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Introduction
The National Certified Public Manager® Consortium and the American Academy of Certified Public Managers share the following vision and mission:

Vision:
World class leaders and managers for the public service.

Mission:
To promote professionalism, excellence, and quality principles in public management through:

endorsement of dynamic leadership, high ethical standards, and education, development, and training dedicated to serving the public interest

adherence to the CPM program as the ideal comprehensive management development process 

performance as a professional association/accrediting body to maintain the highest standards for management and management training.

In pursuit of this vision and mission, the purpose of the National CPM Consortium is to accredit Certified Public Manager® programs by promoting high standards, facilitating program development, encouraging innovation, and developing linkages with programs and organizations with similar concerns.  

It is important to recognize that both the CPM program managers and the Consortium site reviewers play several roles during the accreditation process, some of which may be competing:


Program managers

Documenter—providing information about the program



Facilitator—helping the reviewers



Politician—influencing the review


Accreditation reviewers



Auditor/Guardian—ensuring standards are met



Liaison—communicating findings to the Consortium

Cheerleader—supporting the CPM concept and negotiating findings that 

help the specific program

In addition, the program managers and reviewers are both teachers and learners.  Both provide information and feedback and both apply information to make decisions or change behavior.  Reviewers frequently learn best practices they take back to their own programs; program managers learn about other CPM programs, as well as about standards and expectations.

Program Manager’s Responsibilities
Preparing Program Documentation – Digital Accreditation Notebook
From the beginning, the program manager should be checking with the accreditation committee chair to determine expectations with regard to the accreditation notebook and the site visit.   Spend time making these expectations as explicit as possible so that there are no surprises.

I. Organize your materials before sending them to the review committee.

Follow the Consortium guidelines, i.e., an organized digitized binder that follows the layout of the Accreditation Review Checklist. Please address the Seven Standards outlines there; also include the completed Accreditation Review Checklist for this review.  

NOTE:  If an item on the Accreditation Review Checklist is required in the Bylaws, you must have it in your program in order to receive accreditation (e.g., hours of instruction, learning areas, etc.).  

Address the minimum requirements for accreditation (number of hours, competencies,   etc.) in the first section (narrative overview).  Provide supplementary materials in another notebook and make sure references to these materials are clear.  Contact the chair of your review committee to be sure that everything the committee will need is in your materials.


If examinations or assessments that you expect to remain confidential are included in 


your materials, please mark all such documents as:

“CONFIDENTIAL” and NOT TO BE COPIED OR DISSEMINATED.”

II. Decide what not to put in the accreditation notebook.  

Some things are too bulky or unwieldy to be included in the written report, and some things are best shared by direct presentation.  Refer to those in the written materials, indicate they will be available at the site visit, and be sure to schedule them for the site visit (e.g., records management system, full set of class materials, etc.).

Before the materials are sent to the review committee, conduct a self-evaluation.  

Ask others such as advisory board members, graduates, instructors, etc. to review the digital accreditation notebook to determine if it is complete, clearly written, and convincing.  

III. Email a copy of or online link to the notebook to each member of the accreditation review committee.

Materials should be submitted on a timely basis.  The final report must be completed and submitted to the CPM program director, the Consortium Secretary (Accreditation Committee Chair) and the Consortium Administrator No Later Than ONE month prior to the Annual Business Meeting.  The following graphic describes the shortest timeline to submit the final report of the accreditation review:







Be sure to send your accreditation review materials by traceable means to your review committee chair and members.  Please ask for confirmation of receipt.
Preparing for the Site Visit 

I. In consultation with the accreditation committee chair (or site reviewer), establish the time for the site review well in advance.  Be sure you have at least two full days for the review.  If possible, coordinate the site visit with program activities such as a class, special activity, society meeting, graduation, etc.

II. With the site reviewer, identify the key issues to examine and the key individuals and groups to meet, e.g., advisory board members, agency heads or designees, agency training directors, graduates, candidates, instructors.  Some reviewers want to talk with these groups in a particular order, so make an effort to accommodate this preference.

Prepare the individuals and groups by anticipating some of the issues or questions they can expect.  However, encourage them to be open and candid in their responses.

III. Identify which materials the reviewer will want to see, e.g., class materials, tests, projects, student records.  Be sure the materials will add to, not duplicate, the information covered in the written documentation.

IV. Create a site review schedule or agenda.  Be sure there is sufficient time to review documents and materials as well as to meet with individuals and groups.  Also include time for social activities such as a luncheon with board members or a social gathering with graduates.

V. Double-check everything.  Be sure to leave extra time in the schedule; it’s always needed.

VI. Hold a debriefing at the end of the site visit.  Ask the reviewer questions such as:    What did he/she like about the program?  What would he/she like to see improved?  What were the program’s strengths and areas for improvement?  Is there any additional information needed?

