THE CACREP LIAISON

PRIOR to the visit, the CACREP LIAISON will:


1.
Upon receipt of the team set letter, send/ship a copy of the self-study with 


any addenda or corrections as well as any other materials such as college 

catalogues, student handbooks, or brochures to each of the team 



members;


2.
Correspond with the team chair to coordinate the on-site agenda and


interview schedule;


3.
Inform those being interviewed of the purpose for the interview;


4.
Arrange transportation to off-campus interviews;


5.
Arrange for the availability of a suitable personal computer 



for the team's use during the visit.  Check with the team chair on 



preference for a PC or MAC - in any case, a laptop would be ideal.



Occasionally a team member will bring their own computer;



6.
Forward information to the team members regarding local 




restaurants, taxi services, parking and transportation arrangements - 


sometimes the team will coordinate their arrival times and rent a car for 


transportation to the university; and

7.
Arrange hotel accommodations - accommodations may be on or off 


campus - but should always be close to the institution.  Sometimes


           institutions can get better room rates when they pay the bill directly



and allow CACREP to reimburse the institution later.  The CACREP 


liaison needs to inform the team chair about these arrangements.

DURING  the visit, the CACREP LIAISON needs to:


1.
Maintain communication with the on-site team;


2.
Make sure that housing arrangements are satisfactory and that site



transportation is arranged; and


3.
Check periodically with the team chair that the visit is running 



smoothly.

AFTER the visit, the CACREP LIAISON needs to:


1.
Send a written response to the on-site team report within the designated 


30 day time period; and

2.
Return completed team member feedback forms to the CACREP office within 30 days of the visit's
completion.

