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Introduction 

The material in the Accreditation Handbook for Ministry Formation Programs is intended for 
program directors and their advisory/self-study committees who are preparing for an accreditation 
site review of their ministry formation programs by the USCCB/CCA. This handbook explains the 
meaning of accreditation, presents the accreditation standards, outlines the procedures for 
conducting a self-study, provides policies and procedures for hosting a site review, and offers 
guidelines for the site review committee during and after a site review. The handbook also 
enumerates accreditation actions, policies, and procedures.  

There is no copyright on this handbook or other publications of the USCCB/CCA. Therefore, 
program directors may copy materials in this publication as needed. Program directors may request 
a computer disk of the accreditation standards found in Section 2 of this handbook from the 
USCCB/CCA office. Resources for Ministry Formation Program Directors Preparing for 
Accreditation is a manual designed to assist program directors and advisory/self-study committees 
as they prepare for accreditation. 
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Section 1: Introduction to Accreditation by the USCCB/CCA 

This first section of the Accreditation Handbook for Ministry Formation Programs introduces the 
concept of accreditation by the USCCB/CCA. Accreditation is the primary means of assuring the 
educational quality of ministry formation programs. This section briefly describes the meaning, 
scope, process, purposes, characteristics, and benefits of accreditation, as well as the nature of the 
USCCB/CCA. 

Mission Statement  
The United States Catholic Conference of Bishops Commission on Certification and Accreditation 
serves as an accrediting commission of the United States Conference of Catholic Bishops, 
establishes accreditation standards, policies, and procedures, and accredits ministry formation 
programs listed in The Official Catholic Directory that prepare people for ministry. The USCCB/CCA 
also establishes and approves certification standards and procedures for the certification of 
specialized ecclesial ministers by arch/dioceses and organizations. 

Meaning of Accreditation 
The meaning of accreditation, while it has varied over time, has always been associated with 
judgments about the quality of educational activities. Accreditation is granted by accrediting 
commission, such as the USCCB/CCA, that are entirely nongovernmental. The assessment of 
educational quality has been the work of accrediting commissions, and the most technical meaning 
of accredited is that programs or institutions have been judged according to standards. To be 
accredited according to standards means that a ministry formation program has been judged to 
have the resources appropriate to its mission; to have met the criteria of goals and objectives, 
curriculum, policy and procedures; and to have demonstrated the extent to which its goals and 
objectives are being achieved. In accrediting programs, the USCCB/CCA does not confer any legal 
or canonical status on a program or the institution sponsoring the program. 

Scope of Accreditation 
Under a mandate of the United States Conference of Catholic Bishops, the USCCB/CCA accredits 
post-secondary ministry formation programs (hereafter referred to as programs) and clinical 
pastoral education programs sponsored by arch/dioceses, centers, health care institutions, 
institutes, and universities. Institutions sponsoring programs seeking accreditation by the 
USCCB/CCA shall be listed in The Official Catholic Directory and authorized to conduct post-
secondary education. A program seeking USCCB/CCA accreditation whose sponsor is not listed in 
The Official Catholic Directory shall have the endorsement of the arch/bishop of the arch/diocese in 
which the program is located. The USCCB/CCA Directory lists the programs accredited by the 
USCCB/CCA and those preparing for accreditation. 

Process of Accreditation 
Accreditation has always been a voluntary activity by which programs hold themselves accountable 
to standards of educational quality. Accreditation by the USCCB/CCA involves a three-part process: 

1. The program director and self-study committee facilitate a self-study process that results in a 
written self-study report of their findings; 
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2. The USCCB/CCA appoints a site review committee to conduct an on-site review to evaluate 
the findings of the self-study report and program; and 

3. The USCCB/CCA reviews the site review report, program response report, independent 
reader report, and recommendation of the site review committee for the accreditation of the 
program and, in the context of compliance with standards, grants accreditation. 

Purposes of Accreditation 
Accreditation generally serves two purposes. The first is to ensure that programs function according 
to standards of educational and formational quality. Whatever the definition of quality contained in 
accreditation standards, the processes of accreditation have sought to ensure that, at the very 
least, some acceptable level of these standards is present in accredited programs. The second 
purpose of accreditation is the improvement of programs that have clearly met USCCB/CCA 
standards. Accreditation includes an ongoing process that encourages this improvement. 
Accreditation may have other purposes, such as the public recognition and status that accreditation 
brings, but these two purposes are the most essential. 

Characteristics of Accreditation 
The activities of accreditation have a variety of characteristics, and several deserve comment. 
These characteristics include the utilization of standards, policies, and procedures; engagement in 
a self-study process; creation of a self-study report; evaluation of the program by a site review 
committee; and review and granting of accreditation by the USCCB/CCA. 

Using Accreditation Standards, Policies, and Procedures 
Accreditation by the USCCB/CCA is based on “Accreditation Standards for Ministry Formation 
Programs” found in Section 2 of this handbook. 

Engaging in a Self-Study Process 
Through a self-study process, a program director and self-study committee engage in a sustained 
and serious evaluation of every aspect of their program in the context of standards. USCCB/CCA 
standards have a normative function in that they embody a definition of quality. While accreditation 
standards provide room for more than one perception of quality, they constitute normative reference 
points. A thorough self-study report concludes with an enumeration of the strengths, limitations, 
recommendations, and effectiveness of the program in light of USCCB/CCA standards as well as 
the program mission and goals in the effective preparation of participants for ministry. 

A program director and self-study committee also use a self-study report for evaluation and future 
planning for the program, which are recorded in the self-study report. The report shall be fair, 
candid, and thoughtfully informative for those sponsoring the program, the site reviewers, and the 
USCCB/CCA board of directors. Section 3 of this handbook, “Guidelines for Conducting a Self-
Study,” provides guidance for conducting a self-study. Further information may also be found in the 
publication entitled Resources for Ministry Formation Program Directors Preparing for Accreditation. 

Evaluating the Self-Study and the Program 
Accreditation involves an evaluation by a site review committee. The USCCB/CCA appoints site 
reviewers who are competent to evaluate a program, experienced in administering or teaching in a 
program, or knowledgeable in specific areas of related expertise. While possessing competence, 
knowledge, and skills, site reviewers primarily function as peer evaluators for the USCCB/CCA. 
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Their task is to review a self-study report of the program, evaluate the report and program in the 
context of USCCB/CCA standards, policies, and procedures, and prepare a site review report that 
enumerates commendations and strengths of the program, identifies program limitations, offers 
recommendations for improving the program, and gives notations for any noncompliance with 
standards. The process of accreditation thus serves the participants of the program, its sponsor, 
and the program itself. 

Evaluation of a program by a site review committee is a sensitive and serious endeavor, and 
responsible peer review is central to the process. USCCB/CCA site reviewers seek to provide an 
objective, knowledgeable evaluation in the context of a shared commitment to quality formation for 
participants. Site reviewers serve without remuneration and offer their time and expertise to the 
local Church and to the bishops of the United States as contributed service to the Church. 

Section 4 of this handbook, “Policies and Procedures for Hosting a Site Review,” provides direction 
for a program director and self-study committee preparing for and hosting site reviewers. Section 5, 
“Guidelines and Policies for a Site Review Committee,” provides guidelines for the site reviewers 
who will evaluate a program for the USCCB/CCA. Section 6 outlines the accreditation actions, 
policies, and procedures of the USCCB/CCA. 

Reviewing and Granting Accreditation 
The USCCB/CCA has the responsibility of establishing and interpreting accreditation standards and 
fairly implementing site review protocol, actions, policies, and procedures across all of its accredited 
programs in the United States. The articles of incorporation and bylaws of the USCCB/CCA give full 
authority to the board of directors to establish accreditation standards and to make all accreditation 
actions, subject only to the formally adopted process of appeals found in Section 6, “Accreditation 
Actions, Policies, and Procedures.” The USCCB/CCA relies on the information received through 
site review reports, recommendations of site review committees, and program response reports in 
reaching accreditation actions. No other entity has influence on accreditation actions made by the 
USCCB/CCA.  

Benefits of Accreditation 
The accreditation process enables a program director and self-study committee to evaluate a 
program for standards of quality formation and training. Recommendations that result from this 
review will eventually benefit the program. These benefits, however, are experienced in different 
ways by different programs, the participants, and the members of the communities served. The 
benefits of accreditation come from participating in the accreditation process, thus ensuring that the 
program operates with high-quality standards. 

Benefits to a Ministry Formation Program 
The primary benefit to a program is the impetus toward improvement. Improvement may occur as a 
consequence of many factors: the efforts of a program director to meet accreditation standards; the 
assistance provided through the evaluation of site reviewers; the decisions reached about the 
program’s strengths, limitations, recommendations, and notations; and the need to address areas 
requiring development reflected in the actions of the USCCB/CCA. Many programs, for example, 
complete their self-study and perceive that the process itself resulted in significant improvements to 
the program, quite apart from the findings of the site review committee or the actions of the 
USCCB/CCA. Other programs have noted that evaluations of site reviewers or actions by the 
USCCB/CCA have provided an impetus for improvement by helping a program focus on, and give 
priority to, issues of concern, or by providing an external requirement to address areas that the 
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program director and self-study committee knew they needed to address but were kept from 
addressing by internal conditions.  

Benefits to Participants 
Participants have the assurance that a program meets accreditation standards. Participants also 
benefit from an accreditation process that ensures the academic and professional integrity of a 
program. Participants are assured that their formation exposes them to the disciplines and practices 
recognized as important for the formation of those called and prepared as ministers for the Church, 
as well as for family life and the transformation of the world. 

