CACREP WORKPLAN – DETAILS 2/1/2013				PAGE 4
	CACREP Workplan
	Task
	Action/Who
	Date Initiated
	Details/Status and Date
	Date Due

	General Tasks
	
	
	
	
	

	
	Develop Task/timeline leading up to site visit
	In process - Finn/Isaacs
	1/15/13
	Completed as of 1/30/13 – projecting a late April/May site visit
	1/30/2013

	
	Review CACREP standards to build updated exhibits/ implement processes
	In process- Finn/Isaacs
	1/15/2013
	Completed as of 1/30/13
	1/30/13

	
	Identify processes and procedures
	
	
	
	

	Program Operational Specific Tasks
	
	
	
	

	
	Dedicated lab and classroom space?
	Robert
	1/14/2013
	As of 1/25 – tables have been cannibalized for other classrooms; no plan as yet to restore furnishings.  Have requested to have tables replaced.  No word yet; trying to get tables and chairs restored.  Robert working on this with Jim Heil 2 /4/2013
	Marci just approved purchase on desks/chairs

	
	Lab equipment?
	Robert and Signe
	Fall 2012
	Robert is investigating audio equipment alternative to work with less expensive surveillance cameras that have been identified; pilot noted in self-study not underway.  Robert investigating a software solution; will look at this when gets to conference at the end of the month.
Will consider changing conference table in 203A to a collapsible table to use it in group room with 8 – 10 chairs. 
	2/15/2013

	
	Adjunct/Supervisor review process
	Robert/all faculty/Signe
	2/15
	· New Part-time faculty Handbook completed; (need copy for exhibits room)
· FGT will be working on this for college in future;  (may not have action before visit)
· Program faculty to solicit names to develop list for recruiting part-time faculty; (Beth from sites)
· gather any blind resumes coming into the college; (Robert/Abbe review resumes on file)
· solicit resumes from school districts who have a doctorate (Russ completed on 1/25)
· Document how we identify hire and evaluate faculty for fall and summer needs. (Robert and all)
	Various

	
	Implement recruitment plan and diversity plan
	Robert/Abbe
	1/14/2013
	Meet with Graduate Admissions;   
Russ send to Robert inventory of tasks for recruitment;
	ASAP

	
	Follow-up on name change
	Abbe Complete
	11/2012
	Complete – Abbe filed paperwork.
	1/28/13

	
	Schedule and document admissions committee
	Abbe/Signe/Beth
	14-Jan
	Listing of applicants and data (names protected) with interview, scales and document results of ranking and admissions
	3/30

	
	Schedule and document orientation
	Abbe
	29-Jan
	Occurred 1/29 – Abbe to file documents and sign-in sheet
	1/29

	
	Schedule and document site visit orientation
	Abbe, Russ, Beth
	1/14/2013
	Develop on-line site visit orientation; invite site supervisors to view, pilot and document results. 
Document results of spring site visits by intern supervisors (dates, sites, and any major issues for program feedback)
	3/15/2013

	
	MOU's?
	Robert/Beth
	29-Jan
	Copies back to us - getting piloted with Willough and engaging in follow-up
Finalize each of school and mental health for use for Summer and Fall;
Close contact with VA hospital and will have them on-line for fall for 3rd year students.
Robert to look at existing school MOU and see it if it can include school counseling.
	2/15/2013

	
	Advisory BD
	Abbe/Robert
	
	Scheduling post-site visit or early Summer
	

	
	Follow-up surveys
	Robert
	28-Jan
	Send Lois to get with Susan Duda/
Abbe for graduating students this spring/summer (around 30 people this year).  Lois will get this out now.
also  send out alumni/employer survey – Lois – if she has names – can get it to Alumni office; they will send it out. Susan Duda should have it updated as to who our alumni are. Abbe will get letter (email) to alumni to Lois that contains links for employers and alumni.

	2/15/

	
	alumni and employer
	
	
	see above
	

	
	graduating students 
	
	
	see above
	

	
	Write new annual report from this year’s data
	Maddy from data gathered by Roshan
	
	Write and publicize per CACREP standards when data has been gathered from surveys, livetext data, exit exam scores, and program statistics;
Lois to get link to us. 

