Article I, Section 2.A. and B.). Therefore, this shall constitute the show-cause letter requesting either submission of the materials or a written explanation why the Commission at its next meetings should not invoke (Administrative/Accreditation) Warning.

The Commission requests that the requested information be submitted no later than the due date indicated below. Failure to submit this material by the due date will result in the institution being placed on (Administrative/Accreditation) Warning.

FOR NEW APPLICANTS ONLY: Failure to submit this material by the due date will result in the suggestion to cancel the current application.

Note: This motion may be used only after Motion 29: No Reply Received (First Time) has been previously presented to an institution.

Administrative Motions (Accredited Institutional Members only)

(31)	Administrative Warning 

The Commission notes with concern the institution’s continued failure to (pay dues/meet financial obligations, maintain administrative requirements, etc.) as requested in the NASAD Commission Action Reports of (dates). Copies of these correspondences are enclosed for your reference.

In accordance with the Bylaws outlined in the NASAD Handbook (Article I, Section 2.A.), the Commission voted to place (name of institution) on Administrative Warning for noncompliance with the NASAD Rules of Practice and Procedure.

Before Administrative Warning can be removed, the institution must (pay dues/meeting financial obligations, maintain administrative requirements, etc.) or provide documentation demonstrating that this issue is no longer relevant.

The Commission requests that the institution comply by submitting the requested information promptly. Failure to submit the requested documentation may result in Probation or Revocation of Membership (see NASAD Handbook, Bylaws, Article I, Section 2.C. and Section 4.).

(32)	Accreditation Warning

The Commission notes with concern the institution’s continued failure to submit (a Response, a Progress Report, materials concerning new curricula, annual reports, etc.) for review as requested in the NASAD Commission Action Reports of (dates). Copies of these correspondences are enclosed for your reference.

In accordance with the Bylaws outlined in the NASAD Handbook (Article I, Section 2.B.), the Commission voted to place (name of institution) on Accreditation Warning for noncompliance with the NASAD Rules of Practice and Procedure.

Before Accreditation Warning can be removed, the institution must submit the Response, Progress Report, materials concerning new curricula, annual reports, etc.) or provide documentation demonstrating that this (issue is no longer relevant, degree program is no longer being offered by the institution, etc.).

The Commission requests that the institution comply by submitting the requested information promptly. Failure to submit the requested documentation may result in Probation and/or Revocation of Membership (see NASAD Handbook, Bylaws, Article I, Section 2.C. and Section 4.).

(33)	Probation

The Commission notes with concern the institution’s continued failure to (pay dues/meet financial obligations, maintain administrative requirements, etc.) or submit (a Response, a Progress Report, materials concerning new curricula, etc.) for review as requested in the NASAD Commission Action Reports of (dates). Copies of these correspondences are enclosed for your reference.

In accordance with the Bylaws outlined in the NASAD Handbook (Article I, Section 2.C.), the Commission voted to place (name of institution) on Probation until (date – at least three months, but not longer than two years) for noncompliance with the NASAD Rules of Practice and Procedure.

Before Probation can be removed, the institution must (pay dues/meet financial obligations, maintain administrative requirements, etc.) or submit the (Response, Progress Report, materials concerning new curricula, etc.) or provide documentation demonstrating that this (issue is no longer relevant, degree program is no longer being offered by the institution, etc.).

The Commission requests that the institution comply by submitting the requested information promptly. Failure to submit the requested documentation may result in Revocation of Membership (see NASAD Handbook, Bylaws, Article I, Section 4.).


[bookmark: _F._Combining_Motions][bookmark: _Toc287782538][bookmark: _Toc288823327]F.	Multiple Motions
[bookmark: OLE_LINK9]A Commission Action Report may, and often does, contain multiple motions which address various initiatives at an institution.  As an example, it is not uncommon for the Commission to review an application for accreditation and several new curricular programs during the course of one Commission meeting. Materials regarding such applications will be provided to Commission readers, typically in multiple tomes. Commission readers are asked to prepare individual motions addressing each initiative. All motions should be included in the draft motion form, numbered and arranged following the order of the yellow agenda.

[bookmark: _G._Constructing_Motions][bookmark: _Toc287782539][bookmark: _Toc288823328]G.	Constructing Motions
Commission readers will be provided a draft motion form for each institution assigned. When finalizing this form in preparation for Commission review and action, Commission readers are required to use the text offered in Section IX.A. through E. above to construct motions, and may elect to use language found in the Compendium (Section X.).

Once motion text is finalized, Commission members are asked to remove unnecessary information from the draft motion form. This includes sections of the form that do not apply/are not used and instructions offered to assist in the preparation of the form. 

Of note:  Should a Commission require additional information regarding issues of non-compliance and issues where compliance has been demonstrated, the Commission must defer the institution and ask for a Response. Within the motion, issues of non-compliance should be listed first and indicated by use of language such as “it is not clear that the standard…is being met”. For issues which do not represent non-compliance concerns, language such as “the Commission requests further information…” should be utilized.

Of note:  In the event an institution has multiple Plan Approval and/or Final Approval for Listing applications, and all of the curricula are being motioned in the same fashion, each individual motion may be combined into a single motion and all degrees may be included within a single motion. This applies only if the motion is the same for all degrees. If, however, an institution has (for example) three Plan Approval applications on the agenda – one to be granted Plan Approval, another to be granted Plan Approval with a request for a Progress Report, and the third to be deferred due to the existence of non-compliance issues, three separate motions would be required – each of which should be included in the draft motion form and numbered and arranged in the order described above. 

H.	Citations

	When requesting further information, whether in the form of a Response or a Progress Report, the Commission writer is asked to include all appropriate citations using the following convention: Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; Response, page #; Progress Report, page #; NASAD Handbook, specific citation.

[bookmark: _H._Requiring_Additional][bookmark: _Toc287782540][bookmark: _Toc288823329]I.	Requiring Additional Consultative/Evaluative Visits
In some cases it may be appropriate to recommend additional visits or consultants. Readers believing that this would be in the best interests of the institution should discuss the matter during the caucus with the Commission chair and staff prior to Commission voting.

[bookmark: _I._Futures_Issues][bookmark: _Toc287782541][bookmark: _Toc288823330]J.	Futures Issues: Recommendations, Commendations, Completion of Process
It is recommended that Commission members devote some attention to futures issues. Comments in the form of recommendations regarding support, concern, and/or reinforcement of an institution’s futures issues agenda may assist an institution with long-range planning. Please keep in mind that it may be ten years before an institution’s next accreditation review.

Recommendations follow the accreditation section of any Commission Action Report and, if offered, should be framed in the following way:

In addition to the accreditation action and separate from the action outlined above, the Commission also wishes to (note the following) (transmit the following additional recommendations):
1. 
2. 
These recommendations are made in order to assist the development of the art/design program at the institution. The institution is under no obligation to respond to the Commission concerning these recommendations.

Commendations may follow the recommendations section of any Commission Action Report and, if offered, should be framed the following way:

The Commission commends the institution for…

Note:	It is always appropriate to commend an institution if the facts justify the commendation.

[bookmark: _J._Completion_of][bookmark: _Toc287782542][bookmark: _Toc288823331]K.	Completion of Process
When an institution is granted Associate Membership, Membership, or renewal of Membership with no further requests for information, or when a Progress Report after granting Associate Membership, Membership, or renewal of Membership is accepted with no request for additional information, the Commission is asked to include the “Completion of Process” statement acknowledging successful completion of the comprehensive review process. This statement may be found within A.6. of the Compendium of Texts for Motions, Notes, Recommendations, and Commendations.


PART X

[bookmark: _Compendium_of_Texts][bookmark: _Toc288823332][bookmark: _Toc287782543]COMPENDIUM OF TEXTS FOR MOTIONS,
[bookmark: _Toc288823333]NOTES, RECOMMENDATIONS, AND COMMENDATIONS


After a motion is chosen, the concerns and requests of the Commission must be articulated. The Compendium provides optional language covering a number of standard contingencies available to Commission members in the preparation of the sections on the draft motion template, usually under the section “Items for Response” or “Items for Progress Report(s),” and “Recommendations” and “Notes.” These optional texts do not begin to cover all the possibilities. It is important, therefore, to use this Compendium only as a resource. Each motion text should be crafted to fit the particular circumstances of the institution being considered. Commission members are encouraged to alter texts as appropriate, or to develop completely new texts as necessary. In most cases, any text herein will provide only an opening, or a format as a basis for developing a complete text that explains the Commission’s concerns and what is required in Responses and/or Progress Reports. The compendium contains three sections:
	A.	General Language Pertaining to Any or All Standards
	B.	Specific Language Regarding Curricular Programs
	C.	Specific Language Regarding Operational Situations and Issues
Annotations are provided for easy reference.
The Compendium enables Commission members to think strategically and tactically about conditions in institutions and the content of motions by providing sample texts that reduce the need to develop basic wording scenarios.
The Compendium of Texts for Motions, Notes, Recommendations, and Commendations is provided specifically to assist Commission members with the wording of items for Response (deferrals) and items for Progress Report (approvals). It is not a substitute for the specific motions or tailor-crafted language. The Compendium provides Commission members with language on points that have come before the Commission many times before. Its use is optional. Please be aware, the Compendium should not be used in place of new, original, and/or critical thinking on the part of Commission members that, if noted, may assist an institution.
An outline of examples found in the text of the Compendium of Texts for Motions, Notes, Recommendations, and Commendations may be found on the following pages.