Benefits to a Program Director 
Accreditation serves a program director, particularly as it supports appropriate and fair patterns of 
administration and evaluation. Accreditation offers an external pattern of review that can help a 
program director understand what a program does well or where a program needs to be improved. 
Another benefit is the exposure accreditation provides for patterns of sound administrative 
practices. The USCCB/CCA has developed its standards over time, as program directors have 
struggled with difficulties, observed their successes, and learned from their experience. 
USCCB/CCA standards thus reflect accrued wisdom about goals and objectives, curriculum, 
procedures, and practices necessary for the high-quality ministry formation of participants. 

Benefits to Instructional Faculty 
Accreditation assists an instructional faculty in understanding the program in which they teach, 
especially through the work that accreditation requires for the self-study process and the writing of 
the self-study report. The USCCB/CCA supports the central role of an instructional faculty in 
ministry formation. Faculty members have the opportunity to be professional role models for 
participants and, as such, to play an important part in their formation. 

Benefits to the Church and Local Communities 
Accreditation benefits the Church as participants are aided in understanding the uniqueness of their 
baptism and vocation, assisted in responding to these gifts, and offered an opportunity for being 
supervised in ministry. The sponsor of a program and community members are assured that an 
accredited program is serving the Church and local communities competently through the services 
offered by the ministry of participants during and after completing the program. An external review 
of a program helps a sponsor understand how other professionals judge the quality of the program. 
A sponsor of a program also benefits from accreditation reviews because reviews provide careful 
attention to mission; offer an external, independent judgment about the program’s strengths and 
limitations; offer recommendations and commendations; and encourage wise use of resources. 
These forms of accountability assure a sponsor of a program that participants are engaged in 
appropriate ministry and that these activities conform to normative expectations of high-quality 
ministry formation. Accreditation also benefits the wider public as participants provide service within 
their local communities.  

Because accreditation by the USCCB/CCA seeks to benefit both programs and participants, it 
cannot serve as the special advocate on behalf of any one of these beneficiaries. The primary focus 
of accreditation is the common good. Programs exist for the formation and development of 
participants so that they are informed and empowered to assist in the mission of the Church in their 
local communities and in society as a whole. 
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Nature of the USCCB/CCA 

Appointment to the Board of Directors 
The USCCB/CCA board of directors consists of nine or more directors, two of whom serve as public 
representatives. Candidates for the board of directors are sought from directors of accredited 
programs, the organizations and arch/diocesan departments whose certification standards and 
procedures are approved by the USCCB/CCA, accreditation site reviewers, or those whose skills 
and expertise have enabled them to contribute to the formation of ministers for the Church. Public 
representatives are those who are unrelated to accredited programs in employee, instructional 
faculty, or participant capacities. Candidates are endorsed by the arch/bishop of the arch/diocese in 
which they reside or their congregational superior. Candidates nominated to the board by the 
USCCB/CCA are appointed by the president of the United States Conference of Catholic Bishops 
for a term of three years, renewable once. The president of the United States Conference of 
Catholic Bishops also appoints an episcopal liaison to the USCCB/CCA board of directors. 

Activities of the USCCB/CCA 
Formal meetings of the USCCB/CCA occur in the spring and fall for the work of accrediting 
programs and approving certification standards and procedures. As an accrediting commission, the 
USCCB/CCA establishes, reviews, interprets, revises, publishes, and fairly implements 
accreditation standards and protocol across all of its accredited programs in the United States. The 
USCCB/CCA appoints members of site review committees. The USCCB/CCA also approves the 
certification standards and procedures of organizations and arch/diocesan offices for certifying 
specialized ecclesial ministers. 

Activities of the USCCB/CCA Staff 
The executive director, director of certification, and secretary serve on behalf of the USCCB/CCA 
board of directors and support its mission. The executive director provides consultation and 
seminars to program directors and self-study/advisory committees on accreditation standards, 
policies, and procedures; participates in site reviews for initial accreditation; provides training for 
new USCCB/CCA directors and site reviewers; prepares for USCCB/CCA meetings; maintains 
records and schedules; and supervises the work of the national office. The director of certification 
provides consultation and seminars to executive directors of national organizations and directors of 
arch/diocesan offices preparing for or maintaining USCCB/CCA-approval of certification standards 
and procedures, participates in certification site reviews, and maintains records and schedules 
relating to approval of certification standards and procedures. 
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Section 2: Accreditation Standards for Ministry Formation Programs 
The working definitions of the terms listed in the Glossary at the end of this handbook  
 (G-1 −G-13) are to be used in conjunction with the accreditation standards listed in this section. 

Standard One: Mission Statement 
The mission statement of a ministry formation program shall reflect the perspectives of 
the USCCB document Co-Workers in the Vineyard of the Lord.  

1.1 The mission statement shall have a theological foundation that reflects a Catholic identity to the 
program, the perspectives found in the documents of Vatican II and related post-conciliar 
documents. 

1.2 The mission statement shall be reviewed annually by all those involved in the program. 

1.3 The mission statement shall be formally approved and promulgated. 

Standard Two: Goals and Objectives 
The goals and objectives of a ministry formation program shall be based on the human, 
spiritual, intellectual and pastoral perspectives of the USCCB document Co-Workers in 
the Vineyard of the Lord and be appropriate to the years and specializations of the 
program.  

2.1 The goals and objectives shall include the human formation of participants. 

2.2 The goals and objectives shall include the spiritual formation of participants. 

2.3 The goals and objectives shall include the intellectual formation of participants. 

2.4 The goals and objectives shall include the pastoral formation of participants. 

Standard Three: Curriculum 
The curriculum and components of a ministry formation program shall be based on the 
mission statement and the goals and objectives of the program, the ministerial needs of 
the local Church and include the integration of all the elements of formation: human, 
intellectual, spiritual, and pastoral elements with the consistent practice of theological 
reflection, the development of skills for ministry and a supervised ministry practicum. 

3.1 The curriculum, as appropriate to the years and specializations of the program, shall include the 
following elements: 

3.1 Required readings of the documents of Vatican II and related post-conciliar documents; 

3.2 Systematic/foundational theology; 

3.3 Scripture; 

3.4 Christology; 

3.5 Ecclesiology; 

3.6 Church history; 
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3.7 Sacramental theology; 

3.8 Liturgy; 

3.9 Pastoral theology; 

3.10 Moral theology and justice teachings of the Church; 

3.11 The spiritual traditions of the Church; 

3.12 Canon law; 

3.13 Ecumenism and interreligious practices; and 

3.14 Theological, cultural, and justice issues that emerge in ministry. 

3.2 The curriculum shall include additional components such as workshops, lectures from guest 
speakers, days of reflection, retreat days, opportunities for spiritual direction, social events, etc. 
outside of regularly scheduled class sessions. 

3.3 The curriculum shall include assigned readings from current publications. 

3.4 The curriculum shall provide regular opportunities for participants to learn and to practice the art of 
theological reflection throughout all the formation offerings; 

3.5 The curriculum shall provide opportunities for participants to learn about and to practice ministerial 
skills and activities that include the skills listed in the Glossary of this handbook. 

3.6 The curriculum shall provide participants with an experience of a supervised ministry practicum that 
includes the elements listed in the Glossary of this handbook. 

 

Standard Four: Methodology 

The methodology utilized by instructional faculty of a ministry formation program shall be 
based on the principles of adult learning. 

4.1 The instructional faculty shall receive instruction on the principles of adult learning methodology that 
they will be expected to incorporate in their presentations to participants.  

4.2 The instructional staff shall be evaluated by the program director or designee and participants in 
incorporating the principles of adult learning as defined in the Glossary in this handbook.  

4.3 The instructional staff shall be provided with materials on principles of adult learning in the program 
resource library. 

Standard Five: Participants 
Participants shall be the highest priority of all those involved in a ministry formation 
program. 

5.1 Participants shall not be discriminated against for acceptance into the program because of race, 
gender, age, national or ethnic origin, or physical disability. 

5.2 Participants shall be assured that application forms, interviews, procedures for acceptance and 
dismissal from the program, and evaluations for continuing in the program are confidential and 
adhere to established criteria. 

5.3 Participants shall be provided opportunities for evaluating their attainment of program goals and 
objectives. 
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5.4 Participant’s achievement of the program goals and objectives shall be obtained from self-
assessment instruments, attendance and active participation in program events, observations and 
evaluations by the program director, instructional faculty, supervisors and mentors and exit 
interviews after completing the program. 

5.5 Participants shall receive a Participant Handbook that includes information about the program such 
as the listing contained in the Glossary of this handbook. 

Standard Six: Program Director 
The program director of a ministry formation program shall be responsible for all 
components of accreditation such as publishing and maintaining accreditation 
standards, policies, and procedures, and working collaboratively in the growth and 
development of the program with an advisory committee, instructional faculty, 
supervisors, mentors, and related department directors of the arch/diocese and 
academic institutions in the (arch)diocese. 

6.1 The program director shall facilitate the accreditation self-study process with an evaluation of the 
self-study process and the writing of a self-study report for initial and reaffirmation of accreditation 
of the program. 

6.2  The program director shall establish an active advisory committee for the program that includes the 
diversity described in the Glossary of this handbook. 