Once report is completed; will be posted by Sherree on Website and Russ to post on our blog. 
	4/15/2013

	
	Updated Live text reports
	Robert/Abbe
	
	email to Lois and Roshan 1/25/13
Discussing how to best lay these out for document review.  
	2/15/2013

	
	Site Inventory
	Beth
	Working on this through February
	Developing clean list of approved sites and associated supervisors; format settled and ready to print for document.  
	2/28/2013

	
	Exit Exam Performance  this yr
	Abbe/Russ/Maddy
	
	After Spring scores are returned; updated score tracking for SACS and follow-up study; include in annual report
	4/15/2013

	
	Updated Credentials of site supervisors
	Beth
	
	Update.  Related is to update manuals and documents about new site designee policy.
	2/28/2013

	Site Visit Tasks
	
	
	
	
	

	
	Designate Room and space for site visit and documents
	Email to Robert 
	1/14/2013
	Use 203A for site visit and files.
Get printer/laptops available. And possibly for hotel.
	

	
	organize Student Files
	Beth/Maddy/Abbe -- Work with Sherree Houston to have files pulled and get longer term access
	1/14/2013
	Review file cover sheet and edit if needed (include graduation reviews and post-grad letters; internship documents and hours verifications; POS’s and updates; any faculty review letters or specialized plans; transfer documentations.
Once files are identified; set up review schedule among us; 
Gather listing of missing documents for each graduate or student and gather; files work area on next to 231 for faculty workroom. 
	3/15 for file review
4/15 for assembling all missing documents if possible.

	
	Virtual Exhibit Room
	Email to Robert – Russ and Robert to assemble
	1/14/2013
	Determine if preferred on line or on thumb drives
	

	
	Assemble meeting minutes from Gil.
	Maddy/Gil
	
	
	3/15/13 for prior meetings.

	
	Work on Syllabi
	Maddy/Abbe
	
	Develop master template for each course with goals, objectives, all info from COE master template, key assignments and assessment linkages.  Cross link with matrices to ensure compliance.
	

	
	Funding and arrangements for site visit
	Robert/Marci
	
	
	

	
	Site visit schedule
	Maddy/Abbe
	
	See Site visit protocol.
	



Site Visit Schedule
	CACREP Site Visit Schedule 
	Task
	Who – Maddy/Abbe with Faculty Input and support
	Date Initiated
	Status and date
	Date Due

	
		Faculty Student



	
	When know site visit dates
	[bookmark: _GoBack]Soliciting for mid-may through end and early June. 
	

	
	Provost/President
	
	
	
	

	
	Dean
	
	
	
	

	
	Chair
	
	
	
	

	
	Program Faculty/Adjunct
	
	
	
	

	
	Supervisor interviews
	
	
	
	

	
	Site visits
	
	
	
	

	
	Student/Graduate Interviews
	
	
	
	

	
	Advisory Bd
	
	
	
	

	
	Afternoon reception with students, faculty, staff, etc. 
	
	
	May reschedule classes that evening.
	

	
	Bags of FGCU materials at Embassy when they checking
	
	
	Dean’s Office
	



Technology Support
	Technology related
	set up and organize Electronic Exhibit room
	robert and russ
	15-Feb

	
	access to electronic exhibit room/thumb drives
	Robert  
	

	
	laptops
	Robert  
	

	
	Printer
	Robert  
	

	
	copy cards
	Robert  
	

	
	Technology assistant during the visit
	Robert  
	

	
	Printed copies of files; student manuals; syllabi (Jackie to identify extra dollars for copying files/printing.)
	
	



Follow-up on name change in all materials with note it starts as of Fall 2013
	Follow-up on name change
	Needs 
	Status
	Date Completed 

	
	Curriculum Committee Forms
	
	1/23/2013

	
	Minutes 
	
	1/23/2013

	
	Catalog Copy
	
	1/23/2013

	
	GAT Meeting Minutes
	
	

	
	Revised Program Materials
	Online Materials 
	

	
	
	handbooks
	

	
	
	POS
	

	
	
	Recruitment Materials
	

	
	
	Webpages
	

	
	
	Social media and blog
	



Recruitment/Diversity Plan – detail
	A. Examine historical data regarding application, admission, retention, attrition, and graduation rates of students from diverse backgrounds.
	
