CHAP Review and Approval Committee 

Site Review preparation and evaluation
	

	Training Center being reviewed 
	NAME:

	
	Year of review:

	RAC appoints review team
· A region may only be represented once on the team (send one official team member). 

· Center being reviewed will pay travel and per diem for three reviewers.

· Guests are responsible for their expenses.

	Team Leader
	

	Co-leader (intended to lead following year)
	

	Member
	

	Back-up member
	

	Back-up member
	

	Guest
	

	Guest
	

	Guest
	

	Scheduling

· Dates must be suitable for Center being reviewed and review team

· Must occur during session to allow for observation of; classes, skills, clinical experiences

· RAC Chair sends notice to Center and team detailing; dates of review, scheduling requirements, deadline for notebook, RAC standards, CHA Education Program Evaluation Checklist

	Site review dates
	DATES:

	Center being reviewed will compile a Digital RAC Site Review notebook.
· Notebook made available to review team 60 days prior to site visit
· Includes RAC Standards with explanations and supporting documents detailing how each standard is met.
· Includes all Session Schedules from the previous 12 months.
· Documents with protected personal information such as resumes will be managed at discretion of Center being reviewed to ensure limited/restricted access to files

	Digital Notebook made available
	Yes/No              Date:

	Session schedules Reviewed
	Yes/No

	Resumes reviewed
	Yes/No

	Review team

· Using RAC CHA Education Program Evaluation Checklist evaluate assigned sections of notebook for compliance

· Using Curriculum Hours by Session, evaluate one schedule for each session taught, for required hours; class/skills/clinic hours
· 30 days prior to visit team lead sends agenda for site visit to include meeting with  staff and students, Medical Director, and attendance at weekly staff meeting that evaluates students

	Notebook Section assignment/member
	

	Notebook Section assignment/member
	

	Notebook Section assignment/member
	

	Notebook Section assignment/member
	

	Notebook Section assignment/member
	

	Schedule Session I/member
	

	Schedule Session II/member
	

	Schedule Session III/member
	

	Schedule Session IV/member
	

	Notebook review completed
	DATE:

	If indicated, notice sent to Center at least 30 days prior to site visit detailing any deficiencies in notebook.  If significant, consideration to post pone site visit
	DATE:

	If indicated, Center responds with corrections/revisions at least 14 days prior to site visit
	DATE:

	30 days prior, site visit draft agenda distributed       
	DATE:

	14 days prior, site visit final agenda distributed     
	DATE:

	Site Visit Activities

	Team member assigned to manage a ‘master’ copy of CHA Program Evaluation Checklist
	

	Team members assigned Checklist items. 

 - tour:  student housing, Training Center and all clinical sites 

 - review lesson plan files 

 - observe lectures 

 - observe skills practice 

 - observe clinical training 

 - interview students (see examples attached) 

 - interview trainers (see examples attached) & office staff 

 - interview medical director 
	

	Notify Center as issues come up to allow for time to rectify/clarify.
	

	Daily meetings time(s) scheduled for team to discuss how site visit is going
	

	Site Visit Completion - Onsite

	Team provides verbal and draft written report to center prior to departing site visit, includes;

 - results of Program Evaluation Checklist with highlight of items as “Essential” or “Should Comply”.
 - Details for any indicated remediation and deadline

Center is given opportunity to provide input prior to final report.  
	

	Site Visit Completion – Post visit

	RAC Chair provided with the preliminary report.
	

	Results of interview results distributed to team members and Training Center coordinator/director.  
	DATE:

	RAC to review / make  recommendations on site visit report at next regularly scheduled meeting. 
	DATE:

	RAC presents to AACHAPD

 - Final report including recommendations

 - CHA Education Program Evaluation Checklist
	DATE:

	AACHAPD presents to CHAP Certification Board

 - Final report including AACHAPD and RAC recommendations

 - CHA Education Program Evaluation Checklist
	DATE: 

	CHAP Certification Board
 - Make determination to recommend [or not] certification to Alaska Area Native Health Service office

 - CHAP Certification Board Administrator distributes certificate to center. 
	

	Center ensures copy of site review notebook and supporting documents is sent to ANTHC Statewide services to be archived
	DATE:


Supporting documents:

1.   Sample of previous final RAC report
2.   CHAPCB Standards Pertaining to RAC  (“RAC Standards”)
3.   CHA Education Program Evaluation Checklist
4.   Instructions for RAC Education Program Evaluation Checklist
5.   Routing sheet (for Site Review report, CHA Education Program Evaluation Checklist, RAC recommendations) 
6.   Session Schedule Guidelines
7.   RAC Training Center Site Review Schedule (5 year cycle)   
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