6.3 The program director shall schedule regular advisory committee meetings with agendas that 
include reviews of the following areas: 

6.3.1 Accreditation standards, policies, procedures, and, if pertinent, the progress toward 
addressing the recommendations of the initial and following accreditation site reviews; 

6.3.2 Evaluations of participants’ learning, skill development, competencies, and success in 
achieving goals and objectives; 

6.3.3 Strategies to maintain the quality of applicants admitted to the program and the 
development of plans to maintain and enhance the overall quality and diversity of the 
participant population; 

6.3.4 Surveys designed for program graduates and a review of the results of the survey; 

6.3.5 Reviews of the content reports, such as accreditation self-study reports, program response 
reports to the accreditation site review reports, and annual reports to the USCCB 
Commission; 

6.3.6 Reviews of publications such as handbooks, brochures, and publications of required 
readings by participants, etc.; and 

6.3.7 Reviews of program expenditures and budgets. 

6.4 The program director shall initiate collaborative efforts with appropriate directors of the arch/diocese 
or sponsoring institution and academic institutions in the (arch)diocese regarding the growth and 
development of the program. 

6.5 The program director shall provide participants and instructional faculty with an orientation meeting 
to the program. 

6.6 The program director shall supervise all aspects of administering the office of the program including 
the maintenance of files listed in the Glossary of this handbook. 
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6.7 The program director shall have printed on program brochures, handbooks and the program web 
page for the program a notification that the ministry formation program is accredited by the United 
States Conference of Catholic Bishops Commission on Certification and Accreditation, 3211 South 
Lake Drive, Suite 317, St. Francis, WI 53235-3702 (414-486-0139; www.usccbcca.org). 

Standard Seven: Instructional Faculty 
The instructional faculty who are selected for a ministry formation program shall meet 
established criteria, by those whose teaching objectives are consistent with the program 
mission and goals and objectives, who possess the ability to incorporate the principles 
and methodology of adult learning into their instruction, and whose background and 
experience enable them to participate in the evaluation and development of the program.  

7.1 The instructional faculty shall meet established criteria such as academic preparation, ministerial 
experience, and diversity as described in the Glossary of this handbook. 

7.2 Instructional faculty shall receive an Instructional Handbook that includes pertinent information 
about the program found in the Glossary of this handbook. 

7.3 The instructional faculty shall be evaluated in writing after their course presentation is completed by 
participants. 

7.4 The instructional faculty shall be observed in their presentations by the program director or 
designated person who provides the faculty member with an opportunity to respond to their 
evaluations by participants and the program director or designee.  

7.5 The instructional faculty shall meet formally at least annually as a body with the program director or 
designee to evaluate the program. 

Standard Eight: Resources 
The resources for a ministry formation program shall be adequate for the stability, 
quality, purpose, scope, and number of participants in the program. 

8.1 The resources shall be financially adequate to support the mission, the goals and objectives, and 
components of the program. 

8.2 The resources shall be budgeted, expenditures reviewed, and structures of fiscal management 
monitored by the advisory committee. 

8.3  The resources of the budget for the program shall include an estimated financial amount for the 
contributions of volunteers, committee members, and instructional faculty.  

8.4 The resources shall include adequate office space and equipment for those administering the 
program. 

 
8.5 The resources shall be reviewed regularly by the program director and advisory committee to 

ensure the presence of the following elements: 

8.5.1 The hired and volunteer staff that is needed for the program that is consistent with its size 
and complexity; 

8.5.2 The environment and facilities where participants meet that is conducive to their formation; 

8.5.3 The instructional aides that support the formation experience for participants and 
instructional faculty and their availability; and 
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8.5.4 The appropriate technological equipment, supplies, publications, etc., that are needed for 
the program and its development. 
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Section 3: Guidelines for Conducting a Self-Study 

Through the process of self-study, the program director and self-study committee review their 
program through the normative perspective of USCCB/CCA accreditation standards. The self-study 
process is the primary activity by which the program director prepares for an accreditation site 
review for initial accreditation or reaffirmation of accreditation by the USCCB/CCA. To review the 
program, the program director and self-study committee engage in the primary activities of analysis, 
evaluation, and program improvement. The process of self-study results in a self-study report that 
should benefit the program and its participants, the members of the community served through the 
participants’ practice of supervised ministry, and the USCCB/CCA. 

This section of the handbook provides guidance to the program director and self-study committee 
undertaking a self-study in terms of: 

1. The role of the program director and self-study committee; 

2. The purposes of the self-study;  

3. Procedures for conducting the self-study; 

4. The purposes of the self-study report; 

5. The expectations of the USCCB/CCA regarding the self-study report;  

6. The process for reviewing and approving the self-study report; and 

7. Distribution of the self-study report and related material. 

Role of the Program Director and Self-Study Committee 
The program director facilitates the work of the self-study committee, which is representative of all 
or most of the diverse constituencies that compose the program and the community served by the 
arch/diocese or sponsoring institution: current and former participants, instructional faculty, 
representatives from within the arch/diocese or sponsoring institution, and resource people from the 
community at large. Both the program director and the self-study committee guide the self-study by 
overseeing the self-study process and the development of a coherent self-study report. The 
program director provides the overall leadership and coordination for the self-study review of all 
components of the program, and typically chairs the self-study committee. 

The responsibilities of the program director and self-study committee include: 

1. Initiating the self-study process by developing a timeline for completion, organizing 
subcommittees, developing task assignments, and determining the overall schedule of when 
tasks need to be completed; 

2. Guiding the work of the self-study through activities such as monitoring the progress of the 
subcommittees, if any are used, providing support for their work as appropriate to the task, 
mediating questions of overlapping issues among subcommittees, and developing editorial 
guidelines for the drafts of subcommittee reports; 

3. Guiding the accreditation process with care to ensure that the process approaches an 
evaluation through the perspective of the USCCB/CCA accreditation standards. If the program 
director is requesting reaffirmation of accreditation, the self-study committee also reviews the 
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past accreditation history of the program to ensure that the recommendations and concerns 
raised in previous site reviews are addressed in the current self-study; 

4. Developing and overseeing the review, revision, and approval of the findings of the self-study 
report, including the procedure for reviewing drafts of subcommittee reports; 

5. Facilitating the process whereby constituencies of the arch/diocese or sponsoring institution 
participate in aspects of the self-study process and can react to the evaluation, proposals, and 
recommendations generated by the self-study report; 

6. Obtaining institutional support from the sponsor of the program for the final self-study report, 
including the review or approval of the report’s recommendations, prior to submission to the 
USCCB/CCA; and obtaining support for the review of the self-study report by appropriate 
bodies, such as the program’s advisory committee, unless members are also members of the 
self-study committee. Dates of the final review of the self-study report are noted in the report; 
and 

7. Assisting with the development of plans for follow-up of the self-study recommendations in 
terms of priority and timeline for implementation. 

Purposes of the Self-Study 
The self-study serves many purposes. Generally, the program director and self-study committee 
need to be attentive to the three general purposes of the self-study: 

1. Evaluating the compliance of the program with standards; 

2. Planning ways to improve the program; and 

3. Writing the self-study report, which enumerates the findings of the self-study process and 
outlines timelines for program improvement. 

Evaluating the Program 
Evaluating the effectiveness of the program according to USCCB/CCA standards shall have a 
central place in both the self-study process and the self-study report. The program director 
facilitates the self-study report in the following ways: 

1. By identifying the mission and desired goals and objectives for participants that are consistent 
with the arch/diocese or sponsoring institution, USCCB/CCA standards, and the type of 
program offered; 

2. By gathering information from a variety of sources related to the mission and desired goals 
and objectives; 

3. By evaluating the curriculum, activities, resources, instructional faculty, participant mentors, 
program policies, procedures, and publications based on this information; and 

4. By revising the mission, goals and objectives, curriculum, activities, resources, instructional 
faculty, participant mentors, program policies, procedures, and publications based on this 
evaluation. 

3-2 Accreditation Handbook for Ministry Formation Programs March 2003 



 

Reviewing the Program Mission and the Goals and Objectives 
The self-study process is an appropriate time to review the program mission and the goals and 
objectives in areas addressed by USCCB/CCA standards. In many programs, substantive 
discussions should occur in the self-study committee about the value of the present mission 
statement, present goals and objectives, the ways in which publications evidence the program’s 
mission and its goals and objectives, and the need for revision and change. Thorough evaluation 
involves analyzing information about the mission and the goals and objectives so that value 
judgments can be made about the merit, integrity, and appropriateness of the curriculum, policies, 
and practices. Because evaluation is a central feature of the self-study process, it is described in 
this section and in Section 5, “Guidelines and Policies for a Site Review Committee.”  

The identification of the mission and the goals and objectives involves two evaluative tasks: 

1. To ask normative questions: Are the program goals and objectives based on the USCCB/CCA 
goals and objectives? Where are the goals and objectives evidenced in this program? How is 
curriculum designed from these goals and objectives? These questions are necessary, but 
answering them is not sufficient for the self-study report. The program director and self-study 
committee shall also evaluate the mission, goals and objectives, and curriculum in light of the 
program within its sponsoring institution and the needs of the local Church. 

2. To ask a contextual question: Are these goals and objectives the appropriate ones for this 
program in light of the mission of the arch/diocese or sponsoring institution at this particular 
point in history and the history of the Church, and in the context of the issues confronting the 
communities served by participants in the program? 

Gathering Information 
Once the goals and objectives are properly affirmed or revised, the program director and self-study 
committee shall identify the kind of information needed in order to evaluate the attainment of these 
goals and objectives. The review shall involve such questions as: Has the needed information been 
obtained from participants, instructional faculty, supervisors, and mentors of participants? Is the 
information collated in such a way that it can be evaluated? How can the information that is learned 
be used effectively for the self-study process? Typically, the primary means of obtaining information 
about a program is a review of participant and program evaluations and surveys received from 
former participants and mentors.  

