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(State Committee action June 17, 1997)

OFFICIAL FILES

The official files of the State Committee will be maintained in the office of the State Director. General files and correspondence will be preserved on a three-year cycle. 

(State Committee action May 14, 1976; January 13, 1981; June 17, 1997; November 2008; and June 2010)
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COMPOSITION OF STATE ACCREDITATION COMMITTEE
The Washington State Accreditation Committee shall consist of four members. Three members shall be nominated to the Commission on Schools and elected by the Northwest Commission. At least two of these members shall be building-level administrators and members of the Association of Washington School Principals; and a third shall be a member of the Association of Washington School Principals if representing the State Board of Education. The building-level members who serve on the Commission on Schools shall be employed full time by member institutions of the Northwest Accreditation Commission.

The fourth member of the State Committee is the State Director and shall be appointed by the State Accreditation Committee.  

All members of the Washington State Accreditation Committee shall demonstrate a sincere interest in the activities of the Northwest Accreditation Commission and be dedicated to the improvement of education through school accreditation.

(State Committee action August 22, 1997, January 13, 1981; April 24, 1981; September 15, 1987; May 3, 1991; July 24, 1991; November, 2008; and Article V of the Bylaws of the Northwest Commission)
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DUTIES OF THE STATE COMMITTEE/COMMISSION MEMBERS
Members of the State Committee/Commission shall:

· Interpret the policies and programs of the Commission on Schools and the Commission
· Formulate policies for evaluation of reports and conduct visits to member schools
· Participate in state meetings
· Participate in the annual meetings of the Commission
· Participate in the oral report process from member schools and applications for membership
· Make recommendations to the Commission on Schools
· Assist member schools to complete the self-and visiting-team evaluation requirements
· Provide information and materials to prospective members
· Participate in visits to Advised and Warned schools and to prospective member schools as required
· Make recommendations to member schools for initiating, promoting and effecting plans for upgrading education
· Provide materials to prospective schools and encourage membership
· Elect a member of the State Committee to serve as State Chairperson
· Appoint the State Director for the State Committee
· Appoint accreditation Consultants as necessary
· Approve the state budget
(Bylaws Commission on Schools, State Committee action January 13, 1981; April 24, 1981; February 7, 1985; September 15, 1987; June 20, 1990; July 24, 1991; July 23, 1997; November 2008; and June 2010)
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DUTIES OF THE STATE CHAIRPERSON
The State Chairperson is elected by the State Committee, serves as its executive officer and is the representative of the Northwest Commission in matters affecting Washington member schools. The chairperson carries out the policies established by the State Committee.  The State Chairperson shall:

· Preside over the meetings of the State Committee
· Carry out the policies developed by the State Committee
· Preside over the meetings of the State Advisory Committee
· Sign and have delivered certificates honoring advisory committee members at the conclusion of their terms
· Sign certificates recognizing schools for the successful completion of the self-evaluation requirement
· Prepare and present the Washington state report to the Commission on Schools at the annual meeting of the Commission
· Advise annual oral report meeting review committees on matters concerning Washington member schools
· Serve on the Board of Trustees of the Commission on Schools
(State Committee action January 13, 1981; April 24, 1981; June 20, 1990; April 7, 1994; and November 2008)
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DUTIES OF THE STATE DIRECTOR
The State Director shall be appointed by and serve the State Committee. The State Director shall complete the following duties:

· Distribute and report forms and instructions to member schools and prospective new members
· Arrange and attend the State Committee and the advisory committee meetings;

· Maintain files and conduct routine correspondence
· Prepare reports for presentation to the review committees at the bi-annual meeting of the Commission
· Prepare letters to member schools reporting their accreditation classifications and deviations from standards as determined by the State Committee and the Commission on Schools
· Prepare the official accreditation summary report and submit it to the executive director of the Commission on Schools
· Manage the work of the Consultants
· Represent the state at the Commission on School Directors’ Committee and participate in all required duties as assigned by the committee chairperson
The State Director shall coordinate the self- and visiting-team evaluation process for member schools; organize workshops for steering committee members and visiting team chairs; maintain files of self-evaluation completion dates, reports and materials; present certificates to schools completing evaluation requirements and to chairs of visiting teams. The State Director may contract with state-committee-approved accreditation Consultants to provide evaluation services and to chair visiting teams. The Consultant stipend and expense rate shall be determined by the State Committee.
The State Director shall coordinate and maintain a record of the “oral report” process conducted by Consultants with member schools at least once during the six-year cycle of accreditation.