Compendium Outline

A.	General Language Pertaining to Any or All Standards
1.	Requests for Information after a Deferral – Response Required
a.	Demonstrate Compliance
b.	Request for Information Pertaining to an Issue in Compliance with Standards
	within a Deferral Motion
2.	Requests for Information after an Approval – Progress Report Requested
a.	More Information about Progress
b.	Evidence of Continuing Attention
c.	Develop a Plan with Timetable
d.	Work is Underway
e.	Issues Needing Attention
3.	Information of Note to be Offered to an Institution 
a.	Contact National Office for Assistance
b.	Request for Consultant
c.	Request for Additional On-Site Evaluation
d.	Requirement to Submit New Curricular Programs
e.	Health and Safety
f.	National Policies With Regard to Faculty Issues
g.	Postponement of Comprehensive Review
h.	Continuous Deferral
4.	Commendations to be Offered to an Institution 
a.	Additional Support
5.	Recommendations to be Offered to an Institution 
6.	Completion of Comprehensive Accreditation Process 
a.	No Further Information Required
b.	Information Regarding New Curricula Remains Under Consideration
B.	Specific Language Regarding Curricular Programs
1.	Requests for Information after a Deferral – Response Required
a.	Clarification Concerning Compliance
b.	Demonstrate Compliance
c.	Common Competencies
d.	Further Information on Specific Criteria
e.	Combination Degrees/Double Majors
f.	Clarification of Liberal Arts/Professional Objectives
g. 	Liberal Arts Degrees with Specific Majors
h.	Clarify Curricular Intent (Majors, Minors, Concentrations, Areas of Emphasis, Tracks)
i.	Institutional Publication Policies (Majors, Minors, Concentrations, Areas of Emphasis, Tracks)
j.	Review Curricular Goals and Objectives
k.	Results of Departmental/Institutional Consideration
l.	Title/Content Consistency
m.	Retitle Degree
n.	Institutional Approval
o.	Collapsing Degree Titles
p.	New Curricula
q.	Pending Reply to Information Requested in a Main Motion
r.	Distance Learning Programs
s.	Programs with a Major in Digital Media
t.	Community Education Programs
2.	Information of Note to Be Offered to an Institution 
a.	Compliance Verified Despite Percentages Lower than Guideline
b.	Curricular Program Reviewed but Not Listed
c.	Submission of Anticipated Curricula Programs
d.	No Transcripts/No Action
e.	Suspension of Curricula
f.	Discontinuation of Curricula
g.	Submission of Curricular Programs Not Under NASAD’s Purview
h.	Misrepresentation of Curricular Offerings
i.	Approval of Plan Approval Anticipated Upon the Granting of Accreditation
j.	Community Education Program Does Not Meet Eligibility Requirements
k.	Community Education Meets Eligibility Requirements
C.	Specific Language Regarding Operational Situations and Issues
1.	Request for Information after a Deferral (Response Required) or Approval (Progress Report Required)
	a.	Purposes
b.	Balance of Purposes/Resources/Offerings
	c.	Size and Scope
	d.	Equipment and Facilities
	e.	Faculty
	f.	History, Theory, and Criticism
	g.	Procedures
	h.	Quality
	i.	Evaluation
	j.	Planning and Projections
	k.	Printed Recognition of Membership
l.	Credit and Time Requirements
2.	Information of Note to Be Offered to an Institution 
a.	Credit and Time Requirements
A.	General Language Pertaining to Any or All Standards
1.	Requests for Information after a Deferral – Response Required
The following language should be used when compliance is not indicated and therefore additional information is required.
a.	Demonstrate Compliance
It is not clear that the institution is in compliance with NASAD standards (requiring) (regarding)… (see NASAD Handbook, specific citation). The Commission notes that… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #). The institution is…
	Supporting Evidence
…requested to provide evidence demonstrating that the NASAD standard concerning… is being met through… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation). 
	Evidence of Action
…requested to provide evidence that issues resulting from… have been addressed (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
	Evidence Concerning Completion
…requested to confirm completion of…as stated in its (describe documentation) dated… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
	Plan with Timetable
…requested to develop and submit a plan with timetable outlining the institution’s plan to address the following issue of non-compliance… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
	Report Final Action
…requested to report final actions on the art/design unit’s proposals to… It is noted that (approvals) (actions) are expected in… The Commission awaits notification that these proposals have been approved and implemented by… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
b.	Request for Information Pertaining to an Issue in Compliance with Standards within a Deferral Motion
	The institution is asked to provide a status report regarding… The Commission notes this is not an issue of apparent non-compliance, but does request further information. The Commission notes that this effort is (projected) (underway) (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).

2.	Requests for Information after an Approval – Progress Report Requested
The following language should be used when compliance is indicated but additional information is necessary.
a.	More Information about Progress
The institution is requested to provide additional information concerning its progress with… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
b.	Evidence of Continuing Attention
	The institution is asked to provide evidence of continuing attention to… The Commission notes that this project is (projected) (underway) (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
c.	Develop a Plan with Timetable
	The institution is requested to develop a plan with timetable to address… The Commission recognizes that (solutions) (policy development) for this issue may be a long-term matter. The Commission is not seeking an immediate solution but rather evidence that work is continuing (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
d.	Work is Underway
	The Commission notes that work is underway to address… The Progress Report should provide additional information concerning these efforts, including a projected completion time. The Commission does not seek to bring inappropriate pressures to advance the institution’s timetable. The Commission does seek assurances of continuing attention to this matter (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
e.	Issues Needing Attention
	The Commission notes that the following issue(s) will need attention in the immediate future if the institution is to maintain compliance with NASAD standards regarding… The Commission requests that the institution undertake a careful study of this issue and provide the results of that study as part of the Progress Report. The Commission wishes to make clear that it is not requiring immediate resolution as part of the Progress Report, but rather indication that the institution is engaged in a process that will lead to thoughtful action in the future (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
3.	Information of Note to Be Offered to an Institution – Include under “Note(s)”
a.	Contact National Office for Assistance
The institution is encouraged to contact the National Office for assistance in preparing its (Response) (Progress Report) (application for…).
b.	Request for Consultant
The Commission (requests) (recommends) (requires) that the institution contact the NASAD National Office staff for assistance in securing the services of an NASAD consultant to assist in a thorough review in order to establish an appropriate and practical direction for future development of the art/design program. Information presently available to the Commission suggests a lack of clarity with respect to interrelationships of (size, scope, curricular objectives, resources, etc.) (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
The review should include specific attention to concerns raised in the NASAD Commission Action Report dated (date) as well as the overall issues outlined above. A copy of the prior Commission Action Report is enclosed for your reference.  The report of the consultant should be provided to the Commission with the institution’s (Response) (Progress Report).
c.	Request for Additional On-Site Evaluation
The Commission (requests) (recommends) (requires) that the institution contact the NASAD National Office staff for assistance in securing the services of an NASAD evaluator(s) to review (student exhibition) (other areas of concern) (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
	The review should include specific attention to concerns raised in the NASAD Commission Action Report dated (date) as well as the overall issues outlined above. A copy of the prior Commission Action Report is enclosed for your reference. The report of the evaluator(s) should be provided to the Commission with the institution’s (Response) (Progress Report).
d.	Requirement to Submit New Curricular Programs
The institution is reminded of the NASAD requirement that Plan Approval be sought after institutional approval and before students are admitted into the new degree or program (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article VI, Section 2.). Any new degree or program should not be enrolled or listed in the institution’s published materials until Plan Approval has been granted (see NASAD Handbook, Rules of Practice and Procedure, Part II., Article VI.).
e.	Health and Safety
	The institution is reminded that NASAD standards regarding health and safety issues inherent in studio practice, exhibition, and teaching were amended by vote of the NASAD Membership in October 2012. This amended language is now in effect and should be reviewed by the institution and used as the basis for any reply to the Commission regarding health and safety issues as appropriate. 
 f.	National Policies With Regard to Faculty Issues
	The Commission recommends that the institution review national policies concerning (faculty salaries) (teaching loads) (etc.). Such a review may provide more useful data than internal comparisons of the art/design department with other departments of the institution. The Higher Education Arts Data Services (HEADS) Data Summaries provide invaluable data with regard to statistical data and may be obtained at the following web address: https://secure3.vaultconsulting.com/HEADS/NASAD/ReportLogin.aspx (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
g.	Postponement of Comprehensive Review
The institution is also asked to review carefully the NASAD Policy on Postponements which may be found online at https://nasad.arts-accredit.org (see “Policy on Postponements”).
h.	Continuous Deferral
After 2nd consecutive deferral: The Commission recognizes that the institution is working diligently to fulfill its educational and artistic purposes, and that it is endeavoring to address and respond to the issues raised by the Commission. At this time, as a matter of procedure, the Commission asks the institution to review the policy in the NASAD Rules of Practice and Procedure regarding continuous deferrals (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article IV, Section 3). The next consideration of the institution's response will be the third consideration of the application for (type of application).
After 3rd consecutive deferral: The Commission notes that following this third deferral of action on the application for (type of application), the NASAD Rules of Practice and Procedure require that the institution provide a satisfactory response to the items listed above, or provide a response showing cause why the institution should not be placed on probation (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article IV, Section 3.).
4.	Commendations to be Offered to an Institution – Include under “Commendation(s)”
a.	Additional Support
The Commission commends… for the additional… support made available to address… Continuous support of this kind is important for the art/design unit, enabling it to continue to meet artistic and curricular purposes and goals (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
5.	Recommendations to be Offered to an Institution – Include under “Recommendation(s)”
a.	The Commission recommends that during the forthcoming (five-year) (ten-year) accreditation period, the institution give careful consideration to… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation II.L.).
b.	The Commission strongly recommends that the institution engage in intensive strategic planning to prepare for the next decade. The art/design unit needs to consider carefully its statements of mission, goals, and objectives, and to establish timetables and strategies for addressing concerns identified in the NASAD reaccreditation process and through other review processes under way at the institution. The Commission suggests that the art/design unit concentrate on future development of the institution’s total art/design program based on current strengths, potentials for new resources, and the needs of the institution and the region as identified through intensive strategic analysis (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation II.L.).
6.	Completion of Comprehensive Accreditation Process 
a.	No Further Information Required
The acceptance of this (application/Response/Progress Report) brings to a close the comprehensive evaluation process that began in (date). NASAD appreciates the institution’s extraordinary efforts clearly evident in its application. To assist with future planning, the institution may wish to note that its next comprehensive review is scheduled to be conducted during the (20xx-20xx) academic year.
b.	Information Regarding New Curricula Remains Under Consideration
The acceptance of this (application/Response/Progress Report) brings to a close the comprehensive evaluation process that began in (date). NASAD appreciates the institution’s extraordinary efforts clearly evident in its application. To assist with future planning, the institution may wish to note that its next comprehensive review is scheduled to be conducted during the (20xx-20xx) academic year. The Commission looks forward to the ongoing conversation with regard to the application for (Substantive Change/Plan Approval/Final Approval for Listing).

