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Chapter I--Introduction to Accreditation and the Accreditation
Council on Optometric Education

The Role of Accreditation

Accreditation is a system for recognizing that educational institutions and programs affiliated
with those institutions have attained a level of educational effectiveness, integrity, and quality
which entitles them to the confidence of the educational community and public they serve. In
most countries, the establishment and maintenance of educational standards are the
responsibilities of a central government bureau. However, the American system of voluntary
non-governmental evaluation, called accreditation, has evolved to promote both regional and
national approaches to the determination of educational quality.

Although accreditation is basically a private, voluntary process, accrediting decisions are relied
upon -- by governmental funding agencies, state licensing boards, scholarship commissions,
foundations, and potential students. Accreditation at the postsecondary level performs a number
of important functions, including the encouragement of efforts to increase educational
effectiveness. The accrediting process requires educational institutions and programs to conduct
a self-study to determine whether their mission and goals are being achieved; to consider the
expert recommendations and suggestions of an impartial site visit team, composed of members
with appropriate expertise which evaluates the entity based on its ability to meet predetermined
standards; and to plan and execute internal actions to address the recommendations of the
accrediting body. Those programs meeting the criteria are publicly designated. Since
accreditation status is reviewed on a periodic basis, accredited institutions and programs are
required to maintain continuous self-study and improvement mechanisms.

Two forms of accreditation are recognized in the U.S. -- institutional and specialized
accreditation. Institutional accreditation is granted by the regional and national accrediting
commissions of schools and colleges, which collectively serve most of the institutions chartered
or licensed in the United States and its possessions. Institutional accrediting bodies recognize
the entire institution rather than individual programs.

Specialized accreditation of professional and occupational programs is granted by councils or
commissions on accreditation set up by national professional organizations in such fields as
dentistry, optometry, nursing, physical therapy and other allied health fields. Each specialized
accreditation group defines eligibility criteria for accreditation and operating procedures. A
major rationale for specialized accreditation activities is to provide quality assurance concerning
educational preparation of members of the profession or occupation.

The primary purpose of accreditation in optometry is to assure the continuing quality of those
educational programs that are accredited. The primary method of accomplishing this purpose is
to determine the degree to which specific programs comply with pertinent Accreditation Council
on Optometric Education (ACOE) standards and to monitor continuing quality through annual
reporting, specified visits, or other steps that the Council may find necessary.

Many specific elements of the accrediting process are critical to its success. It is important that
the process be open, honest, respectful, and constructive. The team chair is responsible for



assuring that these elements are understood by the team and appreciated by those in the program
being accredited. The team chair should foster this atmosphere during the team orientation and
in the way in which the site visit is conducted by:

1.  Creating a sense of mutual trust between the team and those in the program being
evaluated.
This implies that trust and respect should permeate the site visit process. The team should
understand and appreciate that by virtue of requesting an accreditation visit, the program
has voluntarily opened itself to scrutiny. The self-study is an intense process that indicates
the program's desire to undergo self-evaluation.

The team must demonstrate that it is taking its role seriously by reading and understanding
fully the program'’s self-study and knowing of past ACOE actions concerning the program.
Moreover, the team should conduct itself in a way that demonstrates a desire to listen and
understand.

2. Making it clear that the team's function is to provide a valuable service to the
program.
The team must evaluate programs, make judgments, and reach conclusions in a manner
that is fair and without prejudice. Criticisms should be constructive. The team should
behave as a body of experts in accreditation that seeks to enhance the program on the basis
of its stated mission and goals and ACOE's standards.

3. Demonstrating a regard for the program's uniqueness and autonomy.
The standards are at once specific and wide ranging regarding the elements that constitute
a sound educational program. However, they should not be interpreted as a vehicle to
squelch innovation. The team should be made aware that the standards provide a
framework for excellence into which different means for educational planning and
implementation can be utilized, and the program should be viewed in this light.

Team members should also appreciate that the accreditation visit is not for the purpose of
prescribing a particular program structure or specific means for enhancement. The
program must be respected in terms of its autonomy, and given credit for its ability to
determine the means to respond effectively to the team's recommendations and
suggestions.

The Accreditation Council on Optometric Education

History and Composition of the Council

The Accreditation Council on Optometric Education, formerly known as the Council on
Optometric Education, was established in 1934 by the House of Delegates of the American
Optometric Association. Currently, the Council is composed of eleven members, nine of whom
are members of the American Optometric Association, and two public members. With respect to
members of the Council who are members of the American Optometric Association:



. Three are optometrists of outstanding professional experience, who are not affiliated with
any school or college of optometry and who are not members of any state board of
optometric examiners;

. Two are members of the Association of Regulatory Boards in Optometry at the time of
their initial appointments;

. Three are optometrists associated with optometric educational institutions accredited by
the Accreditation Council on Optometric Education, with one of the three having expertise
in optometric residency education;

o One is an optometric technician and/or a person involved in optometric technician
education.

The two public members of the Council are individuals who are not educators in or members of
the profession of optometry.

Mission of the Accreditation Council on Optometric Education

The Accreditation Council on Optometric Education serves the public by
establishing, maintaining and applying standards to ensure the academic quality
and continuous improvement of optometric education that reflect the evolving
practice of optometry. The scope of the Accreditation Council on Optometric
Education encompasses professional optometric degree, optometric residency, and
optometric technician programs.

Goals and Obijectives

Goal 1
To serve the public and the community of interest by ensuring the continued
effectiveness of the Council.

Objectives

=

Maintain an independent and objective accreditation process.

2. Inform the public and the communities of interest regarding the accreditation

status of programs.

Develop and implement policies with integrity and high ethical standards.

4. Continue to seek the most cost effective way to provide the services of the
Council.

5. Develop and disseminate information that demonstrates the effectiveness of the
Council's operations.

6. Maintain liaison between the Council and its constituents.

7. Keep the community of interest informed of current trends and developments in
specialized accreditation.

8. Serve as a resource on accreditation.

w

Goal 2
To develop, maintain, apply and periodically review the Council's accreditation
processes and the standards for accreditation of optometric education and training



programs in the United States and Canada.

Objectives

1. Review optometric education and training programs and make accreditation
decisions in accordance with Council's standards and procedures and the
program's mission, goals and objectives.

2. Establish and disseminate standards, policies and procedures in accreditation

manuals for the programs accredited by the Council.

Comprehensively review the standards for accreditation at least every five years.

4. Solicit suggestions from accrediting teams relative to standards, procedures and
process.

5. Solicit suggestions from the community of interest relative to standards,
procedures and process.

6. ldentify competent individuals to participate in accreditation site visits and
provide appropriate training.

7. Evaluate the performance of site visitors and team chairs and use the results of the
evaluations to identify areas needing emphasis in the training process.

8. Monitor programs in the interim between evaluation visits through the use of
annual reports, progress reports and interim visits.

w

Goal 3

To foster continuous improvement of optometric education by assisting the Council
and its constituents in remaining current regarding the evolving nature of
optometric practice, health care policy and delivery, health professions education,
and higher education.

Objectives

1. Collect, review and disseminate to Council members and the Council’s
constituents information relating to optometric practice, health care policy and
delivery, health professions education, and higher education that impact on
optometric accreditation.

2. Continue dialog with representatives of optometric organizations, health care
delivery systems, health professions, and higher education.

3. Ensure that the orientation and training process for Council members, staff and
consultants includes relevant information on optometric practice, health care
policy and delivery, health profession education, and higher education.

Goal 4
To foster continuous improvement of optometric education by encouraging
innovation and creativity in optometric education programs.

Objectives

1. Communicate to the community of interest that the Council encourages
innovation and creativity in optometric education programs.
2. Ensure that the policies and the procedures of the Council do not inhibit



innovation.
3. Ensure that the Council and consultants perceive innovation as a necessary and
positive approach to foster continuous improvement in optometric education.

Goal 5
To assure the continued effectiveness of the accreditation process by the
development and application of continuous quality assurance, self-assessment, and
external review of the Council.

Objectives

1. Maintain recognition by the U.S. Department of Education.

2. Seek external review by organizations that recognize accrediting bodies and

follow accepted codes of good practice.

Engage in planning and conduct periodic self-assessments.

Evaluate and test the validity and reliability of the Council's processes.

Maintain a committee structure that involves Council members and other experts

in planning, quality improvement, and self-assessment.

6. Seek regular input from the community of interest relative to planning, quality
improvement, and self-assessment.

s w

Recognition of the Accreditation Council on Optometric Education

The Accreditation Council on Optometric Education is recognized by the United States
Department of Education (USDE) as the accrediting body for professional optometric degree,
optometric residency, and associate degree optometric technician programs.

In connection with its statutory duty to determine institutional eligibility for federal aid funds,
the United States Department of Education conducts a program of evaluation, review and
recognition of accrediting bodies to ensure that their actions are valid and reliable indicators of
the quality of the educational programs offered by the accredited institutions. Educational
institutions that are accredited by USDE recognized accrediting agencies are eligible for federal
funds, provided certain other requirements are met.

The activities and policies of the Accreditation Council on Optometric Education are regularly
reviewed by the USDE to ascertain whether the ACOE conducts a valid and reliable
accreditation process. This external review helps to ensure that the Accreditation Council on
Optometric Education is conducting its accreditation activities in a reliable manner that is
responsive to public concerns.

Policy concerning provision of information to the Secretary of the U.S.
Department of Education

The Accreditation Council on Optometric Education will submit the following information to the
Secretary of the U.S. Department of Education, either as a matter of course or on request:

1. Notice of final accrediting action taken by ACOE with the respect to the programs it
accredits.
2. A copy of the ACOE annual report.
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A copy, updated annually, of the directory of accredited programs.

4. A summary of the ACOE’s major accrediting activities during the previous year (an annual
data summary), if so requested by the Secretary to carry out the Secretary’s responsibilities
in specific federal legislation and regulation.

5. The name of any program it accredits that ACOE has reason to believe is failing to meet its
Title IV Higher Education Act (HEA) program responsibility or is engaged in fraud or
abuse, including the reason for the concern.

6. Any proposed change in the ACOE’s policies, procedures or accreditation standards that
might alter the ACOE’s scope of recognition by the Secretary of Education or compliance
with applicable federal legislation and regulations.

7. If the Secretary requests, the ACOE will provide information that may bear upon an

accredited or preaccredited institution’s compliance with its Title IV, HEA program

responsibilities, including the eligibility of the institution or program to participate in Title

IV, HEA programs. The Secretary may ask for this information to assist the Department in

resolving problems with the institution’s participation in the Title IV, HEA programs.

Statement of Policies and Non-Discrimination

The Accreditation Council on Optometric Education does not practice, condone or perpetuate
discrimination on the basis of age, sex, religion, race, creed, national origin, or disability.
Further, the Council urges each institution to pursue an active affirmative action policy regarding
the recruitment of underrepresented and disadvantaged students, faculty, staff and
administrators.

Statement of Policy on Conflict of Interest and Guidelines

The Accreditation Council on Optometric Education believes that in order to carry out its
responsibilities of accreditation, maintain credibility in the accreditation process and confidence
in its decisions, each member of the Council must be free to make decisions regarding
accreditation without any undue pressure or perceived alliance to any organization or institution
that the Council recognizes or to any political entity within the optometric profession.