Conducting the Self-Study Process 
An effective self-study process reflects appropriate decisions by the program director and self-study 
committee as to how the self-study is to be conducted. Conducting the self-study process involves 
the development of the following organizational structures: identifying a self-study committee and 
key roles to be filled by individuals, coordinating subcommittees, establishing a timetable, 
determining a process of review and approval needed for reviewing a final self-study report, and 
evaluating the self-study process. 

Developing Organizational Structures  
No one design is the correct one for structuring a self-study. Any organization of a self-study 
process that accomplishes the work effectively and enables the program director and self-study 
committee to meet the purposes of the self-study described above is appropriate and acceptable. 
However the process is structured, the self-study shall evaluate the program in terms of each of the 
USCCB/CCA standards. 
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Identifying the Key Roles of the Self-Study Committee 
The program director provides the overall leadership and coordination for the self-study process 
and typically chairs the self-study committee. Both the program director and the self-study 
committee guide the self-study process by overseeing it to the development and writing of a 
coherent self-study report. In some cases, the program director may write original drafts of the self-
study report, which the self-study committee reviews and revises. In other instances, a 
subcommittee may write portions of the report, which the self-study committee reviews and edits. 
Normally, it is the program director and self-study committee who accomplish the work and writing 
of the self-study report.  

Coordinating Subcommittees 
The number of subcommittees depends both on the design of the self-study and on the size and 
complexity of the program and the arch/diocese or sponsoring institution. The program director and 
self-study committee need to decide if self-study assignments should be added to the mandates of 
existing subcommittees, or if special subcommittees need to be established.  

Establishing the Timetable 
The entire self-study normally takes nine to twelve months, depending on the complexity of the 
program, the number of subcommittees, and the degree of secretarial assistance for the self-study 
process and report. Time is needed to design the self-study process, establish necessary 
committees and subcommittees, engage in research, reflect on findings, produce unified and 
comprehensive reports, and edit, copy, and submit the final self-study report to appropriate bodies 
for review and approval. Depending on the resources available to a program, the entire process 
may be completed in less than nine months, and various subcommittees may be engaged for only 
part of that time. 

The program director develops schedules to fit the needs and work patterns of those in the 
arch/diocese or sponsoring institution. Schedules shall provide adequate time to conduct the self-
study in the context of the other work of the arch/diocese or institution. The program director and 
self-study committee shall design the self-study process to fit the Site Review Protocol and Process 
timelines for submitting the self-study report to the USCCB/CCA office and to the site reviewers. 
The Site Review Protocol and Process will state the date by which the self-study report is to be sent 
to the USCCB/CCA office, that is, 60 workdays before the site review for initial accreditation, or 30 
workdays before subsequent site reviews for reaffirmation of accreditation.  

Timelines are always established from the date the program director has requested for the site 
review. If the self-study report is inadequate for the site review, or if the USCCB/CCA office has not 
received it by the date designated in the Site Review Protocol and Process, the USCCBCCA 
executive director communicates this to the program director, who selects another date for the site 
review after further work is accomplished on the self-study. 

Evaluating the Self-Study Process 
While evaluation of the program is central to the work of the self-study process, the USCCB/CCA 
also requires that the program director and self-study committee evaluate their process of self-
study. If the work of the self-study will be completed by subcommittees that have been assigned to 
work in specific areas, it is essential that each subcommittee understand the relationship of its work 
to the self-study as a whole, and be informed about the overarching evaluative approach to be 
employed in each area of the self-study.  
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Working from a specific assignment prepared by the self-study committee, subcommittees are 
responsible for evaluating those aspects of the program related to the standards assigned to them 
and for evaluating the process by which conclusions are reached. The self-study does this in the 
following ways: 

1. By reviewing goals or purposes related to its areas of study; 

2. By identifying data that can inform evaluation,  

3. By evaluating the extent to which the program is accomplishing its goals and purposes with 
regard to subcommittees’ particular areas of study; and  

4. By developing recommendations regarding revision of the mission, goals and objectives, 
curriculum, policies, procedures, and guidelines related to what exists, or the development of 
more effective patterns of ongoing information gathering. 

Requesting a Date for the Accreditation Site Review 
It is USCCB/CCA policy that site reviews for initial accreditation shall not be held concurrently with 
another accrediting commission. For an initial accreditation site review or a site review to conclude 
the five-year period of initial accreditation, the program director requests an application form from 
the USCCB/CCA office for a site review once the date is determined for the completion of the self-
study report. The site review to complete initial accreditation may not be held until twelve months 
have elapsed following the site review for initial accreditation. On the application form for a site 
review, the program director is asked to state a preferred and an alternate date for the site review. 
Requests for possible dates shall allow at least one year for the USCCB/CCA to seek possible site 
reviewers for the program. Once the dates for the site review are established, the program director 
will receive a Site Review Protocol and Process from the USCCB/CCA office, which will outline the 
date by which the self-study report is to be received by the site reviewers and the USCCB/CCA 
office. 

The Seven-Year Accreditation Site Review Cycle 
After the site review that ends initial accreditation, accreditation reviews are scheduled every seven 
years. The USCCB/CCA staff sends the program director an application form for a site review 
approximately six months before the year that the program is scheduled for its seven-year site 
review. The program director shall return the application form at least one year before the preferred 
and alternate dates for the site review indicated on the application form. The USCCB/CCA staff 
sends the program director the names of prospective site reviewers to see if their presence on the 
site review committee presents a conflict of interest. 

Purposes of the Self-Study Report  

Reporting the Findings of the Self-Study Process 
The self-study report is the written account of the evaluation and assessment of the self-study 
process, including its design, and the findings, conclusions, recommendations, and limitations that 
emerged. Like the process of the self-study, the report has several purposes.  

The report demonstrates the ability of the program director and self-study committee to analyze the 
effectiveness of the program and to develop plans for improvement. The report also provides 
evidence of the ways in which the program is functioning that are consistent with the USCCB/CCA 
standards. Finally, the report provides the basis for the accreditation site review by the site review 
committee and the accrediting action made by the USCCB/CCA.  
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The USCCB/CCA expects the self-study report to conform to some general guidelines and to be 
submitted by the date designated in the Site Review Protocol and Process. The report shall 
demonstrate throughout an awareness of the accreditation process, the issues that the site review 
committee examined in their review of the program, and the capacity to be objective and honest in 
their self-evaluation. 

Preparing the Report for External Reviewers 
Although the self-study report serves several internal purposes, it is also prepared for external 
reviewers: the reviewing body of the sponsoring arch/diocese or institution, the USCCB/CCA site 
review committee, an independent reader, and the USCCB/CCA board of directors. The self-study 
report is the primary means by which the program director and self-study committee present the 
program for a site review. The final self-study report shall provide readers with a clear description 
and evaluation of the ways in which the program director and self-study committee organized 
appropriate information, reviewed evaluations and survey results, went about their evaluation based 
on that information, and used the findings of their evaluative efforts in program planning. 

Using the Self-Study Process to Improve the Program 
As a result of information received through the self-study process, the program director and self-
study committee plan to change the program in order to improve it. This process involves making 
decisions about what new activities shall be undertaken, what activities shall be abandoned in order 
to apply better use of resources to other activities, what must be accomplished in the near future, 
and what shall be postponed. Good planning can ensure fairness and equity in the application of 
procedures and resources across the range of agreed-upon activities, and it can direct sustainable 
patterns of improvement. The self-study process, because it requires a comprehensive evaluation, 
provides an occasion for the program director and self-study committee to plan for new courses of 
action. 

Evaluation and planning, of course, are activities that the program director and advisory committee 
pursue on an ongoing basis. The program director does not introduce these activities only every 
seven years when the program and self-study are reviewed with an accreditation site review. The 
self-study process brings both the program evaluation and planning into focus. A good self-study 
report describes the results of the evaluation and the implementation of decisions based on these 
evaluations through a comprehensive plan for improvement. The self-study process and self-study 
report require thoughtful and broad-based work if they are to accomplish these purposes. 

Expectations of the USCCB/CCA Regarding the Self-Study Report 
The USCCB/CCA expects the program director to submit a report with the following characteristics: 

Organizational Structure 
The report shall have a coherent pattern of organization that clearly relates materials to the 
USCCB/CCA standards found in Section 2 of this handbook. A typical self-study report to the 
USCCB/CCA is organized around these standards. While the program director is crucial to the 
success of the self-study, an editor is equally important to the success of the final publication of the 
self-study report. 

Appropriate Length 
The report shall be as comprehensive as necessary but as brief as possible. Normally, a self-study 
report is 100 pages. An overly lengthy report complicates the evaluation of the review committee 
and sometimes indicates that the program director and self-study committee have been unwilling or 
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unable to identify clearly the strengths, limitations, or most crucial elements of the self-study 
process, that is, recommendations for improving the program. The report shall not repeat material 
that is available to reviewers elsewhere, especially descriptive material that may be found in the 
participant handbook and the instructional faculty handbook. These sources shall be clearly 
referenced so that the site review committee can find pertinent material quickly. 

General Format 
The USCCB/CCA requires that the self-study report follow a general format with three common 
elements: an introduction, an evaluation of program components, and a concluding summary. The 
accreditation process and the multiple audiences for which the self-study report is prepared make 
these common elements of the self-study report essential. The better the site review committee 
becomes informed, from the introductory chapter of the self-study report as it describes the 
program, its uniqueness, and the community served by the arch/diocese or sponsoring institution, 
the better the committee will be able to evaluate the program in terms of its own mission, its goals 
and objectives, and the community that the participants serve. 