B.	Specific Language Regarding Curricular Programs
1.	Requests for Information after a Deferral – Response Required
The following language should be used when compliance is not indicated and therefore additional information is required.
a.	Clarification Concerning Compliance
Regarding the degree… it is not clear that the standard requiring (quote from the Handbook) is being met (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation). The institution is requested to provide… to demonstrate compliance with the standard.
b.	Demonstrate Compliance
Regarding the degree… the institution is requested to demonstrate how (competencies, experiences, opportunities, etc.) in… are (required) (provided) for all students (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
c.	Common Competencies
The institution is requested to demonstrate how all students enrolled in the degree… gain the competencies common to all (degrees) (programs) in art/design, specifically… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
d.	Further Information on Specific Criteria
Curricular tables indicate attention to NASAD guidelines regarding curricular structures for the degree…; however, several specific requirements for this degree need to be clarified. It is not clear how all students enrolled in the degree… gain the ability to… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
e.	Combination Degrees/Double Majors
A… degree with a combined title such as… must conform to NASAD standards concerning essential competencies, experiences, and opportunities in each of the areas represented in the combination degree (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation). The art/design unit is asked to demonstrate how requirements for the degree… meet NASAD standards for both… and… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation). 
f.	Clarification of Liberal Arts/Professional Objectives
[bookmark: _GoBack] NASAD recognizes two generic types of undergraduate degrees in art and design: the liberal arts degree (see NASAD Handbook, Standards for Accreditation IV.C.1.a. and b., and 4.; VII.) which focuses on art and design within the context of a broad program of general studies (normally titled Bachelor of Arts of Bachelor of Science with a comprehensive major in art); and the professional degree (see NASAD Handbook, Standards for Accreditation IV.C.1.a. and b., and 5.; VIII.-XI.) which focuses on intensive work in art supported by a program of general studies (normally titled Bachelor of Fine Arts with a specific major). Normally, the intent of the professional degree program is to prepare for professional practice (see NASAD Handbook, Standards for Accreditation IV.C.1.a., and b.; VII.A.2.; see Degree Programs and Graphic Design: Purposes, Structures, and Results, page # if applicable). 

Based on materials presented to the Commission, it is not clear whether the institution intends this program to be a liberal arts or professional degree in art/design. The present structure of the degree seems to indicate a… orientation, while the present (stated purposes) (catalog description) (title of the degree) indicates a… orientation. 
With respect to undergraduate degree programs, the institution is asked to give careful consideration to applicable NASAD standards and policies and to make a clear choice between the liberal arts and professional options (for liberal arts degrees, see NASAD Handbook, Standards for Accreditation V. and VII.; for professional degrees, see NASAD Handbook, Standards for Accreditation V., VIII., and IX.). Once the appropriate orientation has been determined, the institution is requested to demonstrate compliance with applicable standards and consider whether changes to program content and/or the title of the degree should be made to assure title/content consistency (see NASAD Handbook, Standards for Accreditation II.I.1.g. and 2.c.). The institution is asked to provide the results of these considerations along with supporting documentation (including, but not exclusive to, amended curricular charts in NASAD format, and degree goals and objectives) that support compliance with applicable standards.
g.	Liberal Arts Degrees with Specific Majors
Should the institution wish to offer a liberal arts degree program, the institution must ensure that any such degree upholds the nature of liberal arts study as reflected by the degree’s intent, content, and title. The current degree title suggests a desire to offer specific majors within the context of what appears to be a liberal arts degree (see NASAD Handbook, Standards for Accreditation IV.C.2.d.).  The institution is asked to ensure that the title is reflective of the nature and content of the degree program (see NASAD Handbook, Standards for Accreditation II.I.1.g.). Should the institution wish to offer a professional degree program, the institution must ensure that all standards pertaining to professional degree programs including requirements for specific majors are met (see NASAD Handbook, Standards for Accreditation VIII. and X.A.-C.).
h.	Clarify Curricular Intent (Majors, Minors, Concentrations, Areas of Emphasis, Tracks)
The Commission seeks clarification regarding the curricular intent of the degree… The institution is requested to review NASAD standards regarding majors, minors, concentrations, and areas of emphasis and confirm its intentions for this program (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation IV.C.2.).
i.	Institutional Publication Policies (Majors, Minors, Concentrations, Areas of Emphasis, Tracks)
The institution is requested to clarify in its publications the majors in art/design being offered within each degree program and any concentrations/areas of emphasis/tracks offered beneath the major. The institution is reminded that concentrations/areas of emphasis/tracks offered within each major shall be described as such and not listed as discrete majors within degree programs (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
j.	Review Curricular Goals and Objectives
The Commission recommends that the institution give careful consideration to its goals and objectives for its… programs in art/design. The structure and content of (present curriculum) (degree…) carry the potential for an overemphasis of the… component to the point that the (liberal arts) (professional) character of the degree is lost. If the institution wishes to offer degree options emphasizing… curricular structures appropriate for the degree… should be considered (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; Degree Programs and Graphic Design: Purposes, Structures, and Results, page #; NASAD Handbook, specific citation).
k.	Results of Departmental/Institutional Consideration
Regarding the degree… the art/design unit is requested to provide the (status of) (confirmation regarding) (departmental) (institutional) consideration of… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
l.	Title/Content Consistency
It is not clear that the degree… meets NASAD standards regarding consistency between degree title and content (see NASAD Handbook, Standards for Accreditation II.I.1.g. and 2.c.). The institution is asked to review this curriculum and indicate a) how the current degree title is consistent with curricular content, or b) any changes made to title or content in an effort to ensure consistency and meet appropriate standards.
m.	Retitle Degree
The Commission strongly recommends that the degree be retitled… in order to be consistent with national practice and NASAD standards (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
n.	Institutional Approval
The institution is asked to confirm that this degree program has received appropriate institutional approvals.
o.	Collapsing Degree Titles
The Commission notes that the art/design unit is collapsing discrete majors under a single title to meet external requirements. This practice produces less than accurate information regarding the institution’s programs in art/design, disadvantages students who receive an educational credential with a title inconsistent with the content of their programs, confuses the public and other institutions and faculties, and undermines the system of credentials that enable academic degrees to have common currency. The Commission understands these policies may be beyond the control of the art/design unit or the institution; however, for the reasons noted above, the Commission encourages the institution to ensure that all policies promote consistency between degree title and program content. In order to follow national practice and ensure consistency and clarity, NASAD will list the degree as….
p.	New Curricula
Submission of All Curricular Programs:  The Commission reminds the institution that its application for (Membership) (renewal of Membership) can not be approved until all curricular programs have been submitted to NASAD for review and have been found to meet all applicable NASAD standards (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Rules of Practice and Procedure, Part II, Article I, Section 3.). Accordingly, the institution is asked to either submit a formal request for Plan Approval for the degree…, or indicate that the institution has discontinued offering the program and removed all references to this option from institutional publications. Instructions for submitting Plan Approval applications are found in the NASAD document Policies and Procedures for Reviews of New Curricula and Instructions for Preparing Curricular Tables in the NASAD Format. These documents may be downloaded from the NASAD website at http://nasad.arts-accredit.org (see “New Curricular”).
Submission of Transcripts for Final Approval for Listing: 
After deferral: When the deferral issues pertaining to the institution’s request for renewal of Membership are successful resolved, the institution should apply for Final Approval for Listing for the above degree by providing the Commission with (two/three) transcripts of recent graduates, prepared in accordance with the NASAD document Policies and Procedures for Reviews of New Curricula (page NC-17). This document may be downloaded from the NASAD Web site at https://nasad.arts-accredit.org/accreditation/accreditation-materials/ (see “Procedures” and beneath that, “New Curricula”).
After Plan Approval: When (two/three) transcripts are available for this program, the institution should submit an application for Final Approval for Listing. Instructions for submitting Final Approval for Listing applications may be found in the NASAD documents Policies and Procedures for Reviews of New Curricula and Instructions for Preparing Curricular Tables in the NASAD Format which may be downloaded from the NASAD website at https://nasad.arts-accredit.org/accreditation/accreditation-materials/ (see “Procedures” and beneath that, “New Curricula”).
Lack of Clarity Regarding Curricular Offering:  Clarification is needed regarding the institution’s curricular offering titled… The Self-Study does not appear to include any mention of this degree program. If the institution is offering this program, an application for Plan Approval must be provided as part of the institution’s Response. The NASAD documents Policies and Procedures for Reviews of New Curricula and Instructions for Preparing Curricular Tables in the NASAD Format may be downloaded from the NASAD website at https://nasad.arts-accredit.org/accreditation/accreditation-materials/ (see “Procedures” and beneath that, “New Curricula”). If this degree program has been discontinued or is not offered, the Commission should be so informed (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article VI, Section 2.).
Lack of Clarity Regarding Curricular Title/Intent: The Commission recognizes the intent of this degree and the emerging models of creative practice that motivate its conception. However, the Commission is concerned that, rather than describing a particular set of skills or competencies, the title…appears to define the degree relative to ever changing social conditions. From the perspective of the Commission, (title) appears to fall outside of a definable set of skills and/or competencies that can be imparted through an academic program of study. The Commission asks the institution to provide justification for its proposed name of this degree—as well as possible alternatives in naming such a degree, perhaps defining a particular context. This will assist the Commission in insuring clarity and consistency with regard to the logical functioning relationships between program name and content for this proposed program (see NASAD Handbook, Standards for Accreditation II.I.1.g.; II.I.2.c.).