The State Director shall manage and maintain a complete record of all State Committee revenue and expenditures. The fiscal year will run from September 1 through August 31. Financial transactions will be facilitated through the Northwest Accreditation Commission accounting services.
(State Committee action October 14, 1980; January 13, 1981; September 15, 1987; June 20, 1990; May 3, 1991; July 24, 1991; April 27, 1994; July 23, 1997; November 2008;  and June 2010)
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DUTIES OF THE STATE ADVISORY COMMITTEE

Members of the State Advisory Committee are appointed by the Commission and shall: 

· Advise the State Committee on all state accreditation business
· Participate in all State Committee meetings
· Represent the State Committee members when requested at the Commission on Schools meetings as needed
DUTIES OF THE STATE CONSULTANTS

There are Accreditation Consultants for the Washington State Committee appointed by the State Committee. Their duties include:

· Complete initial visits with new applicants
· Complete three-year oral report process with schools that are due

· Provide support and leadership for schools whose six-year site visit is due
TRAVEL EXPENSES

Travel expenses for State Committee and Advisory Committee activities will be reimbursed following the guidelines of the Northwest Accreditation Commission.

(State Committee action August 22, 1975; November 2008; and June 2010)

ANNUAL UPDATE REPORT PROCESS

The annual update report forms and instructions will be mailed to the principals of member schools around the first week of September; reminders will be e-mailed to those who miss the reporting deadline.
The due date for the return of forms will be established by the Commission. The annual update reports will be screened and prepared for the annual review by the State Committee. Before November 30, the state review will be completed, accreditation status assigned by the State Committee and forms signed by the State Chairperson. The annual review will take place during the Commission’s annual meeting in December. Letters notifying schools of their accreditation status will be mailed in January. 

(State Committee action January 13, 1981; September 15, 1987; November 2008; and June 2010)

-6-
CRITERIA TO BE USED IN ASSIGNING ACCREDITATION STATUS

Member schools will be classified “approved” if they turn in an “annual update form” and pay dues by October 15 of each year.  A school will be “advised” if they fail to turn in the “annual update form” or if they fail to pay dues for one year. Any school failing to turn in the “annual update form” or failing to pay dues for two years will be “warned” or “dropped” pending the decision of the State Committee.

STEPS TO FOLLOW WHEN ORGANIZING SELF- AND VISITING-TEAM EVALUATIONS
· State Committee’s State Director/Consultant notifies schools due for self- and visiting-team evaluations.

· Principal contacts State Director/Consultant for leadership and guidance.

· State Director/Consultant provides consultation, workshop training as needed.
· Principal appoints steering committee and encourages faculty self-study.

· Principal contacts State Director/Consultant who assigns and/or approves chairperson of visiting team and date of visitation.

· Consultant, steering committee, principal, and chairperson of visiting team select members of visiting team.

· Consultant, steering committee, principal, and chairperson of visiting team plan and implement visitation.
· One copy of visiting team report is sent to State Director/Northwest Accreditation Commission and the Consultant. (Visiting team report shall include date of visitation, names of visiting team, name of steering committee chairperson and signature of visiting team chairperson.)

· State Director shall maintain records of completed evaluations.
(State Committee action January 13, 1989; June 20, 1990; July 24, 1991;  November 2008; and June 2010)

THIRD-PARTY ACCREDITATION

The State Committee shall recognize all Northwest Accreditation Commission approved third-party accrediting associations and accept their recommendations for accreditation status. The Northwest Accreditation Commission State Committee will provide a representative to their visitation activity if requested and one is available.
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PRIVATE/INDEPENDENT STAFF CERTIFICATION

In determining the certification requirements for teachers in private/independent schools, consideration will be given to the applicability of the regulations stated in RCW 28A.195.010, WAC 180.90.130 and WAC. 180.90.160.
(State Committee action March 1983)

ONLINE PROGRAMS AND PROVIDERS

The state law of Washington requires all providers and programs to be accredited by the Accreditation Commission; therefore, the State Director and assigned Consultant will work with the Digital Learning Department in fulfilling this requirement. Refer to RCW 28A.150.262.

(State Committee action November 2010)
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