1. Introduction. The self-study shall have a general introduction that provides the following 
information: 

a. A brief history of the arch/diocese or institution sponsoring the program; 

b. A brief history of the program and its administration since its founding; 

c. A brief description of how the activities of the program are structured; 

d. A description of the levels of the program;  

e. If the program is seeking reaffirmation of accreditation, a description of the program’s 
accreditation history, which includes information on how the recommendations from 
previous site reviews have been implemented and the major changes or developments 
in the program since the last accreditation site review; 

f. An overview of the design and process of the self-study, including the self-study 
committee and subcommittee structures, and efforts to gain broad participation in the 
self-review process;  

g. A description of the process of the self-study, the issues that were examined during the 
review, and the contributing roles of the program director, self-study committee, 
subcommittees, editor, and reviewing or approving bodies; 

h. Special features of the self-study that will help the reading of reports by the site review 
committee and the USCCB/CCA; and 

i. A statement of the accreditation sought, either initial accreditation or reaffirmation of 
accreditation. 

2. Evaluation of Program Components. The program director and self-study committee shall give 
prominence to describing the compliance of the program with the USCCB standards found in 
Section 2. In addition to describing compliance with each standard, the self-study report 
enumerates the strengths, limitations, and recommendations indicated by the review of the 
standard. A report that is only descriptive is inadequate because reviewers will find it difficult 
to prepare for the site review, and the USCCB/CCA will not have a context in which to 
interpret the site review report. The self-study report needs to demonstrate activities that 
constitute, in part, the basis for granting accreditation. 
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3. Summary of Self-Study Results. The self-study report shall have a conclusion in which the 
following information is enumerated: 

a. The strengths of the program that will be sustained as the program grows and develops;  

b. The limitations of the program on which efforts toward improvement will be concentrated 
over time;  

c. The recommendations that will be implemented according to priority, with a specified 
time frame; 

d. The areas where the self-study process indicated that the program does not meet the 
accreditation standards of the USCCB/CCA; and 

e. An evaluation of the self-study process. 

Appendixes for Supporting Data and Supplementary Materials 
Supporting data crucial to understanding program issues—including the effective use of appropriate 
tables and figures and longer or more complex summaries of data, such as statistics, library data, 
survey results, and summaries of other studies—shall be included in appendixes at the end of 
appropriate sections. Resources for Ministry Formation Program Directors Preparing for 
Accreditation provides a list of materials to be included in an appendix following descriptions of the 
program’s compliance with each standard. 

Editing the Self-Study Report 
The editor of the self-study report brings the various subcommittee reports, background materials, 
and appendixes into one coherent self-study report; edits the report so that it is consistent in 
language, spelling, and grammar; and makes sure that pages to which readers are referred in 
handbooks and appendixes are accurate. The self-study report and handbooks shall have a table of 
contents. The text and appendixes shall be paginated consecutively, that is, the sections and their 
accompanying appendixes are numbered straight through the report, from page 1 until the end. The 
report shall be spiral bound with plastic binding for ease of handling and mailing. 

Review and Approval of the Self-Study Report  
The findings of the self-study report shall be reviewed and approved by those appropriate to the 
arch/diocese or sponsoring institution: the self-study committee, the advisory committee, and the 
arch/bishop or president of the sponsoring institution. The recommendations of the self-study report 
can be helpful in the context of strategic planning for the program or institution.  

Those reviewing the self-study report shall be familiar with its findings and recommendations, and, 
to the extent possible, the recommendations shall have a wide base of support. When an approving 
body does take formal action to receive a self-study report, it is with the understanding that receipt 
or endorsement reflects a general agreement with the evaluations and recommendations of the 
report. Approval of the self-study report shall not be taken, however, as authorization to implement 
the recommendations contained in the report or to indicate that approving bodies are in full 
agreement with every point found in the report. The program director shall seek authorization 
through the appropriate channels established by the arch/diocese or sponsoring institution for 
implementing the recommendations of the self-study report.  
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Distribution of the Self-Study Report and Related Material 
The program director shall send copies of the self-study report, handbooks, and current program 
promotional material to the USCCB/CCA office and members of the site review committee by the 
date specified in the Site Review Protocol and Process. 

For Initial Accreditation 
For initial accreditation, the program director shall send three copies of the above documents to the 
USCCB/CCA office no later than 60 workdays prior to the scheduled site review. One copy is for the 
USCCB/CCA archives. A second copy is for an independent reader. A third copy is for the 
USCCB/CCA executive director, who is a member of the site review committee. After the chair of 
the site review committee and the USCCB/CCA executive director have approved the self-study, 
the program director shall send a copy to each member of the site review committee. 

For Concluding the Period of Initial Accreditation 
When a site review is held within the five-year period of initial accreditation, the program director 
and advisory committee do not need to facilitate a new self-study process and write a new self-
study report. When the site review is held after the five-year period of initial accreditation, the 
program director and advisory committee shall facilitate a new self-study process and write a new 
self-study report. 

For Reaffirmation of Accreditation 
For reaffirmation of accreditation, the program director shall send two copies of the above 
documents to the USCCB/CCA office and members of the site review committee no later than 30 
workdays before the scheduled site review. 

Additional Materials for the Site Review 
The program director gathers supplemental reference materials for use and review by the site 
review committee during the site review. The site review committee will need to review the following 
files: copies of minutes of the advisory committee since the last accreditation review, copies of 
signed agreements for participants to minister on ministerial sites, USCCB/CCA annual reports, 
current program-planning documents, résumés of instructional faculty, samples of learning 
contracts, reading materials required of participants, photo and award displays, etc. The program 
director shall see that these materials are available for review by the site review committee. 

Preparation of Materials Submitted to Conclude Initial Accreditation 
The program director shall facilitate a new self-study process with the self-study or advisory 
committee during the fourth year after the site review for initial accreditation. The program 
director shall send two copies of all documentation required for a site review to the 
USCCB/CCA office and copies to each member of the site review committee.  

Incomplete Self-Study Report 
The USCCB/CCA executive director will advise the program director that the site review needs to 
be rescheduled if the chair and site review committee find that the self-study report is incomplete. 
Reasons for rescheduling include:  

1. The self-study report does not adequately document that the self-study process was 
undertaken according to the guidelines in this handbook; 
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2. The self-study report does not adequately describe compliance with each of the accreditation 
standards; 

3. The self-study report was written by the program director without the participation of an 
advisory or self-study committee; or 

4. The self-study report does not follow the format guidelines outlined in this handbook.  

Consultation Resources 
The USCCB/CCA executive director and directors of the board are available to meet or consult with 
program directors, self-study committees, and advisory bodies at their request. Transportation and 
lodging for assistance with an accreditation review are at the cost of the program. 
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Section 4: Policies and Procedures for Hosting a Site Review 

The other major task of the program director, in addition to facilitating the self-study process 
culminating in the writing of the self-study report, involves the preparation and support necessary 
for the accreditation site review by a site review committee. The program director needs to attend to 
several details before, during, and after a site review. A site review cannot take place without the 
presence of a program director. 

This section contains the policy regarding appointment to the site review committee, criteria for 
membership on the site review committee, and the preparation for and support of the work of the 
site review committee. Further information may be found in Resources for Ministry Formation 
Program Directors Preparing for Accreditation. USCCB/CCA site reviewers shall be appointed on 
the basis of established qualifications and expectations found in Section 5 of this handbook, 
“Guidelines and Policies for a Site Review Committee.” 

Appointing the Site Review Committee 
The USCCB/CCA appoints four members to the site review committee. When the program director 
applies for a site review, the USCCB/CCA executive director sends the program director a roster of 
prospective site reviewers. If site reviewers on the roster present a conflict of interest in reviewing 
the program, the program director contacts the executive director with this information. Conflict of 
interest is defined as an individual’s prior relationship to the program, either as a program director, 
current consultant to the program, former employee, or candidate for employment by the 
arch/diocese or institution sponsoring the program. The executive director contacts site reviewers 
for their availability to review the program and presents names of potential reviewers who meet 
criteria to the USCCB/CCA executive committee for appointment. 

When the site review committee is appointed, the executive director informs the program director 
and arch/bishop of the arch/diocese of the date of the site review and the names of the members of 
the site review committee. The program director and members of the site review committee receive 
a copy of the Site Review Protocol and Process, which gives the timelines for submitting reports 
and evaluations, completing travel arrangements, and sending communications to the USCCB/CCA 
office and chair of the site review committee.  

Preparing for the Site Review Committee 
The program director shall complete several tasks before the site review, many of them involving 
communication between the program director, the chair of the site review committee, and the 
USCCB/CCA executive director. These tasks include: 

1. Identifying preferred and alternate dates for the site review; 

2. Establishing site review schedules of interviews and meetings; 

3. Selecting appropriate lodging and making reservations for the site review committee; 

4. Sending copies of the self-study report to the site review committee and USCCB/CCA office;  

5. Preparing related materials for the site review committee to review on-site; and 

6. Reserving an interview room and a quiet workroom with needed equipment for the private use 
of the site review committee. 
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Making Local Arrangements 
The program director shall make all local arrangements for the site review committee, including 
sending an invitation to the local ordinary, making hotel reservations, finding appropriate work 
space, and renting a car or scheduling transportation for the use of the site review committee. 

Inviting the Local Ordinary 
The program director extends an invitation to the arch/bishop for him to be an observer during the 
site review. If the arch/bishop responds to this invitation with a commitment to attend all or part of 
the site review, or if he appoints a representative, the program director forwards this information to 
the USCCB/CCA executive director. 