Badges:  With regard to the…, the Commission wishes to confirm that postsecondary non-degree-granting programs offered by degree-granting institutions will be listed by NASAD only when their objectives and structure indicate discrete curricular offerings. While the Commission recognizes that the institution’s certificate programs serve students in a variety of contexts, one of its stated purposes and functions is to encourage retention and completion of inter-related Associate of Arts degree programs. When the purpose is to offer shorter programs of a workshop nature, or programs that provide supplemental credentials for students enrolled in undergraduate or graduate degree programs, the programs will be reviewed by the Commission on Accreditation, but not listed by the Association (see NASAD Handbook, Appendix III.B., Section 4.).
		q.	Pending Reply to Information Requested in a Main Motion
The (program) (degree) is deferred pending satisfactory attention to item(s) (#) found in Action # above.
r.	Distance Learning Programs
Not Clear Whether Eligibility Requirements Are Met:  The Commission notes the existence of (name of degree). It appears that this degree involves the delivery of coursework either partially or entirely through distance learning means (see NASAD Handbook, Standards for Accreditation III.H.1.). The institution is asked to provide further information in this regard. If any part of the degree is delivered via distance learning means, the institution is asked to provide further information confirming compliance with standards regarding distance learning programs (see NASAD Handbook, Standards for Accreditation III.H.). Degrees that meet NASAD standards and in which more than forty (40) percent of their requirements are fulfilled through distance learning will be designated as distance learning programs in the NASAD Directory Listing.
Non-Compliance:  The Commission notes that the (name of degree) contains coursework delivered either partially or entirely through distance learning means (see NASAD Handbook, Standards for Accreditation III.H.1.). It is not clear the standard requiring (quote from the Handbook) is being met (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation). The institution is requested to provide… to demonstrate compliance with the standard (see NASAD Handbook, Standards for Accreditation III.H. …). 
Sufficient Documentation:  Regarding the degree…, the Commission does not have sufficient documentation to ensure compliance with all standards regarding distance learning (see NASAD Handbook, Standards for Accreditation III.H.4.). The Commission requests an assessment of compliance with these standards in order to complete its review of the curriculum.
Verification of Student Identity:  It is not clear to the Commission that the institution has processes designed to establish that the student who registers in the degree … is the same student who participates in and completes the program and receives academic credit (see NASAD Handbook, Standards for Accreditation III.H.4.b.(2)). The Commission requests documentation of verification methods in place such as secure login and password protocols, proctored examinations, or other technologies to demonstrate compliance with this standard.
Student Privacy:  It is not clear to the Commission that the institution uses processes that protect student privacy (see NASAD Handbook, Standards for Accreditation III.H.4.b.(3)). The Commission requests documentation of specific practices and policies regarding student privacy to demonstrate compliance with this standard.
Notification of Additional Charges:  It is not clear to the Commission that students receive notification of any projected or additional charges associated with verification of student identity at the time of registration or enrollment in this degree program (see NASAD Handbook, Standards for Accreditation III.H.4.b.(3)). The Commission requests documentation of specific practices and policies regarding notification of additional charges, or an indication that no additional charges are passed on to students. 
s.	Programs with a Major in Digital Media

The following Preface Notes are offered to Commission members to assist in the preparation of motions for programs with majors in digital media.

Preface Notes:

Definition:  Digital media refers to (a) machines described as hardware or software, (b) technical ability to work with hardware or software, and (c) a field of artistic/research/scholarly/commercial study and practice. None of these is a substitute for another. Major, minors, areas of emphasis etc. are normally focused on definition (c). The presence of (a) and/or the development of (b) are not a substitute for (c). Clarity in published materials is important in this regard.

Program Titles:  There are many names for curricular programs in digital media, many of which are applicable to art/design. They include but are not limited to media arts, multimedia, computer arts, game design, game audio, interactive media, computer or digital animation.

Applicable Curricular Standards:  Digital media programs are multidisciplinary (see NASAD Handbook, Standards for Accreditation III.I.) and are based in electronic media (see NASAD Handbook, Standards for Accreditation III.J.). All of these standards are applicable.

Specific Curricular Considerations:  

(a)	In terms of professional preparation to create work, digital media content includes but is not limited to the ability to synthesize creatively the content listed below under Content Typical in Digital Media Programs. 
(b)	In terms of preparation to study digital media from a humanities or social science perspective, digital media content includes the ability to understand the elements and syntheses described below under Content Typical in Digital Media Programs with the addition of historical and analytical knowledge and capability in the field.

Content Typical in Digital Media Programs: 

(a)	Thorough knowledge of and capability with the compositional or design processes of art/design (or another arts discipline). For NASAD listing, a program must have at least 25% art/design study.  
(b)	Knowledge of the vocabularies, concepts, and procedures related to the visual, spatial, sound, notion, interactive, and temporal elements and features of digital technology and principles for their use in the creation and application of digital media-based work. Procedures include fundamental generative processes of the home discipline and other related disciplines (especially other arts and technologies) in terms of basic components and technique, notation systems, creative patterns and formal relationships, editing systems, and phases of production and distribution.
(c)	Understanding of the characteristics of narrative, audio, and other information/language structure for organizing content in time-based or interactive media.
(d)	Ability to organize content, space, and time in various digital media contexts.
(e)	Computer and technological fluency, including abilities to work creatively in art/design and to conceptualize, capture, and edit in visual media using software.
(f)	The ability to use various applicable technologies to conceive, develop, and achieve specific expressive, functional, and synergistic purposes in the creation of work in digital media.

Compendium Language

Title/Content Consistency:  The Commission understands that this program is designed to prepare (artists, designers, etc.) whose work (uses) (explores) art/design technology and experimentation; however, it is not clear to what extent digital media, which includes many fields beyond art/design, is an integral part of the program, how the institution determines the scope and otherwise defines digital media for students in this program, at least in terms of what all students must know to be eligible for formal candidacy, or the projected scope of requirements for (courses) (dissertations) (theses) (final projects) (graduation). Therefore, it is not clear that the program and degree title are consistent with content (see NASAD Handbook, Standards for Accreditation II.I.1.g.). The Commission suggests that the Response include course syllabi or comparable documentation to demonstrate the role of digital media in the curriculum.

Defined Major:  It is not clear that this program meets NASAD standards for majors in or based on electronic media (see NASAD Handbook, Standards for Accreditation III.J.). Specific responses to these standards should include clarification about content goals for this program with regard to technology (e.g., will students create or build technology, understand programming and computer applications, etc.?). The Commission also requests clarification about whether a) students in this program will use electronic media and technology as a tool to do work in pre-existing single fields, b) this program is intended to develop competencies to produce creative multidisciplinary and/or multimedia work, or c) the institution believes this program represents a new field.

