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ARC-PA Continuing Site Visit (main campus site)
Insert program name and dates

Page 4

RECOMMENDED
Site Visit Schedule Template Continuing Visit
For Programs with Distant Campus
	This document is NOT PROTECTED, allowing the program to cut and paste the template format, adding its individual information as appropriate.


(To be completed by the program and given to site visit team members)
10.2011
NOTE:  Content below is to show detail that should be provided to the members of the site visit team for each event and is not necessarily the exact sequence or timing that programs should follow, but does represent a starting point for programs to use as they prepare to discuss the schedule with the site visit team chair.  
This template is best reviewed in conjunction with Site Visit Protocol, the Site Visit Session Rationale that provides a description and rationale for each session of the visit, and the Organizing Materials document.  Those documents are also available on the ARC-PA web site.

The Program Director must consult with the site visit team chair before final scheduling occurs. This is best handled when the team chair has a copy of the proposed schedule.

NOTE: Sessions held concurrently should be held via the same video/ teleconference mechanism (if applicable) used within the program for class sessions with all campuses.

pretend University

Division of Physician Assistant Studies

MAIN CAMPUS
ARC-PA Site Visit Schedule

Month/date/year
Evaluators:
Name 1 (Chair)


Name 2
Sunday or Wednesday, M/D/Y
Arrive name of airport and city
Visitor #1 Flight #:
Visitor #2 Flight #:

Car rentals: 
Hotel: 
Name of Hotel




Physician Assistant Program


Street address




Street address 

City, state, zip




City, state, zip


Phone: xxx.xxx.xxxx



Phone: xxx.xxx.xxxx

Fax: xxx.xxx.xxxx



Fax: xxx.xxx.xxxx
PD Cell Phone: xxx.xxx.xxxx







PD home phone: xxx.xxx.xxxx

Hotel Confirmation # xxxxxxxx 
Monday or Thursday, M/D/Y
7:30 AM
TRANSPORT TO PA PROGRAM OFFICES


Name of person providing transportation for visitors
8:45 AM
MEETING PROGRAM DIRECTOR
(should occur concurrently with distant site/s)



Room: xxxx


Name and title, Program Director

8:15 AM
REVIEW OF PROGRAM DOCUMENTS AND RECORDS


Room: xxxx
9:45 AM
CLARIFICATION OF PROGRAM OBJECTIVES, CONTENT & PROCESSES
(typically limited to individuals identified by the program to meet the Standards definition for principal faculty)
(should occur concurrently with distant site/s)



Room: xxxx



Name and title, Program Director



Name and title, Medical Director



Name and title, program faculty



Name and title, program faculty

Name and title, Program/Data Manager (such an individual typically is not included in this meeting but should be available to the team
11:15 AM
Break
11:30 AM
MEETING WITH KEY SENIOR INSTITUTIONAL OFFICIALS (may need to occur at different time/day depending on availability of officials)

(may occur concurrently with distant site/s, depending upon configuration of program and site visit chair’s discussion with program director)
Room: XXXX

Name, President/Provost

Name and title of any others included
12:15 PM
LUNCHEON: team EXECUTIVE session
 1:15 PM
INTERVIEWS WITH MEMBERS OF THE DIDACTIC FACULTY (provide names and titles of those involved)

(may occur concurrently with distant site/s, depending upon configuration of program and site visit chair’s discussion with program director)


Room: xxxx



Name and title, Course Name, i.e. Pathophysiology



Name and title, Course Name



Name and title, Course Name



Name and title, Assistant Professor/DCE (via phone)

2:30 PM
MEETING WITH STUDENTS – CLASS of 20XX (didactic)



Room XXXX



Name 


Name



Name


Name



Name


Name



Name


Name



Name


Name

3:30 PM
BREAK
3:45 PM
MEETING WITH STUDENTS – CLASS of 20YY (clinical)



Room: XXXX



Name


Name



Name


Name



Name


Name



Name


Name

4:45 PM 
TOUR OF FACILITIES, if part of visit (list facilities to be seen)

5:15 PM 
BRIEF MEETING WITH PROGRAM DIRECTOR
(may occur concurrently with distant site/s, depending upon configuration of program and site visit chair’s discussion with program director)
5:30 PM
ADJOURN

Tuesday or Friday, D/M/Y (this template does not include going to clinical sites)
7:30 AM
TRANSPORT TO PA PROGRAM


Name of person providing transportation for visitors
7:45 AM
Brief meeting with Program Director regarding schedule for day, needed materials
8:15 AM
MEET WITH CLINICAL COORDINATOR(S)



Name and title of any others included
(should occur concurrently with distant site)

8:45 AM
INTERVIEWS / CONFERENCE CALLS WITH CLINICAL PHASE FACULTY



Names


Practice type/rotations involved



City, state

10:15 AM
INTERVIEWS / CONFERENCE CALLS WITH EMPLOYERS/GRADUATES


Names


Practice type

City, state




10:45 AM
BRIEF MEETING WITH DIRECTOR, FACULTY & STAFF as requested by team)