Making Reservations for Lodging 
In making reservations for hotel lodging, the program director should be mindful that site review 
committee members have a great deal of work to accomplish in a very short time. The effort to 
provide gracious, quiet, and safe lodging will facilitate their work. It is USCCB/CCA policy that the 
lodging for the site review committee shall allow for the privacy, security, work space, and comfort 
that are needed for the reading, writing, and dialogue that take place during a site review. Well in 
advance of the site review, the program director shall arrange for a single room with private bath for 
each member of the site review committee at a comfortable nearby hotel or motel.  

Each room should have a desk, sufficient lighting in order to read and write, and adequate space for 
the reviewer to work and relax. If possible, the hotel should have restaurant service. The program 
director needs to reserve rooms for the number of days of the site review. Occasionally, reviewers 
may require an additional night’s accommodation because of distance or time zone changes, or to 
obtain reduced airfare.  

The program director shall arrange for the hotel to bill the program or sponsoring institution directly 
for the costs of rooms and meals eaten at the hotel. The program is not responsible for other 
personal expenses of reviewers, e.g., long-distance phone calls, laundry, and video entertainment. 

Arranging for Work Space 
The program director shall arrange meeting and committee work space for reviewers at both the 
hotel and the program site. These work areas must have sufficient electrical outlets and surge 
protectors to accommodate laptop computers.  

The program director shall reserve a meeting room in the hotel for the orientation meeting of the 
site review committee if the suite for the chair of the committee is not large enough for the four 
members to sit comfortably at a table. The meeting room may also be used during the evenings of 
the site review and possibly on the final day to complete the site review report.  

The program director makes available a room on-site for the exclusive use of the site review 
committee. This room should be large enough to accommodate site review committee meetings, 
interviews with individuals and groups if they are not held elsewhere, and space to read and write. 
Site reviewers must be able to lock this space so they can keep secure their laptops, documents, 
records, and supporting materials referenced in the self-study report. A photocopy machine 
(including toner and copy paper), computers, and printers are to be made available for the use of 
committee members as needed. Additional conference rooms may also need to be scheduled for 
interviews of larger groups. 

4-2 Accreditation Handbook for Ministry Formation Programs March 2003 



 

Arranging for Transportation 
The program director shall see to arrangements for transportation of the site reviewers from the 
airport, during the site review, and back to the airport. The chair of the site review committee, 
program director, and executive director of the USCCB/CCA shall determine the agenda for the site 
review. After the agenda has been determined, the USCCB/CCA staff notifies the site reviewers to 
make their plane reservations and to inform the USCCB/CCA office of their travel arrangements. 
The USCCB/CCA staff sends to the program director and the site review committee the travel 
arrangements for members of the site review committee, phone numbers of those who need to be 
contacted in case of emergencies, and the proposed site review agenda. 

Preparing the Site Review Agenda 
In determining the specifics of the site review agenda, the program director and the executive 
director of the USCCB/CCA shall discuss which individuals and groups need to be interviewed 
during the site review. The program director shall seek final approval from the chair of the site 
review committee before sending the site review agenda to the USCCB/CCA office. The 
USCCB/CCA office shall receive the site review agenda by the date specified in the Site Review 
Protocol and Process. 

The program director, before sending invitations to the various individuals and groups to participate 
in an accreditation interview, needs to be attentive to the following circumstances: 

General Time Frame  
The program director contacts the chair of the site committee after the program director knows the 
availability of the arch/bishop or chief administrator of the institution sponsoring the program. They 
discuss a proposed schedule of interviews and meetings and clarify the time frames needed for the 
site review committee to achieve their work. It is USCCB/CCA policy that interviews and meetings 
during the site review shall be scheduled to allow enough time for reviewers to hold an orientation 
meeting, confer, travel to and from scheduled events, and write the site review report before 
departing. After this discussion, the program director shall send a proposed site review schedule to 
the chair of the site review committee for review. 

Meeting with the Arch/bishop 
If the schedule of the arch/bishop allows, it is USCCB/CCA protocol that when an arch/diocese 
sponsors a program, the program director is encouraged to schedule a brief meeting or an 
introduction of the site review committee to the arch/bishop or his representative. The agenda of the 
site review and distance required for the site reviewers to travel for this meeting determines if and 
where this introduction to the arch/bishop will take place. 

Meetings with the Program Director 
It is USCCB/CCA site review procedure that the site review committee shall meet privately two 
times with the program director during the site review, at the beginning of the first full day of the site 
review and at the end of the site review before the exit report. These meetings with the program 
director provide an opportunity for the members of the site review committee to discuss their 
evaluation and concerns before the site review and to convey the results of the review after the site 
review has taken place. Other than attending the exit report, the program director does not attend 
scheduled interviews during the site review. 
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Length and Time of Interviews 
The program director prepares a proposed agenda for review by the USCCB/CCA executive 
director for the interviewers and meetings of the site review. The program director schedules 45 
minutes for each interview. The site review committee members may be divided so that two 
interviews may be held at the same time. The program director shall avoid scheduling back-to-back 
interviews so that there is sufficient time between interviews for reviewers to convene, discuss the 
information received during the interviews, prepare for following interviews or meetings, and review 
files and resources. The program director shall also allow a space of time each morning and 
afternoon for the site review committee to meet and work privately. The program director shall 
endeavor to make the best use of reviewers’ focused time and energy when decisions are made to 
have the reviewers travel to various sites where ministry formation takes place. When the program 
director schedules interviews or the observation of participants in a learning environment during the 
evening, additional time needs to be scheduled during the day for the site review committee to work 
privately.  

Orientation Meeting  
It is USCCB/CCA policy that the site review committee holds an orientation meeting in the late 
afternoon before the interviews and meetings of the site review take place. The orientation meeting 
is private to the site review committee and normally lasts three or four hours. The orientation 
meeting may also include dinner. This meeting is crucial for committee members to get to know 
each other, and to review the proposed site review agenda, discuss evaluations of the self-study 
report, share initial drafts of their site review report, and focus on questions that they will need to 
ask about the program during the meetings and interviews of the site review. 

Adjustments in the Agenda 
It is USCCB/CCA site review procedure that due to the time constraints of a site review, the site 
review committee may adjust the proposed site review agenda during the orientation meeting in 
order to have time to gather necessary information while on-site. The program director should 
anticipate that the chair might request in advance changes in the schedule. Meetings that have 
been scheduled with individuals or groups outside the arch/diocese or sponsoring institution, such 
as with the local ordinary, former participants, pastors, or parochial vicars, shall not be changed 
after they have been invited for interviews. 

Luncheon Interviews 
It is USCCB/CCA site review procedure that members of the site review committee shall normally 
eat meals privately as a committee. However, since arch/diocesan or institutional personnel have 
major responsibilities during the workday, a luncheon meeting may be planned. 

First Full Day  
It is USCCB/CCA site review procedure that the first full day of the site review shall normally begin 
with an early morning meeting with the program director. Interviews commence with the following 
people or groups of people: chief administrator or administrative team sponsoring the program, 
current participants, former participants, instructional faculty, members of the self-study committee, 
members of the advisory committee, pastors and parochial vicars with current or former participants 
in the program, mentors, facilitators, supervisors of participants, and others whom the program 
director thinks important to be interviewed. 
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Second and Third Days  
How interview times are scheduled often depends on the days of the week selected for the site 
review and the availability of people to be interviewed. The site reviewers, in addition to receiving 
information about the program through interviews, need time to incorporate this information into 
their deliberations and the exit and site review reports. For some programs, the events of the third 
day of the site review extend to the morning of the final day. 

Final Day  
It is USCCB/CCA procedure that the events of the final day shall be scheduled around a private 
meeting with the program director, a public presentation of the exit report by the chair of the site 
review committee, and completion of the writing of the site review report. During the exit report, the 
chair of the site review committee presents to the program director and representatives of the 
arch/diocese or the sponsoring institution an oral report of the site review committee’s findings with 
regard to the program’s compliance or noncompliance with standards, program strengths, 
commendations, limitations, and recommendations for improving the program.  

Supporting the Work of the Site Review Committee 
Most of the work of the program director is completed before the arrival of the site review 
committee. The program director’s primary responsibilities during the site review include hosting the 
site review committee members, introducing the site reviewers to those scheduled for an interview 
or meeting, attending the initial and final meetings with the site review committee, attending the 
presentation of the exit report, and taking care of the details of the stay of the site review 
committee. 

The program director shall host the members of the site review committee in ways that enable 
members to remain focused on their tasks. Helpful forms of hospitality include simple amenities 
such as providing coffee, tea, juice, and snacks in the room used by the site review committee 
throughout the site review. While taking care to host the site review committee appropriately, the 
program director shall avoid giving gifts of value or treating reviewers in ways that could appear to 
affect their evaluation. 

Presenting the Exit Report 
It is USCCB/CCA procedure that the chair of the USCCB/CCA site review committee shall present 
its findings publicly through an exit report. Those present are normally the program director, the 
arch/bishop or administrator of the arch/diocese or institution sponsoring the program, and others 
invited by the program director. The exit report includes the site review committee’s evaluation of 
strengths, limitations, any notations, and recommendations for improving the program. When the 
program is not in compliance with USCCB/CCA standards, notations will also be stated at this time. 
It is USCCB/CCA policy that the oral report shall be limited to announcing the findings of the site 
review committee. The program director may ask questions for clarification, but may not otherwise 
engage the committee members regarding their report. The program response report from the 
program director and the advisory committee is the appropriate vehicle for this engagement. The 
chair of the site review committee concludes the exit report by announcing the activities of the site 
review committee, program director, and the USCCB/CCA before the board of directors grants or 
reaffirms the accreditation of the program. 
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Distributing the Site Review Report 
Following the exit report ending the site review, the chair will collate all the written sections for the 
site review report, the narrative evaluation of the program’s compliance with USCCB/CCA 
standards, recommendations, and any notations, if any were given the CPE program. The chair 
sends the final draft to the USCCB/CCA office for editing, if necessary, and distribution to the 
members of the site review committee for approval of the final site review report. The USCCB/CCA 
office staff shall send a copy of the final site review report by the date specified in the Site Review 
Protocol and Process to the program director and the arch/bishop or administrator of the institution 
sponsoring the program. It is USCCB/CCA policy that the site review report shall be a report of the 
site reviewers, not an official action of the USCCB/CCA. Consideration of all site review 
documentation and the granting or reaffirmation of accreditation is given by the USCCB/CCA during 
one of the regular meetings of the USCCB/CCA board of directors. 