Evaluation policies and procedures of the Accreditation Council on Optometric Education shall
provide a system to ensure fairness and impartiality in all aspects of the evaluation process.
Procedures for selection of representatives of the Council who participate in site visits to
programs should reinforce this impartiality. Representatives of the Council should avoid even
the appearance of impropriety. Representatives of the Council include Council members,
consultants, administrative staff, and other agency representatives.

No member of the Accreditation Council on Optometric Education should participate in any way
in accrediting decisions in which the member has a pecuniary or personal interest or with respect
to which, because of institutional or program association, the member has divided loyalties or
conflicts on the outcome of the decision.

If there is reason to believe that a person representing the Council might not objectively evaluate
the program, the Council Administrative Director should be notified. If there is uncertainty as to
a possible conflict of interest, the Administrative Director should be consulted immediately. The
Chair of the Council is empowered to make the final determination to resolve any questions



regarding real or perceived conflicts. The following are examples indicating the probability of,
or possible perception, a conflict of interest, but are not all-inclusive:

I) the representative is known to be a graduate, a consultant, candidate for or a current or former
faculty member or administrator of the institution;

2) the representative has a family member employed by or affiliated with the institution;

3) the representative has served as a consultant or in some other official capacity at the
institution.
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Chapter Il -- Standards of Accreditation

The Accreditation Council on Optometric Education has adopted the following standards of
accreditation by which all optometric technician programs seeking accreditation are measured.
The programs will be evaluated during Accreditation Council on Optometric Education site
visits to determine their compliance with these standards. The standards define expectations of
the Accreditation Council on Optometric Education with regard to an accredited optometric
technician program and provide a framework for a program's self-study process.

Format of the Standards

The accreditation standards are divided into five major areas. Following each standard is a list
of items which must be submitted to the Accreditation Council on Optometric Education with
the program's self-study or as an appendix to the self-study before an evaluation visit is
conducted. Additional resource materials which should be available for the evaluation team'’s
review at the time of the site visit are listed following the list of required documentation.

Standard 1 — Mission, Goals, Objectives

1.1  The program must maintain and publish a mission statement that describes the overall
purpose and intent of the program.

1.1.1 The program must be centered on education and training that results in the
technician’s ability to extend and enhance the care of the optometrist.

Required documentation to be part of or appended to the self-study:
e A copy of the mission statement
e Document(s), hard or electronic, in which the mission statement is published

1.2 The program must maintain and publish a set of goals that support the mission statement.

Required documentation to be part of or appended to the self-study:
e A copy of the goals
e Document(s), hard or electronic, in which the goals are published

1.3 The program must have measurable objectives which indicate the steps to be taken to
achieve the mission and goals of the program.

Required documentation to be part of or appended to the self-study:
e List of objectives derived from the mission statement and goals.

1.4 The institution must show evidence of analyzing outcome measures in assessing its
program in relation to its mission, goals and objectives. Such measures should include
but not be limited to course completion rates, certification examination results and job
placement.

11



Required documentation to be part of or appended to the self-study:
e Course/program completion rates

Certification examination results for last five years

Graduate and alumni placement information

Results of alumni/employer surveys

Other outcomes assessments, as applicable

1.4.1 Within the seven year period before each site visit, 60% of those who have
completed the program must have been placed in a job within one year of program
completion, or the ACOE will take appropriate action to review the program as
determined by the ACOE.

Required documentation to be part of or appended to the self-study:
e Tabulation of post-graduate job placement rates in related fields.

1.5  As part of its ongoing process of planning and self-study, the program must review on a
regular basis its mission, goals and objectives and revise them as necessary.

Required documentation to be part of or appended to the self-study:
e Evidence of a review process

Standard 2 — Curriculum
2.1 The program must be a minimum of one academic year in length or its equivalent.

Required documentation to be part of or appended to the self-study:
e Copy of curriculum sequence

2.2 The curriculum must consist of learning activities designed to meet the mission, goals and
objectives of the program.

Required documentation to be part of or appended to the self-study:
e Copy of curriculum

Course descriptions

Course outlines/syllabi

Description of process for students to evaluate courses.

Instruments used by students to evaluate courses.

Required documentation to be available on site:
e Completed student evaluations of courses

2.3 The basic curriculum must include instruction in:
> Ocular anatomy and physiology
> Ophthalmic optics and dispensing
> Preliminary and clinical testing procedures
> Contact lens procedures

12



> Office management procedures

Required documentation to be part of or appended to the self-study:
e Copy of curriculum (see 2.2)
e Course descriptions (see 2.2)

2.4 The curriculum of the program must prepare students for employment as optometric
technicians. At a minimum the graduate must be able to:

2.4.1 Skillfully and accurately collect data to be used by the optometrist for
diagnostic purposes in conformance with the didactic curriculum of the
program.

2.4.2 Apply ethical principles as they pertain to optometric practice, including:

>
>
>

Maintain confidentiality
Maintain applicable ethical and legal standards
Perform competently within the scope of training and education

2.4.3 Assist the optometrist in the care of the patient, including:

>
>
>
>

>

Administer and record specified topical and oral medications at the

direction of the optometrist

Identify ocular emergencies and take appropriate action

Prepare the examination and treatment area

Apply correct medical terminology to common ocular and systemic

conditions/diseases.

Implement emergency procedures and administer first aid, including
cardiopulmonary resuscitation

2.4.4 Assist patients in the optical dispensary, including:

YVVVYYVY

Selection of frame and lenses
Obtain all needed measurements
Prepare and submit eyeglass orders
Neutralize and verify lenses
Dispense eyewear to the patient
Maintain the dispensary

2.4.5 Assist the optometrist in the fitting and evaluation of contact lenses,
including:

>
>
>
>

Order and verify contact lenses

Maintain contact lens inventory

Assist in the contact lens fitting examination

Instruct patients in the insertion, removal and care of contact lenses.

2.4.6 Perform business office procedures, including:

>
>

Manage telephones
Manage appointments
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Maintain patient records

Perform financial transactions

Complete third-party reimbursement forms
Maintain office and clinic inventory
Manage recall system

Operate business equipment

YVVVYYVYY

Required documentation to be part of or appended to the self-study:
e Program outcomes statements; specific course objectives; and/or clinical
evaluations

2.5 Evaluation instruments and procedures must be used to assess the degree to which each
student has mastered the course objectives.

2.5.1 Criteria and procedures for measuring student progress must be predetermined
and communicated to students at the beginning of each course.

2.5.2 Faculty evaluation of student performance must be conducted throughout the
program. Provisions must be made for remedial measures, probation,
dismissal, or other appropriate action for students who do not meet academic
and/or clinical evaluation criteria.

2.5.3 A mechanism must be in place to provide the student with feedback on
performance.

Required documentation to be part of or appended to the self-study:
Course outlines/syllabi (see 2.2)

Documents used to evaluate students’ performance

Descriptions of remedial measures, probation and dismissal policies
Description of student appeal procedure

Required documentation to be available on site:
e Samples of student evaluation instruments such as quizzes, exams, laboratory
work, term papers, and special projects
e Selected samples of student work
e Lab manuals and other reference materials used

2.6 There must be an ongoing curriculum review process.

Required documentation to be part of or appended to the self-study:
e Description of curriculum review mechanism

Required documentation to be available on site:
e Minutes of faculty curriculum review meetings
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2.7 Clinical experience, designed to provide the student with competence in optometric
technician skills, must be an integral part of the program.

2.7.1 Clinical experiences must be planned, supervised and evaluated by program
faculty in cooperation with supervising clinical personnel.

2.7.2 Monitoring/supervision of the clinical experience must be demonstrated and
reflect the program’s mission, goals and objectives.

Required documentation to be part of or appended to the self-study:
e Description of clinical experience
e List of clinical affiliates
e Description of the monitoring/supervision of the clinical experience

Required documentation to be available on site:
e Copy of affiliation agreement if applicable
e Student evaluation of clinical experience including affiliates

Standard 3 - Administration

3.1 The program must be a part of an institution that is accredited by a United States Department
of Education recognized regional or national institutional accrediting body.

Required documentation to be part of or appended to the self-study:
e Evidence of institutional accreditation

3.2 The program must be an identifiable entity within the parent institution.
Required documentation to be part of or appended to the self-study:
. Organizational chart(s)

o List of program committees

Required documentation to be available on site:
e Minutes of program committee meetings

3.3 There must be an appropriately qualified individual designated to administer the program.

3.3.1 The program director must be a certified para-professional within the
ophthalmic field, be an optometrist, or have other appropriate qualifications.

3.3.2 The program director must have the authority, responsibility, and adequate
time to administer the program and to ensure the fulfillment of its mission,

goals and objectives.

Required documentation to be part of or appended to the self-study:
e Program director curriculum vitae
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e Program director position description
e Program director’s typical weekly schedule of teaching and administrative
duties

3.4 There must be a system to evaluate the administration and faculty.

Required documentation to be part of or appended to the self-study:
o Narrative of evaluation system

Required documentation to be available on site:
e Documentation of the evaluation system

3.5 The program must have financial management procedures, audits and/or controls to
guarantee effective monitoring and use of its funds.

Required documentation to be part of or appended to the self-study:
. Narrative describing the budgetary process
) Applicable financial documents

Required documentation to be available on site:
e Documents regarding the budgetary process

3.6 The program must comply with applicable state and federal non-discrimination regulations.

Required documentation to be part of or appended to the self-study:
. Published non-discriminatory policies

3.7 The program must have a strategic plan which is developed and shared with appropriate
constituencies and which is periodically updated.

Required documentation to be part of or appended to the self-study:
e Strategic plan
Standard 4 - Resources and Facilities

4.1 The program must have a physical facility conducive to learning and equipment enabling it
to meet its educational goals.

Required documentation to be part of or appended to the self-study:
e Description of physical plant including clinical/laboratory facilities and
equipment

Required documentation to be available on site:

e Planning studies and blueprints related to any proposed physical plant
expansion, contraction or renovation which might affect program operations
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4.2 The institution must provide students and faculty reasonable access to information resources
related to the profession of optometry and paraoptometric education.

Required documentation to be part of or appended to the self-study:
e Narrative describing institutional informational resources and library service

4.3 The program must have adequate financial support to achieve its mission, goals, and
objectives.

Required documentation to be part of or appended to the self-study:
e Budget information including but not limited to line item budget of income
and expenditures for the past and present fiscal year
e Available budget projections for the next fiscal year

4.4 The program must have adequate support staff, services, and resources to meet the needs of
the administration, faculty, and students.

Required documentation to be part of or appended to the self-study:
e Narrative describing support services and resources
e Organizational chart of program personnel

4.5 There must be an advisory committee to maintain a liaison between the program and the
optometric community.

Required documentation to be part of or appended to the self-study:
e Advisory committee list
e Advisory committee minutes for the last year

Required documentation to be available on site:
e Advisory committee minutes for the past five years

4.6 Faculty of the program must have the qualifications to educate and train the students in
accordance with the mission, goals and objectives of the program.

4.6.1 Faculty of the program must have a minimum of an associate degree and
certification or licensure in a related field.

Required documentation to be part of or appended to the self-study:
e Curriculum vitae of program faculty
e Position description for program faculty

4.7 The number of faculty must be sufficient to meet the mission, goals and objectives of the
program.

Required documentation to be part of or appended to the self-study:
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e Program teaching assignments for all faculty
e Description of faculty/student ratio in laboratory and clinic

4.7.1 There must be published policies and procedures for faculty recruitment, retention,
promotion, academic assignments and responsibilities, reporting relationships,
grievances, and benefits.