(may occur concurrently with distant site/s, depending upon configuration of program and site visit chair’s discussion with program director)


Room: XXXX

11:00 AM
Break

11:15 AM
REVIEW OF RECORDS/DOCUMENTS continues


Room: XXXX

12:15 PM
LUNCH AND PREPARATION OF REPORT 

(program director should be available if needed by team)
 1:30 PM
Team meets with program faculty at main campus to close visit

1:45 PM
Team Departs
pretend University

Division of Physician Assistant Studies

Distant CAMPUS

ARC-PA Site Visit Schedule

Month/date/year

Evaluators:
Name 1 


Name 2 (if assigned)
Sunday or Wednesday, M/D/Y

Arrive name of airport and city

Visitor #1 Flight #:

Visitor #2 Flight #:

Car rentals: 

Hotel: 
Name of Hotel




Physician Assistant Program


Street address




Street address 


City, state, zip




City, state, zip



Phone: xxx.xxx.xxxx



Phone: xxx.xxx.xxxx


Fax: xxx.xxx.xxxx



PD Cell Phone: xxx.xxx.xxxx








PD home phone: xxx.xxx.xxxx

Hotel Confirmation # xxxxxxxx 

Monday or Thursday, M/D/Y

7:30 AM
TRANSPORT TO PA PROGRAM OFFICES



Name of person providing transportation for visitors
8:45 AM
MEETING PROGRAM DIRECTOR

(should occur concurrently with main site)



Room: xxxx



Name and title, Program Director

8:15 AM
REVIEW OF PROGRAM DOCUMENTS AND RECORDS (faculty member needs to be readily available to team member)


Room: xxxx

9:45 AM
CLARIFICATION OF PROGRAM OBJECTIVES, CONTENT & PROCESSES
(typically limited to individuals identified by the program to meet the Standards definition for principal faculty)
(should occur concurrently with main site)



Room: xxxx



Name and title, Program Director



Name and title, Medical Director



Name and title, program faculty



Name and title, program faculty

Name and title, Program/Data Manager (such an individual typically is not included in this meeting but should be available to the team
11:15 AM
Break

11:30 AM
REVIEW OF RECORDS/DOCUMENTS continues IF NEEDED


Room: XXXX
Alternately, this time slot may be used for concurrent meeting with key senior officials, depending upon configuration of program and site visit chair’s discussion with program director.

12:15 PM
LUNCHEON: team EXECUTIVE session
1:15 PM
INTERVIEWS WITH MEMBERS OF THE FACULTY (provide names and titles of those involved)

(may occur concurrently with distant site/s, depending upon configuration of program and site visit chair’s discussion with program director)


Room: xxxx



Name and title, Course Name, i.e. Pathophysiology



Name and title, Course Name



Name and title, Course Name



Name and title, Assistant Professor/ (via phone)

3:30 PM
BREAK

3:45 PM
MEETING WITH x# of STUDENTS – CLASS of 20XX (didactic)



Room XXXX



Name 


Name



Name


Name



Name


Name



Name


Name



Name


Name

4:45 PM
REVIEW OF RECORDS/DOCUMENTS continues IF NEEDED


Room: XXXX
4:45 PM 
TOUR OF FACILITIES, if part of visit (list facilities to be seen)

5:15 PM
BRIEF MEETING WITH PROGRAM DIRECTOR/FACULTY MEMBER ASSIGNED TO THIS SITE FOR VISIT)

(may occur concurrently with distant site/s, depending upon configuration of program and site visit chair’s discussion with program director)
5:30 PM
ADJOURN
Tuesday or Friday, D/M/Y (this template does not include going to clinical sites)

7:30 AM
TRANSPORT TO PA PROGRAM


Name of person providing transportation for visitors

7:45 AM
Brief meeting with Faculty member assigned to this site regarding schedule for day, needed materials
8:15 AM
MEET WITH CLINICAL COORDINATOR(S)



Name and title of any others included
(should occur concurrently with distant site)

8:45 AM
INTERVIEWS / CONFERENCE CALLS WITH CLINICAL PHASE FACULTY



Names


Practice type/rotations involved



City, state

10:15 AM
INTERVIEWS / CONFERENCE CALLS WITH EMPLOYERS/GRADUATES


Names


Practice type

City, state




10:45 AM
BRIEF MEETING WITH DIRECTOR, FACULTY & STAFF as requested by team)

(may occur concurrently with distant site/s, depending upon configuration of program and site visit chair’s discussion with program director)


Room: XXXX

11:00 AM
Break

11:15 AM
REVIEW OF RECORDS/DOCUMENTS continues


Room: XXXX

12:15 PM
LUNCH AND PREPARATION OF REPORT 

(program director should be available if needed by team)
 1:30 PM
Team meets with program faculty at this site to close visit

1:45 PM
Team Departs
� This recommended agenda may be altered by programs only if approved by the site visit team chair.
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