Activities following the Site Review 
Following the site review, the program director has several remaining activities to attend to: 

1. Distributing copies of the site review report to members of the advisory committee for review; 

2. Writing a program response report to the site review report; 

3. Submitting the program response report to the advisory committee for review; 

4. Mailing the program response report to the USCCB/CCA according to the timelines outlined in 
the Site Review Protocol and Process, that is, five weeks before either the spring or annual 
fall meeting of the USCCB/CCA board of directors; 

5. Ensuring that the USCCB/CCA invoice for costs associated with the site review is paid; and 

6. Completing and mailing an evaluation form of the accreditation process to the USCCB/CCA. 
The USCCB/CCA staff will send this form to the program director after the USCCB/CCA has 
made an accreditation action. 

Preparing the Program Response Report 
The program director shall write a program response report that describes how the 
recommendations and notations made in the site review report are being addressed, with dates for 
completing the steps. The program response report is a formal reply to the site review committee 
and USCCB/CCA. If recommendations cannot be addressed, the program director states the 
rationale for not doing so. All notations shall be adequately addressed for accreditation. The 
program director has six months after the site review to prepare the program response report, have 
it reviewed by the self-study/advisory committee, and send it to the USCCB/CCA office for mailing 
to the site review committee. 

Reviewing the Program Response Report 
The site review committee shall review the program response report and make a recommendation 
regarding accreditation to the USCCB/CCA. The USCCB/CCA will not grant accreditation to the 
program unless the program director has adequately addressed all notations given in the site 
review report. In reviewing programs for accreditation, the USCCB/CCA reviews the site review 
report, program response report, recommendation of the site review committee, and report of the 
independent reader. At the next regular board meeting, the USCCB/CCA shall review all programs 
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whose program directors have submitted a program response report to the USCCB/CCA office by 
the date specified in the Site Review Protocol and Process. 

Inviting the Program Director to Address the USCCB/CCA 
The USCCB/CCA executive director shall send a letter of invitation to the program director to 
appear in person in order to address the USCCB/CCA about the program or the accreditation site 
review. If the program director accepts the invitation, the presentation takes place during the board 
of directors meeting in which the program is reviewed. The program covers all costs for the 
presentation of the program director.  

Notifying the Program Director of the Accreditation Action 
The chair of the USCCB/CCA board of directors shall send a letter to the program director reporting 
the action of the board regarding accreditation within 20 workdays after the board meeting during 
which the program was reviewed. The arch/bishop of the arch/diocese or chief administrator of the 
institution sponsoring the program also receives a copy of the letter. 

Appealing an Accreditation Action 
The program director has 20 workdays to begin a process of appealing the action of the 
USCCB/CCA after receiving the letter from the chair stating the action made regarding 
accreditation. Appeal procedures are enumerated in Section 6 of this handbook, “Accreditation 
Actions, Policies, and Procedures.” 

Evaluating the Site Review Process 
After all activities related to the accreditation review process have been completed, including receipt 
of the letter reporting the action of the USCCB/CCA, the program director is invited to complete an 
evaluation form of the accreditation process. Receiving evaluations from program directors is an 
important contribution to the efforts of the USCCB/CCA to monitor its policies and procedures and 
to maximize the contribution of this process to the overall improvement of ministry formation 
programs. 

Financial Policy 
All costs directly related to the site review shall be paid by the program being evaluated. After the 
site review, the USCCB/CCA executive director reimburses site reviewers for travel and expenses 
incurred by the review. After the site review, the program director is billed is billed an administrative 
fee for the site review and the expenses incurred by the site review committee. The administrative 
fee supports the work of the USCCB/CCA and the national office. Committee members arriving 
early for the site review or staying after the completion of the review for personal reasons pay for 
their own meals and hotel expenses for additional days. After the program is accredited, it is billed 
an annual accreditation fee. 
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Section 5: Guidelines and Policies for a Site Review Committee 

The guidelines in this section of the handbook are based on the guidelines, policies, and 
procedures that the USCCB/CCA has adopted and developed to fulfill its responsibilities as an 
accrediting commission. Members of a site review committee are expected to be familiar with these 
guidelines and to conduct their work according to these expectations.  

Qualifications, Appointment, and Expectations of the Site Review Committee 

Qualifications 
People who meet the following qualifications are invited to serve on a site review committee:  

1. Possession of a broad perspective on ministry formation, preferably with experience as a 
program director or administrator; 

2. Familiarity with Vatican II theology and subsequent Church documents; 

3.  Familiarity with effective formation/training methodology; 

4. Expertise in various areas addressed by USCCB/CCA standards; 

5. Ability to volunteer the time needed to leave work and home for the accreditation site review;  

6. Capacity to evaluate a ministry formation program with sensitivity to its mission, goals and 
objectives, and the community served by the arch/diocese;  

7. Competence to evaluate the self-study report and to listen carefully to the people interviewed; 

8. Ability to synthesize information read with information heard and to organize material in logical 
sequence; 

9. Ability to write sections of the site review report that evaluate a program on the basis of 
USCCB/CCA standards and not on the basis of personal convictions or bias about USCCB-
accredited programs; and 

10. The facility to work as a committee with other reviewers to reach agreement and complete the 
various tasks according to the timelines of the Site Review Protocol and Process.  

Appointment 
USCCB/CCA policies regarding the appointment of the site review committee were developed to 
ensure knowledgeable and fair evaluations of programs and to avoid conflicts of interest. Policies 
relating to the appointment of the four members of a site review committee are as follows: 

1. Those appointed shall meet the qualifications for appointment as a site review committee 
member. 

2. The site review committee, as far as possible, will be constituted so as to reflect the gender, 
racial, cultural, and vocational diversity found in the Church. 

3. The site review committee, as far as possible, will have one reviewer who is serving, or has 
served, on the USCCB/CCA. 
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4. Reviewers will not present a conflict of interest regarding the program, e.g., they have not 
been participants in the program, employees of the sponsoring institution, candidates for the 
position of program director, etc. 

5. For an initial accreditation site review, the executive director of the USCCB/CCA is normally 
an appointed reviewer. 

Expectations 
The credibility and effectiveness of the accreditation process depend upon the contribution of the 
site reviewers. The USCCB/CCA expects site reviewers to conduct the site review according to 
established guidelines and to prepare a site review report that is fair, accurate, and informative. To 
ensure high-quality formation for ministry and to contribute to the improvement of programs, 
sensitive adherence to the following expectations is necessary for USCCB/CCA accreditation: 

1. Maintaining Confidentiality. Site reviewers shall hold in confidence all written and oral 
information regarding the program being reviewed. During an accreditation review, site 
reviewers have access to information regarding every aspect of the program. Strengths, 
limitations, and disagreements are revealed during the site review. Confidentiality is absolutely 
critical for the site review committee, and reviewers shall be careful to observe confidentiality 
in the following ways: 

a. Site reviewers shall not conduct interviews or meetings in ways that reveal information 
obtained from other interviews, meetings, or site reviews; and 

b. Site reviewers shall refrain from discussing anything with anyone that relates to the 
discussions and findings of the site review committee, recommendations made to the 
USCCB/CCA, or the accreditation actions of the USCCB/CCA. Site reviewers may 
discuss information received with other site review committee members, the 
USCCB/CCA executive director, or members currently on the USCCB/CCA board of 
directors. 

2. Avoiding Conflicts of Interest during the Site Review. Site reviewers shall avoid conflicts of 
interest that could interfere with their objective evaluation of the program. The following 
policies regarding deportment extend beyond the several conditions that are listed as 
qualifications for appointment: 

a. Site reviewers shall not suggest themselves for subsequent consultation to the program 
or invite requests to return as a consultant; 

b. Site reviewers shall not initiate conversations about, or discuss their potential for, 
employment for the program or the sponsoring arch/diocese or institution; 

c. Site reviewers shall not recruit prospective participants, administrators, or staff for their 
own programs; and 

d. Site reviewers shall not schedule or respond to social engagements during the time 
designated for the work of the site review. 

3. Maintaining the Tone and Character of USCCB/CCA Accreditation. Site reviewers shall 
maintain the tone and character of accreditation by the USCCB/CCA in the following ways: 

a. Being present for the activities of the entire site review, beginning with the orientation 
meeting, and making travel plans to the program site accordingly; 
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b. Wearing attire that reflects that they are representing the United States Conference of 
Catholic Bishops; 

c. Affirming the work of the self-study committee and carefully identifying additional 
strengths, limitations, recommendations, and notations; 

d. Functioning in collegial ways with the other site reviewers during the entire accreditation 
process; 

e. Avoiding interjecting their counsel, opinions, and personal views during accreditation 
interviews or meetings, unless specifically requested to do so, and then only with great 
caution and as briefly as possible; 

f. Following the agreed-upon agenda and adhering to the time limitations of interviews; 

g. Preparing thoughtful questions pertinent to the site review before interviews and 
meetings, and focusing more on listening than on speaking during these interviews and 
meetings; and 

h. Refraining from making comparisons during interviews and meetings of one program, 
sponsoring arch/diocese, or institution with another, and from becoming involved with 
discussions of issues or problems unrelated to accreditation standards. 