Required documentation to be part of or appended to the self-study:
e Narrative describing policies and procedures mentioned in standard 4.7.1

Required documentation to be available on site:
e Document(s) where policies and procedures mentioned in standard 4.7.1 are
made available to the faculty.

4.8 There must be a faculty evaluation process that establishes goals and assesses performance of
each faculty member.

Required documentation to be part of or appended to the self-study:
e Narrative describing faculty evaluation process
e Copy of the evaluation instrument(s)

Required documentation to be available on site:
e Faculty/staff handbooks or union contracts that documents the evaluation
process

4.9 Opportunities must be provided for program faculty to continue their professional
development.

Required documentation to be part of or appended to the self-study:

e List of faculty/staff development activities

Standard 5 — Students

5.1 There must be a recruitment process that attracts and maintains a qualified student body.

Required documentation to be part of or appended to the self-study:
e Admissions statistics for the past five years including number of applicants
and profiles of entering class.
e Current entering class statistics
e Retention statistics for the past five years

Suggested documentation to be part of or appended to the self-study:
e Narrative discussing recruitment plan.

Required documentation to be available on site:
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e Recruitment materials.

5.2 Specific written criteria, policies and procedures must be adhered to during the admissions
process to select students who have potential for success in the program.

521 The program must require that the accepted applicants have completed at
least high school or the equivalent

Required documentation to be part of or appended to the self-study:
e Admissions policies, criteria and procedures

5.3 The program must provide student support services including academic, job placement, and
financial aid counseling.

Required documentation to be part of or appended to the self-study:
¢ Narrative or documents describing academic counseling and other student
support services.

5.4 The program must maintain an orderly, accurate, confidential, secure and permanent system
of student records.

Required documentation to be part of or appended to the self-study:
e Narrative or description of student records maintenance programs

5.5 The program must publish and make available to students the policies and procedures on
academic standards, grading, attendance, academic calendar, appeals, academic standing,
dismissal and reinstatement, disciplinary conduct, due process, tuition, fees, refunds, honors,
scholarship and awards, and other related matters.

Required documentation to be part of or appended to the self-study:
e Copies of student policies mentioned in standard 5.5

Required documentation to be available on site:
e Document(s) where policies mentioned in standard 5.5 are published

5.6 The program must publish and provide policies and procedures regarding student complaints
and maintain records of receiving, adjudicating and resolving such complaints.

Required documentation to be part of or appended to the self-study:
e Copies of policies regarding student complaints

Required documentation to be available on site:
e Record of student complaints, if any

5.7 The program’s publications, advertising and student recruitment materials and activities must
present an accurate representation of the program.
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Revision of Optometric Technician Program Standards

The Accreditation Council on Optometric Education is committed to conducting a valid and
reliable accrediting process. Review and revision of the optometric technician program
standards are regular parts of the Council's activities. Programs or individuals that wish to
suggest changes of the standards are invited to submit their suggestions in writing. The
procedure for revision of standards is as follows:

1. The Council will review the standards at least every five years.

2. As part of the standard review process, the Council will circulate contemplated changes to
accredited programs, schools and colleges sponsoring each program, schools and colleges
of optometry, state boards of optometry, the U.S. Department of Education, and other
interested parties. The comment period will be a minimum of 30 days.

3. Following review of comments on the standards, the Council may elect to recirculate a
revised draft for additional comments.

4.  When the comment solicitation and review process are complete, the Council will take
action to adopt the standards.

The Council may review, revise, delete or add individual standards at any time it deems
appropriate in accordance with the following process. If, through its system of review, the
Council determines that it needs to change any individual standard, or the standards as a whole,
the ACOE shall initiate the revision process within 12 months of determining that a change is
necessary. The ACOE will complete the revision process in a reasonable period of time. Before
finalizing any changes to the standards, the ACOE will provide notice to its constituency and
other interested parties and provide a response time of a minimum of 30 days to comment on the
proposed changes. The ACOE will consider comments from interested parties in the revision
process.
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Chapter 111 -- Self-Study Process

The self-study is a key component in the ACOE accreditation process as it is in most accrediting
processes for institutions of higher learning in the United States.

The primary purpose of the self-study is to involve the entire community of the optometric
technician program in "looking at itself" for the purpose of self-improvement and long-term
planning. It involves members of the community in a critical review of the program'’s mission,
goals and objectives; in considering the impact of societal and economic changes affecting the
program; and in identifying the program's strengths and weaknesses in the achievement of
intended outcomes.

Moreover, the self-study report orients the evaluation team to the program. The self-study
describes the entity that is being evaluated as to its resources, the constituencies whom it serves
and who serve it, its mission, goals, objectives and the degree to which they are being met, its
physical plant, and other factors. Essentially, a well done self-study enables the evaluation team
member to obtain more than a superficial sense of the essence of the program. The self-study
should enable the team member to come to the site visit with substantial knowledge of the
backgrounds of the involved faculty, administrators and students, the financial integrity of the
program being evaluated, and the intricacies of governance.

Guidelines for the Self-Study Process
The following recommendations will help foster the constructive attitudes and participation
essential for a productive self-study.

1.  The program director and faculty should work together to plan and guide the self-study to
completion. It is essential to get an early start. (The self-study will be due to the ACOE
office two months before the site visit.)

2. Program administrators, institution administrators, faculty members, students and advisory
committee members should be involved in conducting a self-study.

3. The quality of the self-study process will be improved by focusing on the relationships of
various activities to the program'’s stated goals and objectives.

4.  The self-study must include a critical appraisal of the program's weaknesses and problems,
as well as its strengths.

5. The self-study should include a clear enunciation of plans for remedying the program's
deficiencies and weaknesses.

Focus on Outcomes

As noted above, the essential purpose of the self-study is to assess the results -- the outcomes --
of the program's efforts in pursuit of its mission and goals. Whereas mission and goals
statements indicate the desired outcomes, statements of objectives should serve as specific
means to accomplish these outcomes as well as criteria by which to determine the degree to
which the mission and goals are being accomplished. The following definitions may be useful:

1.  Mission -- The mission statement should express the overall purposes, intent and
uniqueness of the program. It is a statement of the fundamental reasons for a program's
existence.
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2. Goals -- Goals specify the end results necessary to achieve the mission; they should
elaborate each of the major components of the mission. They provide clarification and
specificity for components of the mission statement.

For example, if one element of the mission is to "prepare individuals to assist optometrists
in providing eye care,” one goal derived from this could be "to provide the student with an
understanding of the eye, vision testing, ophthalmic optics, dispensing, and contact
lenses."

3. Objectives -- As the goals were derived from components of the mission, specific
objectives should flow from the goals. Objectives are the specifications on how the
particular goal is to be reached. They are statements which define outcomes attributable to
the mission and goals of a program. To continue with the example, some objectives could
be:

a.  The student will complete at least 300 clinic hours.

b.  The faculty will continually inform themselves about changes in the optometric
profession.

c.  The faculty periodically will review the curriculum to determine that both the
clinical and didactic content are appropriate.

d. At least every four years the program will conduct surveys of graduates to ascertain
their opinions on how well they were prepared after graduation. Faculty and
administration will use the results of the surveys in their evaluation and planning.

These objectives at once inform the student of his/her responsibilities in terms of the stated goal,
and provide a method for the program director to determine whether these responsibilities have
been met.

The Self-Study Process and Document Structure

Programs should initiate the self-study process at least 12 months before the scheduled site visit.
Prior to this, the program should adopt a timetable for the self-study that starts with the
appointment of the self-study committee, includes each step in the process, and ends with the
date the self-study is to be sent to the Accreditation Council on Optometric Education (at least
two months prior to the site visit).

The Accreditation Council on Optometric Education standards of accreditation for optometric
technician programs state the conditions, resources, and other factors that the Council requires in
the technician program. As such, the self-study should address the standards point by point.

While the Council does not prescribe the format of the self-study, experience has shown that a
report presented on a standard-by-standard basis can demonstrate compliance with standards as
well as give the program a framework in which to state areas of concern and areas of strength.
Further, this format provides a concise basis for discussion between the program representatives
and the site visit team. The program should submit the required documentation listed after each
of the standards in Chapter 2 within or as appendices to its self-study.
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There are published materials on the subject of self-study. For a current bibliography, contact
the administrative director of the Accreditation Council on Optometric Education.

Chapter IV -- Application and Evaluation Procedures

Initial Application

Inquiries about the eventual accreditation of a proposed optometric technician program should be
directed to the Administrative Director, Accreditation Council on Optometric Education,
American Optometric Association, 243 North Lindbergh Blvd., St. Louis, MO 63141. In
response to an inquiry, the Accreditation Manual: Optometric Technician Programs will be sent
to the inquiring institution. In addition, the Accreditation Council on Optometric Education is
available to interested institutions for consultation and advice regarding the accreditation
procedures and standards of the Accreditation Council on Optometric Education.

In order for an optometric technician program to be eligible for accreditation by the
Accreditation Council on Optometric Education, an institution must:

1.  Beaccredited by a USDE recognized regional or national institutional accrediting body.

2.  Be legally authorized to confer either the associate degree or a diploma/certificate of
completion in recognition of the successful completion of the optometric technician
program. (The optometric technician program must be a minimum of one academic year).

3. Have employed a director or other chief administrative officer;

4.  Have completed and submitted a self-study report according to the requirements outlined
in Chapter I11; and

5. Submit a formal letter of application from the chief executive officer of the institution.

The program must submit the self-study and formal letter of application with the accreditation
application fee. The current accreditation fees are listed on the ACOE web site or may be
obtained by contacting the ACOE administrative director.

The self-study report will be reviewed by the Accreditation Council on Optometric Education to
determine whether basic planning and development have progressed to a degree that would
warrant an on-site visit as required prior to the consideration of an accreditation status. If the
self-study report indicates deficiencies or weaknesses in the program to make it clearly
unaccreditable, the Council may postpone an on-site visit until the problems have been
corrected. After a site visit team conducts a formal on-site visitation, the team'’s evaluation
report is submitted to the Council for its review. If the program is found to meet the Council's
standards, the Council will grant an appropriate accreditation status.

Renewal of Accreditation

Programs which hold an accreditation status will be re-evaluated on a regular basis. Normally,
the month and year of the next evaluation is scheduled by the Council at the time it grants
accreditation. However, programs are responsible to continuously maintain and improve the
components of their program, especially those that have been identified by the Council as areas
of concern. The Accreditation Council on Optometric Education may elect to request a new self-
study and re-evaluate a program at any time with due notice to assess the effects of substantive
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changes in the program or to monitor developing situations. Programs will routinely be revisited
at intervals no longer than seven years.

Evaluation visits will not be conducted during vacations and breaks since student and faculty
input are valuable components of the accreditation process.