Entrance Requirements:  The Commission requests additional information regarding proficiencies required for entrance to the program. The institution is asked to clarify what educational background a candidate for this program must have and what the requirements for admission would be based on if the applicant does not submit a portfolio of work in digital media (see NASAD Handbook, Standards for Accreditation II.H.1.b. and d.).
t.	Community Education Programs
Not Clear Whether Eligibility Requirements Are Met:  The Commission notes the existence of (name of community education program) at (name of institution). It is not clear whether this program meets NASAD eligibility requirements for review and possible listing in NASAD publications. The institution is asked to indicate if the community education program a) serves individuals in the community in a pre-professional or avocational context, b) has a published identity, 3) has at least one specifically designated administrator, and d) operates on an academic year or year round basis, and if so to demonstrate compliance with applicable standards (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article I, Section 3.; Standards for Accreditation III.K.). 
The Commission notes that should the community education program meet criteria for listing this program, the institution has two options: to include the community education program under a basic listing with the other curricular programs of the degree-granting unit, or to list the community education program as a separate entity with a discrete list of programs offered. Should the institution elect the separate listing option, the community education program would be required undergo a separate but concurrent review on the same schedule as the degree-granting unit (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article I, Section 4.).
Meets Eligibility Requirements, but Not Standards:  The Commission notes the existence of (name of community education program) at (name of institution). Since the program a) serves individuals in the community in a pre-professional or avocational context, b) has a published identity, 3) has at least one specifically designed administrator, and d) operates on an academic year or year-round basis, it appears to meet NASAD listing criteria.  However, it is not clear that this program meets NASAD standards for Non-Degree-Granting Programs for the Community (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article I, Section 3.; Standards for Accreditation III.K.). The institution is asked to demonstrate…
2.	Information of Note to be Offered to an Institution – Include under “Note(s)” 
a.	Compliance Verified Despite Percentages Lower than Guideline
The Commission notes that although the percentage of… coursework for the degree… ranges from…% to…%, a review of the required coursework indicates that the low percentage results from… For this reason, the Commission notes that the program appears to be in compliance with NASAD standards for the degree… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
b.	Curricular Program/Degree Reviewed but Not Listed
The Commission notes that the curricular (degree) (program) … has been reviewed, but will not be listed in NASAD publications due to the Association’s listing policy. (It appears that the certificate falls below the (30/15)-hour credit threshold for listing.) This (degree) (program) may be listed in the institution’s published materials (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article I, Section 3.; Appendix III.B., Section 7.).  No action has been taken regarding this (degree) (program) and no further information is requested from the institution.
c.	Submission of Anticipated Curricular Programs
	The Commission notes that a new curricular program is anticipated to begin (date), this degree option is currently promoted on the institution’s website,…) (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #). The institution is reminded of the NASAD requirement that Plan Approval be sought after institutional approval and before students are admitted into the new degree or program (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article VI, Section 2.). This degree or program should not be listed in the institution’s published materials or enroll students until Plan Approval has been granted (see NASAD Handbook, Standards For Accreditation II.I.1.a.). When needed, the NASAD documents Policies and Procedures for Reviews of New Curricula and Instructions for Preparing Curricular Tables in the NASAD Format may be downloaded from the NASAD website at https://nasad.arts-accredit.org/accreditation/ (see “Procedures for Comprehensive Review,” and beneath that “Instructions for Preparing Curricular Tables”).
d.	No Transcripts/No Action
1.	The Commission took no action on the degree/program…. Given that a sufficient number of transcripts are not yet available, the Commission notes that the application for Final Approval for Listing has been withdrawn. At such time as (three/two) transcripts are available, the institution is asked to submit an application for Final Approval for Listing. Instructions for submitting a Final Approval for Listing applications may be found in the NASAD documents Policies and Procedures for Reviews of New Curricula which may be downloaded from the NASAD website at https://nasad.arts-accredit.org (see “New Curricula”).
2.  	The Commission notes that no transcripts were submitted for the degree/program… To allow the institution sufficient time to acquire the require number of transcripts, NASAD will cancel the application.  At such time as (three/two) transcripts are available, the institution is asked to submit an application for Final Approval for Listing. Instructions for submitting a Final Approval for Listing applications may be found in the NASAD documents Policies and Procedures for Reviews of New Curricula which may be downloaded from the NASAD website at https://nasad.arts-accredit.org (see “New Curricula”).
e.	Suspension of Curricula
The Commission notes that the (degree) (program) … has been suspended. NASAD will remove the (degree) (program) from the institution’s NASAD Directory Listing. If the institution wishes to reactivate the (degree) (program), an application for Plan Approval will be required. Instructions for submitting Plan Approval applications are found in the NASAD document Policies and Procedures for Reviews of New Curricula and Instructions for Preparing Curricular Tables in the NASAD Format. These documents may be downloaded from the NASAD website at http://nasad.arts-accredit.org (see “New Curricula”).
f.	Discontinuation of Curricula
The Commission notes that the institution has discontinued offering the (degree) (program) … This (degree) (program) will be removed from the institution’s NASAD Directory Listing. If the institution wishes to reactivate the degree, an application for Plan Approval will be required. Instructions for submitting Plan Approval applications are found in the NASAD document Policies and Procedures for Reviews of New Curricula and Instructions for Preparing Curricular Tables in the NASAD Format. These documents may be downloaded from the NASAD website at http://nasad.arts-accredit.org (see “New Curricula”).
g. 	Submission of Curricular Programs Not Under NASAD’s Purview
Regarding the application for (Plan Approval) for (degree/program), the Commission notes that the (degree/program) does not appear to fall under the purview of NASAD due to the content of the (degree/program) (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation). Therefore, the Commission has taken no action regarding this program and no further information is needed from the institution.
h.	Misrepresentation of Curricular Offerings
With regard to item(s) … in Action #, the institution is strongly advised to review the NASAD Advisory on federal regulations regarding misrepresentation available online at https://nasad.arts-accredit.org (see “Compendium: NASAD Advisories on Federal Issues”).
i.	Approval of Plan Approval Anticipated Upon the Granting of Accreditation
The degree… appears to meet NASAD standards and may be granted Plan Approval if the institution is successful in gaining accreditation.
j.	Community Education Program Does Not Meet Eligibility Requirements
The Commission notes that, at present, the (name of community education program) at (name of institution) does not meet NASAD eligibility requirements for review and possible listing in NASAD publications (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article I, Section 3.; Standards for Accreditation III.K.). Therefore, the Commission has taken no action regarding this program and no further information is needed from the institution.
k.	Community Education Program Meets Eligibility Requirements
The Commission notes that the (name of community education program) has been reviewed and appears to meet NASAD eligibility and listing requirements, and NASAD standards (see NASAD Handbook, Rules of Practice and Procedure, Part II, Article I, Section 3.; Standards for Accreditation III.K.). Should the institution be successful in achieving accreditation, the program will be listed by NASAD.