VII. PRIOR to the site visit the requesting member shall make all necessary arrangements including the processing time from receipt of expenses until payment is received with the appropriate office responsible for reimbursement of site visit travel expenses. The person conducting the site visit shall approve in writing the reimbursement procedure.  The site visit shall not be conducted until the reimbursement procedure is acceptable to the member and the person conducting the site visit.  Travel expenses are reimbursement of expenses to the person and NOT compensation.
Site Visit Follow-up

Be sure to document any additional information requested by the reviewer and respond to the follow-up needs.  If requested, review their draft report.

Site Reviewer’s Responsibilities

Preparing for the Site Review

I. Communicate with the program manager regarding your expectations for the accreditation notebook and for the site review.  Be specific about the amount of time you have available for the review.

II. In consultation with the program manager identify the dates for the site review.

III. After all committee members have received and reviewed the accreditation notebook, the committee chair should tell the program manager about any additional materials or information the committee will need to review, before, during or following the site visit.

IV. Identify the specific individuals (by titles or responsibilities) and groups with whom you would like to meet and notify the program manager.

V. In consultation with other members of the accreditation review committee, decide what you want to see in each element of the site review, e.g., what part of the records management system do you need to review?  How many examples of class materials do you want to see?  What do you need to find out from participants?  From agency representatives?  From Advisory Board members?  Be sure that your needs, concerns and questions are reflected in the site visit schedule or agenda prepared by the program manager.  (If you do not communicate your needs, do not expect to have them met!)

During the Site Review

Your host program representatives will have worked hard to prepare for your visit and review, including preparing materials and scheduling meetings.  Be sure to arrive on time and keep on schedule.  Devote yourself completely to the process.

I.
Meet with the following groups (as well as others the committee deems appropriate).  Possible discussion items include: 

A. Advisory Board Members

1. What is your role?

2. How are you contributing or adding value to the program?

3. How effective do you believe the board is?  How could it improve or add greater value?

4. How effective do you believe the program is?  How could it improve?

5. What do you hope the board will do or accomplish in the next five years?

B.
Program Managers

1. What are the program’s strengths, weaknesses, opportunities and threats (in addition to those identified in the accreditation notebook)?

2. How effective do you believe the program is?  What would you like to see happen or change in the next 5 years?

3. How do you ensure that the curriculum is current and meets participant needs?

4. Are there issues with regard to relationships with other organizations (or your own organization) which must be addressed in the near future, or in the next 5 years?

5. How does the program support the local CPM society?

C. Instructors

1. What do you see as the strengths and weaknesses of the program?

2. How well do you know the program?  Do you believe you can address general program issues with participants in your classes?

3. How effective is your relationship with the program?  Has program administration been supportive?  Have you benefited from your association with the program?

4. What part does your teaching play in the curriculum?  Do you believe your role is integrated into the curriculum and program as a whole?

5. How do you ensure that what you are teaching (and how you are teaching) is current and effective?

6. Are there areas the curriculum does not address that should be addressed?

D. Participants (initial accreditation review), Participants and Graduates, including members of the CPM society, if possible, (continuing accreditation review)

1. What is your general evaluation of the program?  What are its strengths and weaknesses?

2. What would you change in the program?  What would you not change?  What did you like best and least?

3. In what ways has the program benefited you?

4. In what ways has the program benefited your agency?

5. Does the program appropriately and adequately support the CPM society?

II.
Site reviewers are expected to review the following documents:

1. Participant and graduate records, tracking system and records security

2. Tests, assessments and other evaluations of participants

3. Projects (both general guidelines and specific projects)

4. Curriculum materials—are they up-to-date, complete, accurate, attractive?

5. Policies and procedures—are they consistent with Consortium requirements?

III. Meet with the program administrator(s) and staff before leaving the site to provide a preliminary review of findings.  Identify any continuing concerns and any additional information or documentation your team still needs.

After the Site Visit

I. Be sure to follow up on any requested information or documentation.

II. Write a draft report and submit this to the program manager for review.

III. Prepare a final report of findings and send a hard copy and an electronic copy to the CPM program director; and an electronic copy to your committee members, the vice chair of the Consortium and the Consortium administrator.

Initial vs. Continuing Accreditation

An initial accreditation review should be focused on two things:  

1)  Has the program met the minimum requirements for accreditation?  

2)  Does the program have a plan for continuing improvement?

A continuing accreditation review should certify that minimum standards continue to be met and should demonstrate that there is an emphasis on continuous improvement.  That is, merely meeting minimum standards suggests that the program is not sufficiently focused on improvement and effectiveness.

In discussions before a review, be sure to address the issues relative to the kind of review being conducted.

Annual Meeting
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12 weeks prior





6 weeks prior





8 weeks prior





Accreditation committee’s final report sent to Consortium Secretary and Administrator 





Accreditation notebook sent to accreditation committee members





Accreditation committee’s  draft report sent to program manager





Accreditation committee’s recommendation presented to Consortium at Annual Meeting for vote 





Site visit made by committee chair
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