The Accreditation Council on Optometric Education will not normally grant delays in the
submission of the self-study and discourages an accredited program from requesting delays in its
regularly scheduled accreditation visit. In extenuating circumstances, the program must submit a
written request in a reasonable amount of time prior to the scheduled visit. This request must
include documentation of the following:

1.  The reason for the requested delay;

2. Areport of the program’s progress to date on the recommendations of the last evaluation
report of the Council,

3. Other supporting documentation.

Evaluation Visit Procedures

Third Party Comments

The Accreditation Council on Optometric Education periodically evaluates accredited programs
for compliance with ACOE standards. This process includes the consideration of third-party
comments. The Council will publish the dates of upcoming site visits in its semi-annual
newsletter, in its annual report and in special mailings as deemed appropriate by the Council
including, but not limited to, a release for publication in the Chronicle of Higher Education.
Third party comments must address substantive matters relating to the quality of the
program and the ACOE standards and should be addressed to the administrative director of the
Council at ACOE, 243 N. Lindbergh Blvd., St. Louis, MO 63141. Comments must be received
30 days prior to the program’s scheduled site visit date. (In cases where the exact date is not yet
determined when the listing is published, the month and year of the visit will be listed, and the
comments must be received by not later than the first day of the month preceding the site visit.
All third party comments must be signed.)

Comments will be forwarded to the evaluation team and to the appropriate program director for
response during the evaluation visit process.

Composition and Selection of the Evaluation Team

An on-site evaluation team which visits an optometric technician program normally comprises 2
or 3 members. Evaluation teams are appointed by the chair of the Accreditation Council on
Optometric Education. The administrative director of the Council will consult with the director
of the optometric technician program to obtain advice concerning perceived needs. When the
members of the evaluation team are selected, the names and a brief background about the
proposed members of the evaluation team will be provided to the program director to determine
whether there are any conflicts of interest perceived with any of the proposed members. If the
program finds a real or potential conflict of interest with respect to a proposed team member, or
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any other problem which might interfere with the objectivity of any proposed team member, the
Council chair will take action when deemed appropriate.

The Accreditation Council on Optometric Education, while ultimately responsible for
accreditation decisions, wishes to benefit from the expertise of as many groups and individuals
as possible in the evaluation of optometric technician programs. The chair of the Accreditation
Council on Optometric Education selects persons from a group of identified consultants who
represent certain areas of expertise to serve on evaluation teams. An evaluation team assigned to
visit an optometric technician program is composed of at least one member of the Council and
one consultant with special expertise in areas such as finance, administration, clinical science
instruction, basic sciences, and curriculum. Each evaluation team shall include at least one
educator and one practitioner. Subject to the above guidelines, the chair of the Council may
choose from among the following groups:

1. Council members -- The Accreditation Council on Optometric Education includes
nominees from the American Optometric Association, the Association of Regulatory
Boards of Optometry, the accredited schools and colleges of optometry, the optometric
technician field, and the public. Evaluation teams will be composed of at least one
Council member, so that at least one of the groups represented on the Council also will be
represented on evaluation teams.

2.  Consultants -- All Accreditation Council on Optometric Education evaluation teams will
include at least one consultant. The individual(s) chosen to serve in this capacity will be
expert in areas in which the Council anticipates the institution evaluated may need special
assistance. The consultant will participate fully in all team activities.

3.  Staff -- A staff member of the Accreditation Council on Optometric Education may
accompany the team to assist in coordinating administrative activities during the
evaluation visit. The Council staff person is responsible for making the necessary local
arrangements with the program being evaluated, providing guidance on interpretation of
the standards and procedures of the Council, and coordinating the preparation of the
evaluation report with the team chair.

It is the policy of the Council to encourage interagency cooperation by conducting joint
evaluation visits with regional and other specialized accrediting groups.

At the request of the program being evaluated and when it is deemed advisable by the Council,
the Council is willing to conduct a joint evaluation or coordinate the date of the on-site visit with
the visitation of the regional accrediting agency, or another accrediting agency.

Staff representatives of the U.S. Department of Education may also attend an on-site evaluation
visit to observe Council evaluation teams. The U.S.D.E. representatives are present as observers
of the process.

The Evaluation Team's Schedule

The length of an evaluation visit may vary depending on the complexity of the program, but on-
site visitations to optometric technician programs are usually scheduled for 1-1/2 to 2 days. The
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chair of the evaluation team will consult with the director of the optometric technician program
to develop the visitation schedule. Although there is no rigid schedule which the Council
requires to be followed during an on-site visitation, the Council considers each of the following
elements to be important and will expect all of them to be included at some point in the
visitation.

1.

An executive session of the team to be held prior to the initiation of the visit. The agenda,
the schedule of the visitation, review of protocol for evaluation team members,
identification of areas needing clarification with the program director, and discussion of
the materials provided as they relate to the standards of the Accreditation Council on
Optometric Education are some of the topics discussed at this meeting.

An entrance interview with the program director and others who may be designated by him
or her on the first day of the visitation to discuss the following topics: the director's
perceptions of the strengths, weaknesses and areas of concern of the program; the team's
perceptions of areas which will require exploration and clarification during the site visit;
discussion of the relationship of the optometric technician program to the parent
institution; and other subjects selected by the program director and the evaluation team
chair. The entrance interview will orient the team to particular areas of concern and the
program director to the methods and procedures of the team.

A tour of the physical plant of the optometric technician program including extramural
teaching facilities and external clinical sites, when feasible.

Conferences with the following individuals: the president and/or the dean of the institution
sponsoring the program; the program director; admissions and student affairs officer;
department chairs; students; faculty; librarian; and selected standing committees.

An open meeting with students (no faculty or administrators present) will be scheduled to
provide the team with input on student perceptions regarding the effectiveness of the
program.

An open meeting will also be held with faculty (no administrators or program director
present) to allow the faculty to participate in discussions with the evaluation team.

A team meeting will be held near the end of the visit to allow the team to formulate its
impressions and prepare a presentation of its findings to the program director.

Meetings with individual faculty, students and administrators at the discretion of the chair.

An exit interview will be held as the final session of the on-site visitation which will
provide the program director and others he or she may designate with insight into the
findings of the team and opportunity for the program director to respond or comment.
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Protocol for On-Site Visitations

Protocol for the Program

The program director will be provided with a list of the names and addresses of the team. Two
months prior to the visit, the program director will be required to mail each team member and the
ACOE administrative director the self-study and supporting background.

Technician program administrators are expected to cooperate with the team during the evaluation
visit by providing them with information and additional background materials when requested.

Program administrators are requested to provide the Council administrative director with
suggestions for lodging of the team as well as for necessary ground transportation. Programs
should not schedule social activities for the team that interfere with the function of evaluation.

The program should provide the team with a secure conference room for team meetings and
individual assignments. The team should be able to lock the room since it may contain
confidential materials. The program director is asked to have the additional documents
requested in Chapter 2 available for the team's inspection in the conference room.

During the course of the visit, the program director will be expected to provide the team with
access to all program facilities including, but not limited to, class rooms, laboratories, clinics and
record room.

Protocol for Evaluation Team Members

The Accreditation Council on Optometric Education has developed the following guidelines for
evaluation team members.

1. The primary function of an evaluation team is program analysis. Social engagements may
interfere with this function. The typical evaluation schedule will call for team meetings
and dinners each evening, so it is expected that team members be available to interact with
the team to share information and observations. Individual team members should not
accept social invitations from host administrators or faculty.

2.  The ACOE staff will mail the team members the program's previous evaluation report, and
previous annual reports of the program, not less than 60 days prior to the visit. Team
members are expected to familiarize themselves with these materials prior to the visit, and
to request any additional needed materials as soon as the need is identified.

3. Team members must participate throughout the duration of the visit. Late arrival or early
departure is a significant breach of etiquette that adversely affects the rapport and
competence of the team and reduces its efficiency and effectiveness.

4.  Although team members may discuss general findings and recommendations with program
administrators during the exit interview, team members must not express personal or team
opinions regarding the accreditation status of the program under evaluation. Decisions
relative to the accreditation status of educational programs are made exclusively by the
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Accreditation Council on Optometric Education at regularly scheduled meetings, and only
after thorough discussion and in-depth review of the evaluation reports.

5.  Team members are expected to participate actively in conference discussions during the
site visit, but they are cautioned to refrain from expressing their own personal opinions
regarding teaching methodology or practice technique. Comparisons to the team member's
individual program should be avoided.

6. Individual team members are expected to prepare reports within two weeks of the site visit
on the areas of the program that are assigned to them by the evaluation team chair.

7. Adraft of the evaluation report will be sent to the team when it is compiled. Prompt
response by team members to the draft of the evaluation report is essential to the timely
preparation of the final report for the Council.

8. When evaluation reports are presented to the Council for review and action during
regularly scheduled meetings, evaluation team members on the Council are expected to
participate in the discussion of the programs being evaluated, and, if necessary, to explain
and elaborate on the reports.

9.  Team members must treat all information and data obtained from whatever source
regarding the program under evaluation as confidential. In addition, the disclosure of
personal or team opinions with respect to the accreditation status of the program being
evaluated is unauthorized at any time before, during or after the on-site visitation.

10. Following the Council's approval of the formal report, evaluation team members are
expected to destroy their copy of the pre-evaluation materials and other documents relating
to the visit.

Compilation of Evaluation Team Reports

The evaluation team report must serve not only the Council as an accurate basis for accreditation
decisions, but also officials and administrators of educational institutions as an impartial guide to
the qualitative aspects of their educational programs. Evaluation team reports, therefore, should
reflect the Council's sensitivity to the multifaceted problems that confront institutions of higher
education, and should also demonstrate the professionalism of the Council in its efforts to
provide constructive analysis and recommendations for the improvement of the optometric
technician program. Following the evaluation visit, each evaluation team member is expected to
prepare a report on the areas assigned. If possible, it is highly desirable for the team member to
submit at least a preliminary draft report to the team chair prior to leaving the site. If there is
insufficient time for drafting the report during the visit, the team member should prepare separate
reports and submit them no later than two weeks following the visit to the evaluation team chair
for use in preparing the evaluation team report.

The evaluation team chair will assemble all sections of the report, and edit the document to
ensure consistency. The administrative director of the ACOE will assist the evaluation team
chair in preparing the report and recommendations and in distributing them to the team members
for comment.
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Although there is no rigid format for the development of an evaluation team report, comments on
each of the major standards listed in Chapter 2 of this manual should be included. The
comments should indicate not only areas that are not in compliance, but also areas that are weak
or strong. The report should include a summary that highlights the strengths and weaknesses of
the program, and draft suggestions for program enhancement and recommendations.

Review of Factual Accuracy

When accepted by the evaluation team, the draft report will be transmitted by the evaluation
team chair to the optometric technician program director, for review of the report for factual
accuracy. The draft report submitted to the institution will not include any team
recommendations or statements regarding accreditation status. In reviewing the draft report, the
program should concentrate on issues of fact. The institution may challenge the factual accuracy
of any aspects of the draft report by submitting additional written information to the evaluation
team chair through the administrative director of the Council. The evaluation team chair may
modify the draft based on factual information or comments submitted by the institution.

The draft report reflects conditions at the time of the site visit. Consequently, if the institution
has made changes since that time, these changes should be reported to the Council in the
program'’s next annual report or in a petition for reconsideration of accreditation as described in
Chapter 5.

Financing the Accreditation Process

The American Optometric Association bears most of the expense for the activities of the
Accreditation Council on Optometric Education. The cost of any on-site visitation to evaluate an
optometric technician program by the Accreditation Council on Optometric Education is borne
by the institution visited. Following the visit, the institution will be billed for the expenses of
evaluators, consultants and Council staff. All accredited programs and programs applying for
initial accreditation will also be billed an annual fee toward the cost of administration. Details
about the current annual fees are available from the administrative director of the Council.