C.	Specific Language Regarding Operational Situations and Issues
1.	Request for Information after a Deferral (Response Required)
	or Approval (Progress Report Required)
	a.	Purposes
	Initiate Review:  The art/design unit is asked to consider engaging in a collegial review of departmental purposes and resources. Factors such as…, …, and … suggest that the art/design unit may need to identify internal strengths and challenges and, ultimately, sharpen its focus and priorities. The institution is asked to provide the results of this review to the Commission as part of the (Response) (Progress Report) (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation II.A.).
	Review of Purposes:  The institution is asked to review the purposes of the art/design unit in order to develop clearly defined statements to assist in setting appropriate priorities, direct the focus of the unit, and provide the institution as a whole with specific goals and long-range plans for its art/design program. The institution is asked to provide the results of this review to the Commission as part of the (Response) (Progress Report) (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation II.A.).
b.	Balance of Purposes/Resources/Offerings
	The Commission recommends that the institution give careful consideration to balances among faculty and institutional resources and the number of concentrations being offered at the… level. It is particularly important that the institution makes clear distinctions between (liberal arts and professional undergraduate degrees) (initial and terminal master’s degrees) (undergraduate and graduate education). The institution is encouraged to concentrate its energies in areas of strength to optimize the use of its resources for art/design. The institution is asked to demonstrate that… resources will be available on a continuing basis to support the current and intended size and scope of the art/design program (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
	c.	Size and Scope
Sufficient Support:  Further information is needed demonstrating how (numbers, organizational structure, assignments of faculty, etc.) are sufficient to cover the size and scope of the program (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation II.B.).
Graduate Enrollment:  The institution is requested to provide a report indicating how the current graduate enrollment enables the institution to address issues of compliance with the NASAD standard concerning size and scope of graduate programs (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation II.B.).
	d.	Equipment and Facilities
Repair and Replacement:  The art/design unit is asked to develop a long-range plan to establish a schedule for the repair and replacement of critical equipment such as… The art/design unit is reminded of the NASAD operational standard that requires a budget of sufficient size to support an adequate maintenance program for the physical plant and equipment (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation II.C. and II.F.).
Facilities:  (As confirmed by the institution) there is significant need for a suitable… facility. While the Commission recognizes that facilities are often long-range items, the institution is encouraged to develop suitable… space as a high priority. The following specific issues require (immediate) (long-term) attention: … (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation II.C. and II.F.).
	e.	Faculty
Sufficient Faculty:  It is not clear that the number and duties of full- and part-time faculty enable the (art/design unit and specific educational programs offered) (the… program) to accomplish (their) (its) stated purposes (see NASAD Handbook, Standards for Accreditation II.E.1.a. and II.E.2.a.(1)). (Curricular programs) (The… program) need(s) faculty attention to provide effective instruction and to advise and evaluate students and supervise projects, research, and dissertations (see NASAD Handbook, Standards for Accreditation II.E.4.a.(2)). (Curricular programs) (The… program) also need(s) administrative, promotional, and recruitment attention from faculty (see NASAD Handbook, Standards for Accreditation II.D.1.d.). The Response should document that the aggregate faculty, including distribution of duties among full- and part-time faculty provide the requisite personnel resources to fulfill the composite teaching and operating requirements for the (curricula of the art/design unit) (the… program) without creating expectations that obviate the possibility of meeting NASAD standards or institutional expectations regarding the duties and professional practice and development of full-time faculty (see NASAD Handbook, Standards for Accreditation II.E.1., 2., 3., 4., 5., and 7.).
	Sufficient Staff:  The art/design unit is requested to present a staffing plan that demonstrates present and projected compliance with NASAD standards (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation II.E.). The institution is asked to address this standard with respect to the institution’s goals and objectives regarding its… program in art/design.
	Faculty Recruitment:  Future faculty recruitment plans should be made with recognition of additional needs in… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation II.E.).
	f.	History, Theory, and Criticism
	Acquisition of Knowledge and Skills:  It is not clear that and to what extent all students in professional undergraduate acquire essential competencies in the areas of history, theory, and criticism… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation III.L., VIII.B.2.).
	General Studies:  It is not clear that all students in liberal arts degrees gain an ability to address culture and history from a variety of perspectives or the capacity to explain and defend view effectively and rationally art/design (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation III.L. and VII.D.1.c.). 
	Studio Art/Design:  It is not clear that all students in this degree gain familiarity with the works and intentions of major artists/designers and movements of the past and the present, both in the Western and non-Western worlds (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation III.L. and VII.E.4.d.). 
	Art History:  It is not clear that all students in this degree gain a general knowledge of the monuments and principals artists of all major art periods of the past, including a broad understanding of the art of the twentieth century and acquaintance with the art history of non-Western cultures (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation III.L. and VII.G.2.a.). 
	Other References:
General Undergraduate Curricula:  NASAD Handbook, Standards for Accreditation IV.
Art/Design Education:  NASAD Handbook, Standards for Accreditation XII.C.2.
	g.	Procedures
Formal Processes:  The institution is asked to provide evidence of the development of a more formal system for…, including policies and procedures that will involve the various department chairpersons and coordinators (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
Consistent Policies:  It is not clear that the institution’s policies with respect to… are consistent. A careful study is needed of… with a view to developing a mechanism for providing consistency and effectiveness in… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
	h.	Quality
	Evaluation:  The institution is asked to give careful consideration to the quality of the… program and provide for the Commission the requirements, procedures, and policies used to monitor overall… standards, including criteria for moving from one level of evaluation to the next (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation III.N.).
	i.	Evaluation
	Student Work:  It is not clear that the art/design unit is conducting evaluations of student work consistent with its a) published mission, goals, and objectives, b) the level of degrees or programs offered, and c) its published policies… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation II.A, II.I., and II.L.1.b.).
	Influence Planning:  It is not clear that evaluations of student work are used in analyses that influence current program offerings (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
	Degree Completion:  It is not clear that the evaluative program for the degree (name of degree) clearly demonstrates that students completing the degree have achieved the artistic and educational levels and competencies outlined in the NASAD standards (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, specific citation).
	j.	Planning and Projections
Develop Plan with Timetable:  The institution is requested to undertake a thorough review of… and develop a plan with timetable to address the… needs. Given the… nature of the art/design program, current… should be reviewed to determine their adequacy for supporting the size, scope, and depth of art/design offerings (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation II.L.).
Develop Plans:  The institution is requested to develop and submit both short- and long-range plans regarding… The planning process should include specific attention to… (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation II.L.).
	Emphasis on Planning:  The art/design unit needs to develop a greater emphasis on long-range planning. This includes attention to the relationship between long-range programmatic planning and long-range budget planning (see Self-Study, page #; Visitors’ Report, page #; Optional Response, page #; NASAD Handbook, Standards for Accreditation II.L.).
	k.	Printed Recognition of Membership
The institution is asked to review all printed statements of recognition of NASAD accredited institutional Membership to ensure that these statements address NASAD requirements. These requirements confirm that accreditation by NASAD is granted to the institution, not to specific administrative units, curricular programs, faculty, or other components, all of which are encompassed within the institution’s accreditation, not separately accredited. The requirements also indicate that such statements are to be factual, not editorial, and brief. NASAD requirements and examples of appropriate statements may be found in the NASAD Handbook (see Rules of Practice and Procedure, Part II, Article XII.).
l.	Credit and Time Requirements
	Please Note:  When requesting information regarding credit and time requirements (see NASAD Handbook, Standards III.A.2., 3., 4., and 6.), whether in the context of a Response or Progress Report, the Commission may require the comprehensive Questionnaire on Credit and Time Requirements to seek information regarding all items, or specify the individual aspects of the standards in question.
In the Context of Responses:
If the institution has not addressed any items:  Further clarification is needed regarding the institution’s compliance with current NASAD standards regarding credit and time requirements (see NASAD Handbook, Standards for Accreditation III.A.2., 3., 4., and 6.). The institution is asked to pay particular attention to the Note found within III.A.2.a. The Commission asks the institution to complete and return the enclosed questionnaire, and to provide additional information as necessary to confirm compliance with the standards cited. Information must be current at the time of the Response irrespective of any previous information that may have been provided in the Self-Study. Please note: this questionnaire is only being sent to the primary representative from each member institution. Only one questionnaire should be returned from each school.
If the institution has not addressed III.A.2. only:  The Commission notes that material provided by the institution… (defines a credit hour entirely in terms of instructional contact hours, …, etc.). According to NASAD standards “Institutional policies shall establish the credit hour in terms of time and achievement required. The time requirement shall be consistent with or reasonably approximate the following: (1) a semester hour of credit represents at least three hours of work each week, on average, for a period of fifteen to sixteen weeks, (2) a quarter hour of credit represents at least three hours of work each week for a period of ten or eleven weeks. Credit for other kinds of academic requirements or offerings that are in different formats, use different modes of delivery, or that are structured to take a different amount of time is computed on the same basis in terms of representing at least the equivalent amount of work” (see NASAD Handbook, Standards for Accreditation III.A.2.a.) and “In lecture-discussion courses, normally one hour of credit is given for one period of recitation (50 minutes) plus two hours of preparation each week of the term. In laboratory or ensemble courses, one hour of credit shall be given for two 50-minute recitation periods per week” (see NASAD Handbook, Standards for Accreditation III.A.2.b.). The Commission requests that the institution review NASAD standards and guidelines, and provide confirmation of attention and compliance. The institution is asked to pay particular attention to the Note found beneath III.A.2.a.
If the institution has not addressed III.A.6. only:  It is not clear that the institution is in compliance with NASAD standards regarding credit and time requirements as they pertain to institutional procedures (see NASAD Handbook, Standards for Accreditation III.A.6.). In order to demonstrate compliance, the institution is asked to provide a) the procedures used to make credit hour assignments for courses, programs, and other requirements consistent with the credit hour policy(ies) applicable to those offerings; b) the means used by the institution to ensure accurate and reliable application of its credit hour policies and procedures; and c) a citation noting the location of the statements provided to address the items above in printed or Web-based publications.
If the institution has not addressed III.A.6. and one or two of the others:
The following phrases should be used in relation to the standard cited:
III.A.2. = “awarding of credit”
III.A.3. = “transfer credit policies”
III.A.4. = “publication of policies”
Further clarification is needed pertaining to the institution’s compliance with current NASAD standards concerning credit and time requirements, specifically with regard to [insert from list above] and institutional procedures (see NASAD Handbook, Standards for Accreditation III.A. … and 6.). (If appropriate: The institution is asked to pay particular attention to the Note found within III.A.2.a.) The Commission asks the institution to review these standards and provide a comprehensive reply demonstrating and documenting compliance. When responding to the issue of institutional procedures, the institution is asked to provide a) the procedures used to make credit hour assignments for courses, programs, and other requirements consistent with the credit hour policy(ies) applicable to those offerings; b) the means used by the institution to ensure accurate and reliable application of its credit hour policies and procedures; and c) a citation noting the location of the statements provided to address the items above in printed or Web-based publications.
In the Context of Progress Reports:
If the institution has not addressed any items:  To complete the record associated with the present accreditation review, the Commission requests completion of the enclosed questionnaire regarding the institution's current credit and time formulas and policies (see NASAD Handbook, Standards for Accreditation III.A.2., 3., 4., and 6.). The institution is asked to pay particular attention to the Note found within III.A.2.a. Information must be current at the time of the Progress Report irrespective of any previous information that may have been provided in the Self-Study. Please note: this questionnaire is only being sent to the primary representative from each member institution. Only one questionnaire should be returned from each school.
If the institution has not addressed III.A.6. only:  To complete the record associated with the present accreditation review, the institution is asked to provide additional information regarding institutional procedures for credit and time (see NASAD Handbook, Standards for Accreditation III.A.6.). The Progress Report should include comprehensive information, including but not limited to a) the procedures used to make credit hour assignments for courses, programs, and other requirements consistent with the credit hour policy(ies) applicable to those offerings; b) the means used by the institution to ensure accurate and reliable application of its credit hour policies and procedures; and c) a citation noting the location of the statements provided to address the items above in printed or web-based publications.