	Five years back to current year – Robert contact Jimmy Myers/TC Yih about their plans and help with history.  Bob Vines.  

	B. Develop and deliver a survey of withdrawn students to identify reasons for withdrawal by underrepresented populations.
	Signe 
	Developed survey last year; requests put in to implement.  No action as yet.
Mailing list of students of color who withdrew then send to them.  

	D. Create an action plan for the counseling programs that fits within the larger institutions mission and goals for recruitment.
	Coe admin
	What is COE plan?  

	E. Survey current students and alumni representing diverse groups in order to understand their experiences and the factors that support persistence in the program.
	Signe 
	See above – waiting for COE support to complete process and complete analysis.

	F. Using the information gathered in the above items, develop a long-term recruitment program, which will reach out to traditionally under- represented groups as well as all students and encourage students who can succeed to enroll in the program.
	Faculty
	

	G. Identify offices on campus that offer services to support the success of a diverse student body and create liaisons with those offices.
	??
	

	A number of strategies are in process and several have been implemented to achieve the represented objective. As examples,
	
	

	
	
	• faculty distribute information about low interest loans,

	
	
	• help school counseling students become more aware of available forgivable loans,

	
	
	• encourage students to apply for available tuition waivers and assistantships,

	
	
	• include information about campus resources in the program handbook,

	
	
	• conduct student reviews of all students every term,

	
	
	• every term faculty meet with students who are struggling and they receive mentoring and support,

	
	
	• faculty design courses and follow standards that allow multiple methods of assessment,

	
	
	• all students are assigned advisors; as a group, the faculty review and approve internship field experience applications,

	
	
	• individual internship supervision is designed to target and improve student performance,

	
	
	• distributed program information to broad community resources and locations,

	
	
	• written special editorials and expert interviews for local newspapers

	
	
	• participated in local radio and television interviews

	
	
	• provide public service announcements

	Develop program materials
	
	

	Distribute program materials
	
	

	Orientation and program recruitment meetings on campus and in community
	
	

	Email blasts – internal to graduating education, psych, human services; health profession grads
	
	

	Identify employing organizations of potential students (schools, social service and mental health agencies)
	
	



Notes from review of self-study for additional CACREP follow-up:
Page 19 Admissions – ensure admissions committee documents a priority list for admissions and basis with new protocol.        
Update handbook and field experience manual about site designees.  Also, admissions changes and ensure that field experience manual has info about not spending all internships at same site or in same program/population.
Page 24 – Update charts for faculty instruction and non-core and newer FTE calculations for Fall 2012 and Spring 2013
Page 30 – Document student reviews each letter; standard letters that go to all students and sample remediation plans.
Page 31 Update ratios and limits in practicum and internship sections – Fall 2012 and Spring 2013.
Explain why school counseling internships at limited at 12 for internship while undergraduate internships which require less instruction and hours are limited to 5-6 for NCATE.
Page 33 – Tuition assistance data updates.

X. The academic unit has clearly defined administrative and curricular leadership that is sufficient for its effective operation. A faculty member may hold more than one of the following positions:
1. A faculty member is clearly designated as the academic unit leader for counselor education who
a. is responsible for the coordination of the counseling program(s);
b. receives inquiries regarding the overall academic unit;
c. makes recommendations regarding the development of and expenditures from the budget;
d. provides or delegates year-round leadership to the operation of the program(s); and
e. has release time from faculty member responsibilities to administer the academic unit.
We fail this standard – no release time and no summer assignment guaranteed with consistency or reality in terms of hours and commitment expected consistent with other programs. Program Leader is not a program coordinator but does manage two programs (one with two tracks) with three sets of accreditation components and 48-60 credits of student work.  

PAGE 39 – VETTING PROCESS FOR ADJUNCT Faculty -- ?? checklist of requirements; list of faculty who can teach a variety of courses.  
GET IPEP and add to exhibits.
Approval letters from DOE for school counseling programs – Can get from DOE website.


Mli 2/4/2013