Payment of Accreditation Fees

All institutions offering programs accredited by the Accreditation Council on Optometric
Education (ACOE) are expected to adhere to the due date for payment of the annual
accreditation fee for each ACOE-accredited program sponsored by the institution. Invoices are
sent in October, and payment is due to the ACOE by January 1 of each year. Programs are also
expected to pay any site visit fees for which they are billed within 90 days of receiving an
invoice. Programs which do not pay their annual fees by February 15 or site visit fees within 90
days of receiving the invoice will be placed on Administrative Probation by the ACOE
Administrative Director, in consultation with the ACOE Chair. The CEO of the institution
sponsoring the program and the program director will be notified of this status and informed that
the ACOE intends to withdraw the accreditation of the program(s) at its next scheduled meeting
if payment is not received.

Chapter V -- Accreditation Procedures
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The Council views accreditation as an ongoing process, which is subject to change based on
changes in the program. The following procedures are designed to assist the Council in
performing its responsibilities to help ensure the quality and continued improvement of
optometric technician education.

Council Review of Evaluation Reports

Following receipt of the response to factual accuracy from the institution, the evaluation team
report with draft recommendations and suggestions is submitted to the Council for consideration
at its next regularly scheduled meeting. All evaluation team reports are reviewed by the Council
in executive session. Executive sessions are restricted to Council members, staff and consultants
who may be invited by the Council chair. Consultants are not expected to attend Council
meetings unless they are specifically invited by the chair.

At the Council meeting, the evaluation team chair presents the report to the Council for its
action. The Council considers the report of the team, and takes action on the acceptance of the
report, and on adoption of recommendations that relate to the standards and suggestions for
program enhancement for the optometric technician program. If there are any unresolved
conflicts with the institution on factual accuracy or for other stated reason, the Council may defer
action on the report.

Recommendations relate to areas where the program is not completely in compliance with
Council accreditation standards. Suggestions for program enhancement represent improvements
that would substantially enhance the potential for excellence.

Following adoption of recommendations and suggestions, the Council determines the level of
compliance for each of the standards—met, met in part or not met. For standards, which are not
met or met in part, the Council specifies the reason the standard is not considered fully met. For
all areas where a standard is not fully met, there is a corresponding recommendation that must be
met to address the concern and to come into compliance with the standard. The Council then
takes action on granting, continuing, modifying or revoking accreditation status.

Members of the Accreditation Council on Optometric Education are expected to withdraw from
consideration of the accreditation decision of a program when the member or the Council feels
that there may be conflict of interest. (See Chapter 1 for statement on conflict of interest.)

Accreditation Status

Accreditation decisions are based on the Council's judgment of the total educational
effectiveness of the program. This judgment in turn is based on the degree to which the program
meets the standards of the Accreditation Council on Optometric Education.

The Accreditation Council on Optometric Education may decide to grant one of the two
following accreditation statuses to a program following adoption of the evaluation team report
and recommendations. Accreditation status may be lowered or revoked if the Council
determines that the program is not making sufficient progress on Council recommendations.

Accredited -- A classification granted to an educational program indicating that the program
generally meets the standards for accreditation. This classification indicates that the program has
no deficiencies or weaknesses that compromise the educational effectiveness of the total
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program. However, recommendations relating to marginal compliance with certain standards,
and suggestions relating to program enhancement may be included in evaluation reports.

Accredited with Conditions -- A classification granted to an educational program with major
deficiencies or weaknesses with reference to the standards of accreditation. This classification
indicates that the educational effectiveness of the program is in jeopardy. Programs with this
classification may be required to submit progress reports and shall undergo a full on-site
evaluation visit within one year of the date of notification of Council action.

Length of Accreditation

The Council accredits optometric technician programs for periods of time no longer than seven
years. The accreditation is measured from the date of the most recent evaluation visit. Programs
should avoid using phrases such as "accreditation has been continued for a seven year period."
ACOE accreditation is not necessarily for a specific period since it is subject to continual review.
Depending on the outcomes of annual reports, progress reports, interim visits, substantive
program changes and other significant events affecting a program, the Council may decide to
schedule a full on-site evaluation visit before the original seven year accreditation period is
complete. Thus, while Council policies require that technician programs be evaluated at least
once every seven years, many programs are evaluated more frequently.

In the event the Council determines that a program is not in compliance with any of the
Council’s standards, the Council shall require that such program take prompt action to correct
such non-compliance with the relevant Council standard(s) within the applicable frame as
follows: 12 months from the date of the Council’s decision if the program is less than one year
in length; 18 months from the date of the Council’s decision if the program is at least one year
but less than two years in length; or two years from the date of the Council’s decision if the
program is at least two years in length. In the event the program does not bring itself into
compliance with the applicable Council standard(s), the Council shall take prompt adverse action
against the program. The Council may extend the applicable time period for good cause.

When the Council signifies its desire to visit and evaluate an accredited program, a failure by
that program to extend an invitation for a site visit may be interpreted as a lack of interest in
further accreditation by the Council.

Denial of Accreditation -- Accreditation will be withdrawn or withheld from programs which
the Council judges to be substantially not in compliance with the standards of the Accreditation
Council on Optometric Education. Programs which are denied accreditation may appeal the
decision or request reconsideration as outlined later in this chapter.

Withdrawal from Consideration of Accreditation

An optometric technician program may withdraw its application for any status of accreditation at
any time before a final decision is made on that request by submitting its intention to withdraw
from consideration, in writing, to the administrative director of the Accreditation Council on
Optometric Education.

Any previously accredited program wishing to have its name removed from the Council's list of
accredited programs should have the chief executive officer of the institution notify the
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administrative director of the ACOE in writing. The Council will report that the program has
voluntarily withdrawn from the accreditation process on its next annual listing of accredited
programs.

Reinstatement of Accreditation

A program which has voluntarily withdrawn from accreditation, or which has had its
accreditation revoked by the Accreditation Council on Optometric Education, may apply for
reinstatement of accreditation by following the procedures outlined for initial application for
accreditation in Chapter 4 of this manual. A self-study and evaluation visit will be required.

Notification of Accreditation Decisions

A notification letter will be sent to the highest ranking officer of the institution within 30 days of
the Council meeting at which the accreditation decision was made. When the optometric
technician program is part of a university or community college, the notification letter and
accompanying documents will be addressed to the chancellor, provost, or the local campus
president as appropriate. Concurrently, a copy of the letter and accompanying documents will be
sent to the program director and the dean of the school or college where the program resides.

The letter will include the accreditation classification that has been determined, the length of
time until the next scheduled re-evaluation visit, and a copy of the evaluation report that was the
basis for the Council's decision, including recommendations and suggestions for program
enhancement. It will delineate the reasons for any change in accreditation status and specify the
time lines for interim visits and/or progress reports. The letter will include a statement regarding
the program’s compliance with the standards and the program’s expected time frame for coming
into compliance with any unmet standards. The letter will also contain a statement regarding
procedures for requesting reconsideration and appeal of the Council's accreditation decisions.

Appeal Process for Accreditation Decisions

The Council will provide the chief executive officer of the institution a specific statement of
reasons for any adverse accrediting decision. The ACOE will notify the U.S. Department of
Education, appropriate state agencies and appropriate accrediting agencies of an adverse action
or a decision to grant or continue the “accredited with conditions” status at the same time the
program is notified. The decision of the ACOE becomes final at the end of 30 days following
the program’s receipt of notification of the action, if the program does not file a petition for
reconsideration or appeal as specified in the following procedures. The ACOE will notify the
public through its web site of a final decision for an adverse action or to grant or continue
“accredited with conditions” within 24 hours of notifying the program of the ACOE’s final
decision. The Council may reconsider any adverse accreditation decision on its own motion, or
upon the petition of an institution.

An adverse accreditation decision means an official Council action, such as the withdrawal
or denial of an accreditation or preaccreditation classification
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Petition for Reconsideration

A program desiring the Council to reconsider an adverse decision or determination of
“accredited with conditions” must submit to the Council, in writing, a "Petition for
Reconsideration" stating, with all necessary documentation, that:

the facts upon which the Council decision was based no longer exist or have changed
significantly;

the Council's ruling is clearly erroneous based on its construction of the facts; or

the Council's ruling is clearly erroneous based on its interpretation or application of the
Accreditation Manual: Optometric Technician Program; or

any combination of the above.

This Petition for Reconsideration must be filed with the Council no later than 30 days following
notification of the Council’s decision. The Council will consider the program's Petition and any
oral presentation which the program may wish to make. If the problems or deficiencies that
precipitated the adverse action have been corrected, or if upon further consideration and
evaluation the Council agrees that some error of construction, interpretation, or application has
occurred, the Council will take appropriate action.

Appeal of Accreditation Decisions

If, following reconsideration, the Council again acts to withdraw, deny or lower the accreditation
status of the program, or to continue the program as "accredited with conditions”, the chief
executive officer of the institution or program affected may appeal the Council's decision to an
ad hoc Appeals Panel. The appeal must be in writing and filed with the Secretary-Treasurer of
the American Optometric Association (AOA) within 30 days of receipt of notice of the Council's
action upon reconsideration.

The institution or program in its appeal shall allege, with necessary documentation, that:
the Council's ruling is clearly erroneous based on its construction of the facts; or

the Council's ruling is clearly erroneous based on its interpretation or application of the
Accreditation Manual: Optometric Technician Programs; or

both of the above.

An institution or program may not appeal to argue that the facts upon which the Council based
its action have changed or no longer exist; such an argument must be made to the Council in the
reconsideration proceeding.

Within 30 days of receipt of the Appeal, the president of the AOA shall name three (3) persons
to an ad hoc Appeals Panel, and three alternates, no one of whom shall be a member of the
Accreditation Council on Optometric Education or a member of the Board of Trustees of the
AOA, or have had affiliation with the institution or program filing the appeal or with the
accreditation process relating to that institution or program.
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The administrative director of the Accreditation Council on Optometric Education will
determine the willingness to serve of the designated principals and alternates and notify the
institution or program of the names of the three principals. If the institution shows good cause
why a named principal is unacceptable, an alternate will be selected who is acceptable to both
parties.

The Appeals Panel shall meet within 90 days of the date on which the program was notified of
the adverse decision of reconsideration by the Accreditation Council on Optometric Education,
or on a date which is mutually acceptable to the institution or program, the Appeals Panel and
the Council. The institution or program may have one (l) representative appear before the Panel
to make oral and/or written presentations and to respond to questions from the Panel. The chair
of the Accreditation Council on Optometric Education shall designate a representative to appear
before the Appeals Panel to support the decision of the Council and to respond to questions of
the Panel. Either party may be represented by counsel; however, the proceeding shall be
conducted on an informal basis.

The Accreditation Council on Optometric Education is the agency of the profession which has
been established to evaluate and accredit optometric educational programs. As such, its
judgment is entitled to great weight and shall not be modified or reversed simply because the
Appeals Panel, if it had initially heard the evidence, might reasonably have reached a different
result.

The purpose of the Appeals Panel is to review the appeal to determine whether prejudicial error
has occurred, not to completely rehear the entire matter. Therefore, only if the Appeals Panel
concludes that the Council could not reasonably have acted as it did, may the Appeals Panel so
direct the Council as to the action it considers appropriate. The Panel decision may be to sustain,
modify or reverse the decision of the Council or to remand the matter to the Council for further
reconsideration with recommendations. Notice of the decision shall include a statement of the
specifics on which the decision is based.