If the institution has not addressed III.A.6. and one or two of the others:  To complete the record associated with the present accreditation review, the institution is asked to provide additional information regarding credit and time policies, specifically with regard to [insert from list above] and institutional procedures (see NASAD Handbook, Standards for Accreditation III.A. … and 6.). (If appropriate: The institution is asked to pay particular attention to the Note found within III.A.2.a.) The Commission asks the institution to review these standards and provide a comprehensive report confirming compliance with all items. When responding to the issue of institutional procedures, the institution is asked to provide a) the procedures used to make credit hour assignments for courses, programs, and other requirements consistent with the credit hour policy(ies) applicable to those offerings; b) the means used by the institution to ensure accurate and reliable application of its credit hour policies and procedures; and c) a citation noting the location of the statements provided to address the items above in printed or Web-based publications.
2.	Information of Note to Be Offered to an Institution – Include under “Note(s)”
a.	Credit and Time Requirements
In October 2011, NASAD members voted to amend long standing NASAD Handbook statements regarding credit and time requirements. These changes retained previous content and concepts while adjusting and adding language to be consistent with current accreditation practice. The amended NASAD statements are also consistent with recently enacted USDE regulatory requirements for institutions participating in Title IV grant and loan programs. Failure to meet these federal requirements can result in loss of institutional eligibility for Title IV funding. As has been historically the case, institutional and specialized accrediting organizations are the entities responsible for reviewing credit hour policies and their applications in institutions and programs.


PART XI

[bookmark: _ORDER_AND_STRUCTURE][bookmark: _Toc287782544][bookmark: _Toc288823334]ORDER AND STRUCTURE OF A COMMISSION ACTION REPORT
The following depicts the order of motions/information in a Commission Action Report. Only those motions and information pertaining to each specific institution should be included.
Action(s):
Action 1 of # Addressing Comprehensive Reviews:
e.g., The Commission voted to grant Associate Membership/defer the application… 
Items for Response or Items for Progress Report (if any):

(See Constructing Accreditation Motions for Commission Action (Part IX) and Compendium of Texts for Motions, Notes, Recommendations, and Commendations (Part X))

(For Approvals Only) List of All Curricular Programs:

Curricular Programs Holding Final Approval for Listing (regular type)
Associate of Arts/Science/Fine Arts
Baccalaureate-Level Certificates/Diplomas
Bachelor of Arts/Science/Fine Arts
Post-Baccalaureate-Level Certificates/Diplomas
Graduate-Level Certificates/Diplomas
Master of Arts/Science/Fine Arts
Post-Graduate Certificates/Diplomas
Doctor of Philosophy/Education
*Community Education Programs 

Curricular Programs Holding Plan Approval (italicized type)
(Same order as above, in italics)

Action 2 of #: Addressing Previous Actions (if any):
e.g., The Commission voted to accept the Progress Report regarding credit and time requirements.
(If there are continuing issues, these should be moved to and included in the motion addressing Comprehensive Review.)

Action 3 of #: Regarding Substantive Change (if any):

(e.g., The Commission voted to approve/defer the Substantive Change.)

Items for Response or Items for Progress Report (if any):

(See Constructing Accreditation Motions for Commission Action (Part IX) and Compendium of Texts for Motions, Notes, Recommendations, Commendations (Part X))

Action 4 of #: New Curricula (if any):

(e.g., The Commission voted to grant Plan Approval to the following degree program/defer:)

Curricular motions are presented in the following order:
Basic Listing – Original/Response/Progress Report
Plan Approval - Original/Response/Progress Report
Final Approval for Listing – Original/Response/Progress Report
Plan Approval and Final Approval for Listing – Original/Response/Progress Report

Items for Response or Items for Progress Report (if any):

(See Constructing Accreditation Motions for Commission Action (Part IX) and Compendium of Texts for Motions, Notes, Recommendations, Commendations (Part X).)

Due Date:

(To be provided by Commission.)

Note(s) (if any):

Recommendation(s) (if any):

Commendation(s) (if any):

Completion of Process (if applicable):





PART XII

[bookmark: _COMMISSION_APPROACHES_TO][bookmark: _Toc287782547][bookmark: _Toc288823335]COMMISSION APPROACHES TO PLANNING IN ACCREDITED INSTITUTIONS