There will be no change in the accreditation classification of the institution or program pending
disposition of an appeal. The Appeals Panel shall forward its findings and conclusions to the
Council for action. The institution or program will receive written notification of the findings of
the Appeals Panel. The Secretary of the U.S. Department of Education will be notified of
ACOE's final decision to deny, withdraw, suspend or terminate the accreditation of a program at
the same time it notifies the program.

The cost related to appeal procedures shall be equally divided between the institution or program
and the Council,

Monitoring Accredited Programs

The Accreditation Council on Optometric Education employs a number of mechanisms to
monitor accredited programs in the interim between evaluation visits. These mechanisms are
described below.
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The Annual Report

Annual reports are tools to assist the Accreditation Council on Optometric Education with
monitoring and evaluating the program's continued compliance with accreditation standards in
the interim period between evaluation visits. The annual report should provide the Council with
the following information:

¢ Notification of significant developments at the program including change in the program

director and/or key faculty;

An overview of the state of affairs at the institution;

Plans for the coming year;

A summary of outcome assessments made during the previous year;

Enrollment figures for the present year and projections for enrollment for the future year;

Job placement information from most recent graduating classes;

Outcomes data including results of students on national (strike-registry) certification or board

examinations;

e A description of progress made on implementing each of the recommendations and
suggestions of the previous evaluation report; and

e Notification of the nature and extent of any substantive changes contemplated in the
program.

The annual report must be submitted to the Council by September 30 of each year. The
Optometric Technician Committee of the Council will review the reports annually.

Programs will be notified following review if their report satisfied a recommendation of the
evaluation report or if further information is needed.

The Progress Report

The progress report is a mechanism which requires the chief executive officer of a program to
submit a document indicating the degree to which recommendations contained in the most recent
formal Council evaluation report or other identified concerns have been implemented. The
Council may require a progress report of any accredited program. Determination of need for the
progress report will be made by the Council when it reviews the program'’s evaluation report or
annual report. The Council will specify a due date when the progress report is required.
Following receipt of the report from the institution, the Council will review it at its next
regularly scheduled meeting. If the progress reported is satisfactory, a program with the status of
accredited with conditions may be raised to accredited status. On the other hand, if the progress
reported is unsatisfactory or the report is not received by the due date, the Council may either
require a representative of the institution to appear before it to explain the lack of progress, or
schedule a special re-evaluation to determine the basis for the lack of progress.

In preparing the progress report, the program should focus on the particular areas requested by
the Council and should also report on progress made on each recommendation of the most recent
evaluation report. The program should describe in detail its accomplishments toward
implementing the specific recommendation or addressing the area of concern. Other areas
identified by the institution should also be included in the report.
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The Council expects that progress reports will include the observations of department chairs and
program directors who are directly responsible for the areas covered by the particular
recommendations.

Interim Visits

The Accreditation Council on Optometric Education may elect to conduct an interim visit to a
program between full evaluation visits. Interim visits are initiated by the Council or at the
request of the institution for several reasons:

1. Asthe result of concerns identified in an evaluation report or interim visit report;

2. Lack of progress on concerns identified in an evaluation visit, interim visit or progress
report, or during the annual report review;

3. Asthe result of a substantive program change;

4.  Change in leadership of the program; or

5. Other concerns which come to the attention of the Council.

Interim visits, by their very nature, address a specific area of concern. However, an interim visit
for the purpose of addressing issues broader in scope may be considered at the discretion of the
Council. The program must submit a report on the area(s) to be evaluated during the visit, at
least one month prior to the visit.

Interim visit teams are generally composed of two evaluators at least one of whom is a member
of the Accreditation Council on Optometric Education. The length of the interim visit will
generally be one day. The interim visit chair or the Council staff will consult with the program
director to establish the length and agenda for the visit.

Following the interim visit, the team will prepare a report which will be sent to the program for
review of factual accuracy. It will then be submitted to the Council for consideration. The
following are examples of outcomes that might result from an interim visit:

e Acceptance of the report by the Council with a full evaluation visit scheduled at the
previously determined time;

e Additions and/or deletions to the current list of recommendations may be made;

e Acceptance of the report by the Council with a request by the Council for a full evaluation
visit to occur on an accelerated schedule;

e A lowered accreditation status;

e Loss of accreditation.

If a negative decision results from an interim visit, the program will have the opportunity to
appeal according to procedures described previously in this Chapter.

Substantive Change

Through the annual report, progress reports and interim visits, the Council continuously monitors
the general quality of the education provided by accredited programs. An optometric technician
program receives its recognition on the basis of evaluation and accreditation of its educational
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program. Any institution which contemplates a substantive change in its optometric technician
program should receive concurrence from the Accreditation Council on Optometric Education
prior to formal adoption thereof. By "substantive change,"” the Accreditation Council on
Optometric Education means new educational policies, practices, or programs that affect:

e The program's mission, goals and objectives;
e The scope, length and/or content of the program;
e Resources.

Substantive changes must be submitted to the Council in writing for its assessment and approval
prior to implementation. Failure to comply with this policy may result in the scheduling of an
interim site visit, or in extreme cases, the lowering or withdrawal of the program'’s accreditation
status after due notice and an opportunity for a hearing.

The program must report to the Council in writing within thirty days if a substantive change that
was not contemplated occurs. This report must document how the program will continue to meet
the accreditation standards.

When a change occurs, and the program is not certain whether the change is major or minor, the
staff of the Council should be consulted immediately.

Interruption of Education Policy

Interruption of an accredited educational program due to unforeseen circumstances is a
potentially serious problem. If such interruption may compromise the quality and effectiveness
of education, the Council must be notified in writing of any such disruption. The program must
provide a comprehensive plan for how the loss of its clinical and didactic components will be
addressed. Programs accepting educational responsibility for displaced students in O.D. and
technician programs and residents must submit their plans to deal with any substantive change.
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Chapter VI -- In the Public Interest

The Accreditation Council on Optometric Education takes seriously its responsibility as an
accrediting body to inform and assure the public about the quality of educational programs in
optometry. The Accreditation Council on Optometric Education publishes an annual list of
accredited optometric technician programs, which is available upon request from the
administrative director of the Council. The list states each program's accreditation status and the
date of the next regularly scheduled Council evaluation visit. The Council also publishes an
annual report that is available to the public upon request listing its accreditation decisions, the
names of the programs removed from the list of accredited programs, and reasons for removal.
Third parties may submit written comments regarding a program's qualifications for
accreditation.

The Accreditation Council on Optometric Education will regularly monitor catalogs and
appropriate publications of optometric technician programs to determine that programs are
accurately portrayed to the public. If the program elects to publicly disclose its ACOE
accreditation status, it must accurately list its status and include the Accreditation Council on
Optometric Education's name, address and phone number. Further, the Council requires that
programs be accurate in all references to the areas and levels for which accreditation has been
received.

Confidentiality of Accreditation Reports

Council policy specifies that evaluation reports are confidential and are not disclosed except to
the educational institution involved. Premature and/or unauthorized disclosure of information
reflecting the evaluation team's or Council's conclusions and recommendations concerning
accreditation status of an accredited program may seriously jeopardize the Council's position as
an accrediting agency, and adversely affect the program or institution. The Council expects the
chief executive officer of educational institutions to make Council evaluation reports available to
faculty members, members of the governing board and others directly concerned.

Council members, evaluation team members and consultants are not authorized under any
circumstances to disclose information obtained during on-site visitations or during Council
meetings. The extent to which publicity is given to evaluation reports is determined by the chief
executive officer of the educational institution. It is the obligation of the Council to maintain the
confidentiality of its relationships with institutions and not to announce publicly any action with
respect to an institution other than its accreditation classification or its removal from the
accredited list.

However, when an institution so conducts its affairs that they may become a matter of public
concern, the Council may find it necessary to make public its actions. Moreover, when the
Council is thus forced to make its actions public, it cannot avoid the necessity of explaining, to
whatever extent it deems necessary and appropriate, the basis for its action. This may result in
some departure from the usual confidential character of the Council's relations with an
institution.
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Procedures for Review of Complaints Alleging Violation of Accreditation
Council on Optometric Education Standards by Accredited Programs

The Accreditation Council on Optometric Education, through its established procedures of
evaluation and monitoring, attempts to ensure that professional optometric degree, optometric
residency and optometric technician programs maintain high standards of educational quality.

The Accreditation Council on Optometric Education does not serve as an arbiter or mediator of
disputes that may arise between the programs and other parties. However, the Council is
interested in hearing from groups or individuals who may have specific complaints relating
directly to the lack of compliance with the accreditation standards and requirements of the
Council.

Procedures for Filing a Complaint

An individual or group desiring to file a complaint with the Accreditation Council on Optometric
Education shall submit the complaint in writing, signed by the complainant, to the
Administrative Director or the Chair of the Council. The complaint must be specific in detail
and include all information the complainant wishes considered. Upon request and if possible,
the Council may withhold or protect the identity of the complainant.

Complaints received by the Council that do not relate to the standards of accreditation or that do
not have sufficient documentation to warrant an investigation will be disposed of in an
appropriate manner at the discretion of the ACOE Executive Committee, which is composed of
the ACOE Chair, Vice-Chair and Administrative Director. If it is determined that no
investigation is warranted, the complainant shall be so informed.

Upon receipt of a relevant complaint, the Council will forward within 20 business days a copy to
the chief executive officer of the program for response. If the name of the complainant is being
withheld/protected, the Administrative Director shall summarize the complaint or redact
identifying information prior to forwarding to the institution or program. The program will have
20 business days to respond to the complaint and to provide all information it would like
considered. The Chair of the Council may grant an extension of time to respond to the complaint
if warranted. A request for delay must be submitted in writing within the 20 business day period
referenced above . If a site visit is scheduled within the response time frame, the response may
be provided as set forth below.

If an on-site evaluation is scheduled to begin within 90 days of the receipt of the complaint, the
Council will also refer the complaint to the chair of the evaluation team visiting the program for
investigation and action during the regular course of the evaluation process. If the complaint is
not referred to the chair of the next evaluation team, the chief executive officer of the program,
or other appropriate person, will be asked to provide the Council with a written summary of
actions that led to the complaint and any actions taken as a result of the complaint, including
appropriate documentation available to support the summary.
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If the response received from the program satisfactorily demonstrates that the program is in
compliance with the ACOE standards, the ACOE Executive Committee may dispose of the
complaint in a manner it deems appropriate or opt to refer the matter to the Council as a whole
for further consideration.

If the complaint’s allegations appear to be substantial and tend to suggest lack of compliance
with one or more standards and requirements of accreditation, the Chair of the Council will
appoint two members of the Council who have no conflicting relationship with the program in
question, including one public member, who will investigate the complaint. The public member
will preside and direct the investigation.

The investigation may, but need not necessarily, include a visit to the program against which the
complaint was filed and may involve such hearings as deemed appropriate. This two-member
investigative team shall have access to any and all information relevant to its inquiry. Upon
completion of the investigation, the chair of the team shall report to the Council at its next
regularly scheduled meeting. The Council shall take appropriate action, including but not
limited to dismissing the complaint, requiring an interim visit, scheduling a full evaluation visit,
or other appropriate corrective action to bring the program into compliance with the
accreditation standard(s) in question. The complainant and the program will be informed of the
results of the investigation within 30 business days of a decision.

Each ACOE accredited program shall inform its students or residents of the Council's mailing
address and/or telephone number, the procedures for filing complaints, and that only complaints
relating directly to the lack of compliance with standards and requirements of accreditation will
be considered by the Council. The Council will not intervene on behalf of individuals or act as a
court of appeal for individuals in any matters. The Council will not consider complaints on
matters that are not related to the standards of accreditation.

The costs related to the complaint process will be divided equally between the Council and the
program.

Procedure for Complaints Not Related to Accreditation Decisions

1) A complaint or inquiry regarding the Accreditation Council on Optometric Education
(ACOE) other than the merits of an accreditation decision may be initiated by filing a
written complaint with the ACOE. The complaint must identify the specific matters
complained of, set forth in detail the facts and reasons claimed to support the allegations
and must include pertinent documents in possession of complainant relating to the
complaint.

2)  Upon receipt of a written complaint regarding ACOE actions other than the merits of
accreditation decisions, the ACOE shall have 45 days to conduct an investigation of the
allegations in the complaint where warranted. If it is determined that no investigation is
warranted, the complainant shall be so informed. The investigation may include, without
limitation, interviews with persons having information regarding the allegations and a
review of materials relevant to the complaint. Any individual with information regarding
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3)

4)

5)

6)

7)

the allegations may also be asked to provide documents and comments relating to the
complaint.

The Chair of the ACOE may appoint an individual or a committee to conduct the inquiry
into the allegations of the complaint. (If the complaint concerns the Chair, the ACOE may
appoint an individual or committee to conduct the investigation.) Following the
investigation, the individual or committee shall prepare a written report to the ACOE
stating the findings of the investigation. The person(s) filing the complaint will be
provided with a copy of the written report and will be provided with an opportunity to
submit written comments to the ACOE on the investigation report. Any written comments
shall be submitted to the ACOE within thirty (30) days following receipt of the report.

Following review of the findings and additional written comments, if any, the Council at a
duly scheduled meeting shall make a determination with respect to the allegations of the
complaint. Within 15 business days following the decision, a written report shall be
prepared specifying factual findings of the ACOE and the actions, if any, that the ACOE
will take with respect to the complaint, including but not limited to dismissing the
complaint, requiring a new site visit evaluation, or other remedial action. The
complainant(s) will be provided with a copy of the ACOE decision.

The person(s) filing the original complaint may appeal the decision of the Council by filing
the appeal, in writing and stating specific reason(s) for the appeal, with the Secretary-
Treasurer of the Board of Trustees of the American Optometric Association, within 30
days following notification of the decision of the Council. Within 15 days of receipt of the
Appeal, the President of the AOA shall name three (3) persons to an ad hoc Appeals Panel,
and three alternates, no one of whom shall be a member of the Accreditation Council on
Optometric Education or a member of the Board of Trustees of the AOA, or have had
affiliation with the institution, program, or person(s) filing the appeal or with the
accreditation process relating to an institution or program. No additional fact finding may
be undertaken regarding the initial complaint, unless requested by the Appeal Panel.

Within 60 days after appointment, the Appeal Panel shall schedule and convene a meeting
to hear or receive presentations from the complainant and the Council or their respective
representatives. The complainant(s) will have an opportunity to have one (1)
representative appear before the Appeal Panel to make oral and/or written presentations
and to respond to questions from the Panel. The Accreditation Council on Optometric
Education will designate a representative to appear before the Panel to support the decision
of the Council and to respond to questions of the Panel. Either party may be represented
by counsel; however, the proceeding shall be conducted on an informal basis.

The Appeal Panel shall review the materials presented and shall reach a decision within 15
days of the meeting. The Appeal Panel decision may be to sustain, modify or reverse the
decision of the Council or to remand the matter to the Council for reconsideration with
recommendations. The decision of the Appeal Panel shall be in writing, shall state the
pertinent finding of facts and conclusions, and the actions approved by the Panel. The
Appeal Panel shall forward its findings and conclusions to the Council for action, and shall
provide complainant(s) with a copy of the Appeal Panel decision.
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8)  During the period of the investigation, the ACOE will maintain the confidentiality of the
information and documents submitted to it, except to the extent it deems necessary and
appropriate in order to conduct a thorough inquiry.

Consideration of Actions of Other Accrediting Groups and Notification of
Withdrawal

The Accreditation Council on Optometric Education will review the accreditation status of any
optometric technician program located within an institution that has been placed on public
probation or that has had its accreditation or pre-accreditation status revoked by any recognized
accrediting agency. The purpose of the review will be to determine if the ACOE should take
adverse action against the program or lower its accreditation status to “accredited with
conditions.” The Council will provide the program with due notice of its intended review.
Programs which are currently accredited by ACOE as well as those seeking initial accreditation
are required to notify ACOE if the accreditation of their parent institution is revoked, or if the
parent institution is placed on public probation.

The Accreditation Council on Optometric Education shall take into account decisions made by
recognized institutional accrediting agencies or State agencies. If the ACOE determines that an
institution sponsoring a ACOE accredited program or a program seeking ACOE accreditation is
the subject of an interim action or threatened loss of accreditation or legal authority to provide
postsecondary education, the ACOE will act as follows:

Programs accredited by ACOE

If a recognized institutional accrediting agency takes adverse action with respect to the
institution offering the program or places the institution on public probationary status, the ACOE
shall promptly review its accreditation of the program to determine if it should take adverse
action against the program.

The ACOE shall not renew the accreditation status of a program during any period in which the
institution offering the program--

1. is the subject of an interim action by a recognized institutional accrediting agency potentially
leading to the suspension, revocation, or termination of accreditation or pre-accreditation;

2. is the subject of an interim action by a State agency potentially leading to the suspension,
revocation, or termination of the institution’s legal authority to provide postsecondary
education;

3. has been notified of a threatened loss of accreditation, and the due process procedures
required by the action have not been completed; and/or

4. has been notified of a threatened suspension, revocation, or termination by the State of the

institution's legal authority to provide postsecondary education, and the due process
procedures required by the action have not been completed.
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Programs applying for accreditation by ACOE

In considering whether to grant initial accreditation to a program, the ACOE takes into account
actions by:

1. recognized institutional accrediting agencies that have denied accreditation or pre-
accreditation to the institution offering the program, placed the institution on public
probationary status, or revoked the accreditation or preaccreditation of the institution; and

2. a State agency that has suspended, revoked, or terminated the institution's legal authority to
provide postsecondary education.

Granting of ACOE accreditation notwithstanding actions by other agencies

If the ACOE grants accreditation to a program notwithstanding the actions described in this
policy, the Council shall provide to the Secretary of the U.S. Department of Education within 30
days of ACOE action, a thorough explanation, consistent with the accreditation standards, why
the previous action by a recognized institutional agency or the State does not preclude ACOE's
grant of accreditation.”

The ACOE will, upon request, share with other appropriate recognized accrediting agencies and
recognized state approval agencies information about the accreditation or preaccreditation status
of a program and any adverse actions it has taken against the accredited or preaccredited
program.

As an accrediting agency recognized by the U.S. Department of Education (USDE), the
Accreditation Council on Optometric Education will notify the USDE Secretary of any action
the Council takes to withdraw an accredited status from a program or to place an accredited
program on a publicly announced probationary status. As required for recognition by the USDE,
the Council will forward a notice of all final accrediting actions taken at each meeting to the
USDE Secretary. The Council will also notify the Secretary of ACOE's final decision to deny,
withdraw, suspend or terminate the accreditation of a program at the same time it notifies the
program.

When the Council makes a final decision to deny, withdraw, suspend, or terminate a program’s
accreditation status, it shall notify the affected program within 30 days after such action. That
notification letter shall include a statement that the Council must make available to the Secretary
of the U.S. Department of Education, appropriate accrediting agencies and the public the
decision and a brief summary of the Council’s reasons for the determination as well as any
comments that the program may wish to make regarding such decision. The notice shall request
that the program submit any brief comments that would be made available to the public not later
than a specified date that is within 50 days after such final decision is made. The Council
reserves the right to ensure that such comments are accurate and not defamatory.

Within sixty (60) days after the Accreditation Council on Optometric Education makes a final
decision to deny, withdraw, suspend, or terminate a program's accreditation status, ACOE shall
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make available to the Secretary of the U.S. Department of Education, the appropriate accrediting
agencies, and the public, such decision and a brief summary of the reasons for the ACOE's
determination, as well as any comments that the affected program may wish to make regarding
such decision.

Within 30 days of receiving notification of voluntary withdrawal from accreditation or
preaccreditation from a program, the Accreditation Council on Optometric Education will notify
the US Department of Education, the appropriate state board of optometry and other appropriate
state agencies, appropriate accrediting agencies, and upon request, the public of the program’s
decision to voluntarily withdraw.

If a program lets its accreditation or preaccreditation lapse, the ACOE will notify the US
Department of Education, the appropriate state board of optometry and appropriate state
agencies, appropriate accrediting agencies and upon request, the public within 30 days of the
date on which the accreditation lapses. Accreditation or preaccreditation lapses when a program
fails to continue the regularly scheduled process of accreditation, and no extension in which to
comply has been requested by the program and granted by the ACOE.
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Chapter VII -- Conclusion

The Accreditation Council on Optometric Education's prime purpose as an accrediting agency is
to ensure the quality and continued improvement of optometric education by establishing and
applying valid and reliable educational standards that reflect the evolving practice of optometry.
In the final analysis, accreditation and its self-study procedures should provide stimulation to
institutions to ensure continued growth and improvement in the teaching program through the
assessment of levels of achievement of its mission, goals and objectives.

The Accreditation Council on Optometric Education in its evaluation of optometric technician
programs welcomes inquiries relative to the interpretation of its standards and procedures. The
Council reserves the right to collect data periodically from each of the technician programs
participating in its accreditation process and may revisit and re-evaluate any of them at any time,
provided that proper notice is given and adequate opportunity for preparation is allowed.
Finally, the Accreditation Council on Optometric Education is committed to providing accurate
public information to potential students, the government and the public who may have questions
about optometric education. The Council's regularly published lists will provide an overview of
programs' accreditation status.
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Glossary of Terms

Accreditation — The process of self-study and external review which ensures that a program of
optometric technician education meets or exceeds the standards applicable to that program.

Goals — Goals specify the end results necessary to achieve the mission; they should elaborate
each of the major components of the mission. They provide clarification and specificity for
components of the mission statement.

Mission — A statement of the fundamental reasons for a program’s existence.

Objectives — Statements which define outcomes attributable to the mission and goals of a
program.

Outcome — An assessable quantity or quality relative to the overall success of a program in the
achievement of its mission, goals and objectives.

Publish — To make available to the communities of interest (students and their families,
counselors, education community, and the general public) via one or more of the following
means 1.) catalog, 2.) brochure, 3.) Internet.

Required Documentation — Documentation which the Council expects the program to provide
as evidence that the program meets the standard. It is required unless the program can provide
other satisfactory evidence that it meets the standard.

Strategic Plan — A careful plan or method for achieving program goals.

Standard — A measurable criterion of the quality of one or more components of a program of
optometric technician education.

Substantive Change — New educational policies, practices or programs that affect: 1.) the

program’s mission, goals and objectives; 2.) the scope, length and/or content of the program; and
3.) resources of the program.
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Appendix

Optometric Technician Standards Effective July 1, 2010
Adopted by the ACOE at its Annual Meeting June 24-27, 2009

Use of these standards will be mandatory for all programs being evaluated on or
after July 1, 2010, and programs may elect to be evaluated by these standards for
site visits occurring prior to that date.