American higher education seems overburdened with attempts to use various management techniques irrespective of their applicability to educational content or process. Almost every management technique that surfaces, from zero-based budgeting to quality assessment becomes popular for a period of time. Administrators at the dean and department chair level are regularly required to respond to those who confuse popular—and possibly fleeting—concepts with substantive management analysis and action. Such exercises often involve the constant repackaging of the same material for different audiences. The proliferation and imposition of superficialized management techniques, often far beyond what is necessary, eventually places the focus on the technique rather than the primary content issue the technique was established for in the first place.
Perhaps no management concept has been more the subject of this approach than planning. Few in academic administration can escape constant calls for planning of various types. Often, these calls from elsewhere result in formulating our own calls for plans - a ripple effect is created. Concern can arise when plans are made only to discover that resources will not be available to carry forth the plan. This means either adjusting the previously developed plan or completing a new plan, usually the latter. The end result of all this can be that everyone is so busy planning that no one has time to carry out a plan or accomplish much of anything else of value, including time to think reflectively.
Given this context, it is understandable why there are concerns about the role of the accreditation process in encouraging planning at accredited institutions. Clearly, if the issue of planning is to be raised at all in accreditation, it must be done in an incisive and thoughtful manner. Accreditation actions and accrediting body recommendations concerning planning must be so crafted to ensure that the issues remain at the center of the conversation, rather than the technique or methodology.
Let us look at the issue of planning in several accreditation contexts, beginning with the growth and development of an accrediting body. When an accrediting association is first formed, many years are spent developing standards and ensuring that all accredited institutions are at or beyond thresholds indicated by the standards. During this period, judgments within the accreditation process focus directly on the standards as indicators of the threshold. As the accrediting body grows, it begins to deal with a greater variety of accreditation situations. Some institutions will have long demonstrated that they are beyond the threshold in all or almost all respects. Although these institutions are reviewed to ensure that their programs remain at or beyond the threshold, the eventual accreditation outcome is not in much doubt. To be worthwhile, the accreditation process for these institutions needs to accomplish more than simply demonstrating threshold compliance. At the same time, the accrediting body is working with new institutions that are initially demonstrating threshold compliance. Thus, the entire accreditation process must be so structured to deal with a variety of institutional situations.
NASAD has existed long enough as an accrediting body to be in yet a third stage of development with respect to this particular set of issues. The majority of NASAD member institutions are beyond the threshold in all or almost every respect. A small number of institutions are working toward or at threshold levels with respect to the standards. There are two concepts to remember: (1) it is understood that length of membership in NASAD is not an indicator of the institution’s qualitative position or its distance beyond the threshold; (2) it is also understood that standards revisions change the threshold and that there is a constant need to consider threshold issues. By and large though, as an accreditation service grows older, opportunities arise for providing increased assistance to institutions through the accreditation process without diluting concerns about thresholds. Taking advantage of such opportunities is consistent with NASAD’s tradition of service to member institutions and consistent with the idea that accreditation should certify the meeting of standards and foster improvement. Responses concerning the accreditation process received at the National Office indicate that most institutions use NASAD reaccreditation for multiple purposes.
In one sense the NASAD accreditation process can be regarded as a snapshot. That is, at a certain time, materials are collected that give a specific picture of the institution. However, there can be significant changes within institutions between the time the NASAD evaluators leave campus and the time the Commission acts on the application. If such changes are possible in so short a time, changes of even greater magnitude are possible during the projected accreditation period. Therefore, it is worth reminding ourselves that accreditation not only speaks to the condition of an institution and its programs at the time of accreditation or reaccreditation, but it also makes a projection indicating that the institution will be capable of continuing to do its work for a specific period of time. This means that the Commission has a responsibility not only to certify the accreditation worthiness of an institution and its programs on a certain date, but also a responsibility to make a projection for the public about the extent to which the institution can continue to meet standards and fulfill its mission during the projected accreditation period.
Planning usually becomes an accreditation consideration in three circumstances. The first occurs when an institution is below the threshold with respect to one or more standards. The Commission often asks institutions to provide a plan with timetable to address a specific need. The second occurs when the accreditation process reveals the need for attention to something either expected or projected for the future. At times, accrediting bodies suggest specific planning ideas in terms of future personnel, facilities, curricula, etc. If a Commission decides that the issue of planning is out of bounds, it gives up a critical mechanism for fulfilling two basic functions of accreditation (1) assisting institutions both in terms of demonstrating threshold compliance, and (2) ensuring the continuity of favorable educational conditions.
The third set of contextual matters related to the question of planning in accreditation involves an accrediting body’s approach to the relationship between the accreditation process and the work of specific institutions. It is possible to regard accreditation as a list of requirements that must be met. Such a view is focused on thresholds: an institution must meet certain requirements in order to be declared at or across the threshold. Organizations and individuals experienced in accreditation soon find that institutions can satisfy lists of requirements and still be unproductive, or even in jeopardy. NASAD has often addressed this issue by discussing the presence of an equation unique to each institution that involves a unique balance among objectives, resources, and programs. This idea is based on the principle that satisfactory parts do not necessarily produce an effective whole. We are all aware that each art/design unit represents a system of interdependent systems. It is often hard to isolate weakness: problems in one area spill over into others; strengths in one area cause problems in others; etc. NASAD accreditation recognizes these prospects and is particularly adept at citing those associated with resources and resource deployment. However, the interdependent systems in any art/design unit depend on intangible as well as tangible resources. The Association recognizes this by asking visitors to comment on such areas as the morale of faculty and students. In conclusion, a strong case can be made that NASAD, if it is to serve the majority of institutions at the peak of accreditation effectiveness, must do more than simply operate a checklist about threshold compliance. Accreditation has a critical role in helping art/design units and institutions to move beyond the threshold and helping to ensure their ability to stay beyond the threshold during the prospective period of accreditation. Accreditation can assist the art/design unit to think productively and proactively about the future.
In order to do this, the Commission must continue to serve two functions. The first is the keeper of the threshold. The second is promoter of health in the system of interdependent systems that constitutes a given art/design unit. In order to promote such health, the Commission must fully understand the art/design unit. It must craft its accreditation decisions and its non-accreditation recommendations with great care and sensitivity to the issues confronting each specific unit. Custom craftsmanship is required. There is no establishing a specific technique to be applied to all institutions, especially when dealing with the unique system of interdependent systems present in each situation. 
This returns us to the issue of planning. Obviously, if Commission members as individuals or as a group promote the idea of planning in institutions as a technique, the Commission will fail in one of its most important responsibilities, that of addressing specific conditions in specific institutions. General exhortations to plan are all but meaningless. It does little good to tell an institution that more planning is needed, or that the institution should engage in long-range planning, or that strategic planning would be a good idea. All of these designate technique; and unfortunately, these words and phrases hardly mean the same thing to all readers. Whenever it seems appropriate to mention planning, the Commission must be specific about the functions that are to be accomplished in the planning process. We must start with what rather than with how. It is essential to distinguish our actions and recommendations among various types of planning. Many plans prepared in response to upper management are little more than wish lists. Wish lists can be extremely important, but hardly cover the range of possibilities. There are also plans that develop a cyclical organization of things that must be done—equipment repair, maintenance, and replacement, for example. There is also futures-oriented planning which involves looking at prospective conditions and making judgments about the nature and pace of change in response to those conditions. There is strategic planning which usually involves the development of specific plans, often in terms of options, for dealing with evolving events or conditions. There are many other variations.
The NASAD Self-Study format and the Visitors’ Report are structured specifically to reveal the types of planning under way at a specific institution. For example, some institutions will project minimal change in their context and will demonstrate the presence and operations of plans sufficient to project that the institution needs no further planning efforts to continue fulfilling its mission, goals, and objectives. In such cases, the institution should be commended, or the issue of planning should not be mentioned. In other cases, accreditation materials will reveal serious deficiencies with respect to various types of planning. Some institutions will have beautifully conceived lists of things they would like to see happen. However, they may or may not demonstrate a grasp of the practicalities of their plans, or reveal that they have developed ideas about how to bring their plans to fruition under evolving conditions. Other institutions may demonstrate outstanding planning in every respect, except for one that may jeopardize the best use of energies as the future unfolds; for example, a department with no plans regarding the replacement of a successful, twenty-year department chair scheduled to retire in two or three years time. In such cases, it seems appropriate for the Commission to note the need for specific kinds of planning addressed to specific issues. Whether this is done as part of the accreditation action or as a recommendation is a judgment call for the Commission. 
As veteran on-site evaluators, all Commission members know that visitors often see the needs of an institution from a different perspective than those with daily involvement. While it is possible for visitors and Commission members to be misled about conditions when viewing them at short range and in short time periods, the Commission bears ultimate responsibility for judging how best to serve each institution being reviewed with respect to the issue of planning. The Commission has significant information from the institution itself written from the perspective of those who are living with the situation on a day-to-day basis. The Commission also has the benefit of an overview provided by experienced visitors who take a quick but thorough look. If done judiciously and with sensitivity, bringing specific issues of planning to an institution’s attention can be one of the most effective outcomes of the accreditation process. Effectiveness rests on the willingness of Commission members to make an evaluation from the evidence presented about the extent to which planning mechanisms in use at the institution are sufficient to address the needs of the art/design unit both with respect to its remaining at or beyond the standards threshold and with regard to the health of its future. Such an approach will not result in boilerplate language being sent to every institution exhorting them to do “better” planning. On the contrary, commendation, avoi , or mention of the planning issue is to be formed according to the adjudged conditions, needs, and aspirations of a specific institution. No checklist can be developed to address this issue effectively. NASAD has never been and must not become a checklist organization. We must maintain our focus on intellectual and artistic aspirations and in doing so remain more concerned about sustained ability than immediate efficiency both in the Commission operations and in our approach to applicant and member institutions.
Having the Commission hear, react to, and act on motions on original actions enables the Commission as a whole to exert the best possible stewardship with regard to the planning issue. This means that we must ensure that our approach to requests and suggestions about planning is grounded in conditions present in each specific institution, including a judgment about the extent to which the Commission’s requests or suggestions concerning planning are within the capabilities of the art/design unit being addressed. As we collectively move forward and deepen our experience, we become better at making the kinds of judgments necessary to be effective with the planning issue.
As a rule of thumb, we might consider the distinction between planning questions associated with specific standards and planning questions associated with holistic development of the art/design unit. In most cases, it is probable that planning questions devoted to standards belong in the accreditation action section of the motion, and statements concerning potential threshold questions and holistic art/design unit issues belong in the recommendations section. Specific delineation of issues, objectives, and scope of suggested planning efforts is essential.

















































PART XIII

[bookmark: _COMMISSION_ASSISTANCE][bookmark: _Toc287782548][bookmark: _Toc288823336]COMMISSION ASSISTANCE

[bookmark: _Toc288823337]A.	Policies and Reference Materials
All reference materials, including but not limited to Procedures for Institutional Membership, HEADS Data Summaries, and various assessment and advisory documents, may be accessed through the NASAD or HEADS websites.
[bookmark: _Toc288823338]B.	Submission of Approved Actions
If handwriting your motions, please use the provided forms. If assistance is needed to make copies, please contact staff.
NASAD has initiated a procedure for collecting electronic motions from Commission members. This procedure should reduce technical issues, provide less interruption to the flow of the final voting session, and allow Commission Action Reports to be prepared in an expedited manner.
If preparing motions electronically:
•	Draft motion templates will be provided to each Commission member on a flash drive during the Commission Briefing.
•	When writing motions, please use the draft motion templates provided on the flash drive. Phrases or sections in the draft motion templates that are not applicable should be deleted. Feel free to use the text provided in the Compendium in this manual to assist in the construction of motions. 
•	Recall that all numbered items within requests for Responses or Progress Reports must be accompanied by citations.
•	Motions must be individually saved on the flash drive using the following filename format:
24-XYZ University.docx
· As technical problems arise from time to time, it would be advisable to backup all work. Once the flash drive is turned into staff, all copies/backups should be deleted from all other sources. 
•	Feel free to print motions if hard copies are desired for the caucuses. However, if hand edits are made on these sheets during the caucuses, these edits must be included in the electronic copy prior to the first voting session.
•	The Commission Chair and staff members do not need electronic or hard copies of draft motions prior to first voting session. 
•	Ensure that all information on the flash drive includes edits made during voting.
· All final motions should be saved on the flash drive which should be returned to staff at the conclusion of the last voting session.
· Please remember that all motions/action are confidential and shall not to be shared with individuals beyond the members of this Commission.


[bookmark: _Toc288823339]C.	Assistance
Please consult the Commission Chair and/or staff at any time for assistance, clarification, or advice.
[bookmark: _Toc288823340]D.	Appreciation
The work of the Commission is important, time-consuming, challenging, and rewarding. The Commission accomplishes a substantial amount of work in a narrow window of time. The Commission’s work and effectiveness would not be possible without the extraordinary efforts of each member of the Commission. Thank you for your volunteer service, your careful study, and your endless good spirit and cheer.
Manual for Commission Readers: Art/Design	41	2017