Examples of Evidence — Documentation the program provides to the Council as
evidence the program meets the standard. The examples listed are not all inclusive,
and the program may choose to use all, some, or none of the examples in its
documentation. However, the Council does require the program to submit appropriate
documentation as evidence of meeting the standard.

Program — An optometric technician program is an educational program that trains
individuals to support the optometrist in the delivery of eye care to their patients. These
programs are a minimum of one academic year in length.

Standard 1 — Mission, Goals, Objectives

1.1  The program must maintain and publish a mission statement that describes the
overall purpose and intent of the program.

1.1.1 The program must be centered on education and training that results in
the technician’s ability to extend and enhance the care of the
optometrist.

Examples of Evidence
e A copy of the mission statement
e Document(s), hard or electronic, in which the mission statement is
published

1.2  The program must maintain and publish a set of goals that support the mission
statement.
Examples of Evidence
e A copy of the goals
e Document(s), hard or electronic, in which the goals are published

1.3  The program must have measurable objectives which indicate the steps to be
taken to achieve the mission and goals of the program.
Examples of Evidence
e List of objectives derived from the mission statement and goals.
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1.4  The institution must show evidence of analyzing outcome measures in assessing
its program in relation to its mission, goals and objectives. Such measures
should include but not be limited to course completion rates, certification
examination results and job placement.

Examples of Evidence
e Course/program completion rates

Certification examination results for last five years

Graduate and alumni placement information

Results of alumni/employer surveys

Other outcomes assessments, as applicable

1.4.1 Within the seven year period before each site visit, 60% of those who
have completed the program must have been placed in a job within one
year of program completion, or the ACOE will initiate an appropriate
review of the program.

Examples of Evidence
e Tabulation of post-graduate job placement rates in related fields.

1.5 As part of its ongoing process of planning and self-study, the program must
review annually its mission, goals and objectives and revise them as necessary.
Examples of Evidence
e Written review process

Standard 2 — Curriculum

2.1  The program must be a minimum of one academic year in length or its
equivalent.
Examples of Evidence
e Copy of curriculum sequence

2.2 The curriculum must consist of learning activities designed to meet the mission,
goals and objectives of the program.
Examples of Evidence
Copy of curriculum
Course descriptions
Course outlines/syllabi
Description of process for students to evaluate courses.
Instruments used by students to evaluate courses.
Completed student evaluations of courses

2.3 The basic curriculum must include instruction in:
> Office management procedures
> Ocular anatomy and physiology
> Ophthalmic optics and optical dispensing
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2.4

> Clinical testing procedures

> Awareness and rationale for the use of contemporary equipment and
procedures

> Contact lens procedures

>

Examples of Evidence

Copy of curriculum (see 2.2)
Course descriptions (see 2.2)

The curriculum of the program must prepare students for employment as
optometric technicians. At a minimum the graduate must be able to:

2.4.1 Skillfully and accurately collect data to be used by the optometrist for
diagnostic purposes including:

Case history, visual acuity, color and depth perception testing
Interpupillary distance measurement, dominant eye and extraocular
muscle testing

Cover test and pupil testing

Visual field testing

Keratometry

Pachymetry

Tonometry

Blood pressure testing

Maintain and calibrate ophthalmic equipment

2.4.2 Apply ethical principles as they pertain to optometric practice, including:

Maintain confidentiality
Maintain applicable ethical and legal standards
Perform competently within the scope of training and education

2.4.3 Assist the optometrist in the care of the patient, including:

Administer and record specified topical and oral medications at the
direction of the optometrist

Identify ocular emergencies and take appropriate action

Prepare the examination and treatment area

Identify medical terms of common ocular and systemic
conditions/diseases.

Implement emergency procedures and administer first aid, including
cardiopulmonary resuscitation

Implement infection control protocols

2.4.4 Assist patients in the optical dispensary, including:

Explaining the features and benefits during the selection of frames
and lenses

Obtain needed facial and lens measurements

Prepare and submit eyewear orders

Neutralize and verify lenses

Dispense, adjust and repair eyewear for the patient
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2.4.5 Assist the optometrist in the fitting and evaluation of contact lenses,
including:
e Assist in the contact lens fitting examination
e Order and verify contact lenses
e Instruct patients in contact lens hygiene, insertion, removal and care
e Maintain contact lens inventory
2.4.6 Perform general office procedures, including:
e Use proper telephone etiquette
Schedule appointments
Maintain patient records including electronic medical records
Perform financial transactions
Understand the third party reimbursement process
Maintain office and clinic inventory
Manage recall system
Examples of Evidence
e Program outcomes statements; specific course objectives; and/or
clinical evaluations

2.5  Evaluation instruments and procedures must be used to assess the degree to
which each student has mastered the course objectives.

2.5.1 Criteria and procedures for measuring student progress must be
predetermined and communicated to students at the beginning of each
course.

2.5.2 Faculty evaluation of student performance must be conducted throughout
the program. Provisions must be made for remedial measures, probation,
dismissal, or other appropriate action for students who do not meet
academic and/or clinical evaluation criteria.

2.5.3 A mechanism must be in place to provide the student with feedback on
performance.
Examples of Evidence
e Course outlines/syllabi (see 2.2)
Documents used to evaluate students’ performance
Descriptions of remedial measures, probation and dismissal policies
Description of student appeal procedure
Samples of student evaluation instruments such as quizzes, exams,
laboratory work, term papers, and special projects
Selected samples of student work
Lab manuals and other reference materials used

2.6 Clinical experience, designed to provide the student with competence in
optometric technician skills, must be an integral part of the program.
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2.7

2.6.1 Clinical experiences must be planned, supervised and evaluated by
program faculty in cooperation with supervising clinical personnel.

2.6.2 Monitoring/supervision of the clinical experience must be demonstrated
and reflect the program’s mission, goals and objectives.
Examples of Evidence
Description of clinical experience
List of clinical affiliates
Description of the monitoring/supervision of the clinical experience
Copy of affiliation agreement if applicable
Student evaluation of clinical experience including affiliates

There must be an ongoing curriculum review process.

Examples of Evidence
e Description of curriculum review mechanism
e Minutes of faculty curriculum review meetings

Standard 3 - Administration

3.1

3.2

3.3

The program must be a part of an institution that is accredited by a United States
Department of Education recognized regional or national institutional accrediting
body.

Examples of Evidence

e Evidence of institutional accreditation

There must be an appropriately qualified individual designated to administer the
program.

3.2.1 The program director must be a certified para-professional within the
optometric/ophthalmic field, be an optometrist, or have other appropriate
qualifications.

3.2.2 The program director must have the authority, responsibility, and
adequate time to administer the program and to ensure the fulfillment of its
mission, goals and objectives.

Examples of Evidence
e Program director curriculum vitae
e Program director position description
e Program director’s typical weekly schedule of teaching and
administrative duties

There must be a system to evaluate the program administration.

Examples of Evidence
e Narrative of evaluation system
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3.4

3.5

e Documentation of the evaluation system

The program must comply with applicable state and federal non-discrimination
regulations.
Examples of Evidence
e Published non-discriminatory policies

The program must have a planning process which is developed and shared with
appropriate constituencies and which is periodically updated.
Examples of Evidence
Written planning process
Budgetary projections
Enroliment projections
Faculty planning

Standard 4 - Resources and Facilities

4.1

4.2

4.3

The program must have a physical facility conducive to learning and equipment
enabling it to meet its educational goals.
Examples of Evidence
e Description of physical plant including clinical/laboratory facilities and
equipment
e Planning studies and blueprints related to any proposed physical plant
expansion, contraction or renovation which might affect program
operations

The institution must provide students and faculty reasonable access to
information resources related to the profession of optometry and paraoptometric
education.
Examples of Evidence
e Narrative describing institutional informational resources and library
service

The program must have adequate financial support to achieve its mission, goals,
and objectives.

4.3.1 The program must have financial management procedures, audits and/or
controls to guarantee effective monitoring and use of its funds.
Examples of Evidence

) Narrative describing the budgetary process

. Applicable financial documents

o Budget information including but not limited to line item budget of
income and expenditures for the past and present fiscal year

. Available budget projections for the next fiscal year
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4.4  The program must have adequate support staff, services, and resources to meet
the needs of the administration, faculty, and students.
Examples of Evidence
e Narrative describing support services and resources
e Organizational chart of program personnel

4.5 There must be an advisory committee to maintain a liaison between the program
and the optometric community.
Examples of Evidence
e Advisory committee list
e Advisory committee minutes
e Narrative explaining the role of the advisory committee

4.6 Faculty of the program must have the qualifications to educate and train the
students in accordance with the mission, goals and objectives of the program.

4.6.1 Faculty of the program must have a minimum of an associate degree or
certification or licensure in a related field.

Examples of Evidence
e Curriculum vitae of program faculty
e Position description for program faculty

4.7  The number of faculty must be sufficient to meet the mission, goals and
objectives of the program.
Examples of Evidence
e Program teaching assignments for all faculty
e Description of faculty/student ratio in laboratory and clinic

4.7.1 There must be published policies and procedures for faculty recruitment,
retention, promotion, academic assignments and responsibilities, reporting
relationships, grievances, and benefits.

Examples of Evidence
e Narrative describing policies and procedures mentioned in standard
4.7.1
e Document(s) where policies and procedures mentioned in standard
4.7.1 are made available to the faculty.

4.8 There must be a faculty evaluation process that establishes goals and assesses
performance of each faculty member.
Examples of Evidence
e Narrative describing faculty evaluation process
e Copy of the evaluation instrument(s)
e Faculty/staff handbooks or union contracts that documents the
evaluation process
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4.9  Opportunities must be provided for program faculty to continue their professional
development.
Examples of Evidence
e List of faculty/staff development activities

Standard 5 — Students

5.1 There must be a recruitment process that attracts and maintains a qualified
student body.
Examples of Evidence
e Current entering class statistics
e Admissions statistics for the past five years including number of
applicants and profiles of entering class.
e Retention statistics for the past five years
e Narrative discussing recruitment plan.
e Recruitment materials.

5.2 Specific written criteria, policies and procedures must be adhered to during the
admissions process to select students who have potential for success in the
program.

5.2.1 The program must require that the accepted applicants have completed at
least high school or the equivalent.
Examples of Evidence
e Admissions policies, criteria and procedures

5.3 The program must provide student support services including academic, job
placement, and financial aid counseling.
Examples of Evidence
e Narrative or documents describing academic counseling and other
student support services.

5.4  The program must maintain an orderly, accurate, confidential, secure and
permanent system of student records.
Examples of Evidence
e Narrative or description of student records maintenance programs

5.5 The program must publish and make available to students the policies and
procedures on academic standards, grading, attendance, academic calendar,
appeals, academic standing, dismissal and reinstatement, disciplinary conduct,
due process, tuition, fees, refunds, honors, scholarship and awards, and other
related matters.

Examples of Evidence
e Copies of student policies mentioned in standard 5.5
e Document(s) where policies mentioned in standard 5.5 are published
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5.6

5.7

The program must publish and provide policies and procedures regarding student

complaints and maintain records of receiving, adjudicating and resolving such
complaints.

Examples of Evidence

e Copies of policies regarding student complaints
e Record of student complaints, if any

The program’s publications, advertising and student recruitment materials and
activities must present an accurate representation of the program.
Examples of Evidence

e Publications, written policies, advertising, websites
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