4. Preserving a Theological Perspective. The integrity of the site review requires that site 
reviewers focus on the missions of both the program and the sponsoring arch/diocese or 
institution, and also the community in which the program finds itself. The lens of this focus is 
the theological perspective of Vatican II and the related post-conciliar documents that give 
direction to the formation of ministers. The USCCB/CCA standards honor this theological 
perspective in the context of the Catholic tradition. Site reviewers are expected to do so in 
their evaluation of the program’s mission, goals and objectives, curriculum, policies, 
procedures, and guidelines. 

Documents Sent by the USCCB/CCA Staff 
The USCCB/CCA staff sends reviewers a folder of the following materials: a copy of the last site 
review report, the last program response report, pertinent information that reviewers will need to 
understand the history and development of the program, and forms. 

Work of the Site Review Committee 
The site review committee is appointed for the purpose of reviewing and evaluating the program, 
the self-study process, and the self-study report. Site review committee members shall be 
responsible for preparing for the site review, conducting the site review according to procedures 
established by the USCCB/CCA, contributing to the completion of the site review report, reviewing 
the program response report, and making a recommendation regarding accreditation to the 
USCCB/CCA. 

Site Review Protocol and Process 
The USCCB/CCA office mails the Site Review Protocol and Process to the program director and 
the members of the site review committee after their appointment, and again when the committee 
may expect to receive the self-study report from the program director. This communication details 
the task responsibilities and due dates for communications by the chair of the committee, the 
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individual members of the committee, the program director, USCCB/CCA staff, and the chair of the 
USCCB/CCA board of directors. 

The Self-Study Report  
The program director shall send the self-study report to the site review committee before the date 
specified in the Site Review Protocol and Process. If reviewers do not receive their copies by the 
specified date, they are expected to contact the program director so that the self-study reports can 
be traced, or new copies sent. 

Preparation before the Site Review 
Before the site review, members of the site review committee are expected to read the following 
materials: 

1. Section 2 of this handbook, “Accreditation Standards for Ministry Formation Programs”; 

2. Section 5 of this handbook, “Guidelines and Policies for a Site Review Committee”; 

3. The Site Review Protocol and Process; 

4. The USCCB/CCA Code of Ethics and Ethical Practices for reviewing programs; 

5. The self-study report, handbooks, etc., of the program; 

6. The program evaluations of the other members of the site review committee; and  

7. Additional materials from the program director and USCCB/CCA staff.  

Evaluation Forms for Reviewing the Self-Study Report 
Members of the site review committee receive evaluation forms for the self-study report in the 
materials distributed by the USCCB/CCA staff. This evaluative tool enables reviewers to record the 
program strengths and commendations, limitations, recommendations, and compliance or 
noncompliance with USCCB/CCA standards that they find evidenced in the self-study report.  

After reviewers complete their evaluation forms, they copy their evaluations and send them to the 
other reviewers on the committee by the date specified in the Site Review Protocol and Process. 
This process aids reviewers in writing a draft of assigned sections for the site review report. The 
chair of the site review committee assigns areas of responsibility to each committee member and 
assigns sections of the site review report to be written based on the information provided in the self-
study report.  

During the Site Review 
The major goal of the site review is to evaluate the program in terms of USCCB/CCA standards. 
These standards describe a model of evaluation that is central to the self-study and serves as a 
guide for the work of the site review committee. When this model is translated into the activities of 
the review, the work of the site review committee includes the following stages: 

Examining the Mission and the Goals and Objectives 
An accreditation review begins with reflection on the mission and the goals and objectives of the 
program. In addition to the questions outlined in the evaluation tool, the review committee assesses 
the mission and the goals and objectives in two ways. The first is to determine if the program has 
thoughtfully identified its mission and its goals and objectives in ways that reflect the perspectives of 
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Vatican II and post-conciliar documents in the Church, if these perspectives guide the curriculum, 
and if they are evident in evaluation efforts. The second is to determine if the mission and the goals 
and objectives conform to the USCCB/CCA standards for ministry formation programs. 

Gathering Data 
The site review committee gathers data to provide the basis for evaluating all aspects of the 
program. Generally, data are gathered by two means: interviewing individuals and groups and 
examining the self-study report, documents, files, and records of the program. 

Interviews provide an open-ended means of gathering information, perceptions, and concerns 
about the program. Through interviews, committee members can learn how individuals associated 
with the program understand the mission, goals and objectives, and results of the self-study. The 
site review committee shall prepare thoughtful questions before the interviews and focus on 
listening carefully to the responses. 

The chair of the site review committee reminds those interviewed of the confidentiality of the 
accreditation review process. Very large groups may be divided into smaller groups with one or two 
committee members facilitating the sessions; likewise, two different individuals or groups may be 
interviewed at the same time. The chair and reviewers shall guide interview questions toward 
substantive assessment of the program’s compliance with standards and consideration of how to 
improve the program while remaining attentive to following the time schedule of the site review 
agenda. 

Site reviewers also gather data by examining the files, records, minutes, résumés of instructional 
faculty, documents, and resources of the program. These can provide a basis for evaluating claims 
made in the self-study report or perceptions obtained during interviews. For some programs, tours 
of formation sites may be deemed important or crucial. For other programs, where reviews of 
formation sites involve long driving distances, site reviewers need to weigh how their time can best 
be used for the benefit of the program. 

Forming an Overall Assessment through Deliberations 
The primary purpose of deliberations during a site review is to develop a comprehensive 
assessment of the program and its compliance with standards. This assessment shall be based on 
the analysis of the program in the self-study report and on the information gathered by site review 
committee members through interviews and review of documents. Throughout the review, the 
committee members must share information and insights, and work together to integrate data 
received during the site review into drafts of the site review report.  

Because the site review committee is small, each member must assume responsibility for several 
areas of investigation and writing, and for helping the committee come to a broad understanding of 
the program. While individual members of the committee may be responsible for reviewing different 
aspects of the program for compliance with standards, conclusions that reviewers reach always 
affirm program strengths, give commendations, name limitations, make recommendations, and give 
notations when the program is not in compliance with standards. These conclusions are a shared 
responsibility of the site review committee as a whole and reflect the general agreement of the 
members. 

Giving Recommendations and Notations 
The site review committee shall not give recommendations or notations unless these are 
substantiated by information found in the self-study report, validated by information learned through 
the interviews, or learned through the review of data during the site review. The site review report 
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shall conclude with an enumeration of recommendations for the program and notations, if any are 
given. Normally, limitations result in recommendations that are stated throughout pertinent sections 
of the site review report, with rationales for the recommendations so that readers receiving the site 
review report understand the reasons for the recommendations. If the conclusions reached through 
the process of self-study are the same as those made by the site review committee, then reviewers 
state their agreement and affirm the thorough analysis and evaluation undertaken by the program 
director and self-study committee. 

Presenting the Exit Report 
The program director invites the arch/bishop or his representative, or the chief administrator of the 
sponsoring institution, members of the self-study and advisory committees, and others from the 
arch/diocese or sponsoring institution to attend the exit report. For the overall consistency of 
imparting information, the chair of the site review committee presents the exit report orally. The 
chair is careful that the report contains only the strengths, commendations, limitations, 
recommendations, and notations found by the site reviewers. The chair may respond to questions 
of clarification from those attending, but does not enter into discussion of the review findings or 
accreditation procedures. Either at the beginning or the conclusion of the exit report, the chair 
expresses gratitude to the program director and the members of the arch/diocese or sponsoring 
institution for their welcome and the hospitality experienced by the site review committee during the 
site review. 

Writing the Site Review Report 
Reviewers prepare for the accreditation site review by bringing with them drafts of sections of the 
site review report assigned by the chair. Committee members are responsible for rewriting their 
drafts so that they include information learned through the interviews, a review of data, and insights 
and observations shared by other members of the site review committee. Site reviewers complete 
these drafts before departing the review. Committee members shall write their sections clearly and 
carefully so that the chair does not have to do extensive rewriting of the report.  

It is the responsibility of the chair to obtain general agreement from the site review committee on 
the strengths, commendations, limitations, recommendations, and notations written for each 
standard of the site review report, as well as the overall content of the sections written by each 
reviewer. To achieve consistency of site review reports across programs, the USCCB/CCA 
requests that the site review report conform to the sample format for site review reports distributed 
with materials from USCCB/CCA staff. The chair also collates the sections into one cohesive site 
review report and mails it to the USCCB/CCA office.  

After the Site Review 

Reviewing the Final Site Review Report 
The chair of the site review committee shall send a hard copy of the site review report and a 
computer disk containing the electronic file to the USCCB/CCA office for distribution to the other 
committee members. Committee members are requested to review the site review report carefully 
and to communicate substantive revisions to the chair. If there are no substantive revisions, 
committee members communicate approval of the report to the USCCB/CCA staff.  

If substantive changes are required, revised copies of the site review report are distributed to the 
site review committee for their approval. Dates for communicating with the site review committee 
chair, program director, and the USCCB/CCA executive director are outlined in the Site Review 
Protocol and Process.  
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Distributing Copies of the Site Review Report 
The USCCB/CCA staff shall distribute copies of the final site review report to the program director. 
The program director informs USCCB/CCA staff of any factual errors in the report. The revised site 
review report is sent to the program director and the arch/bishop or chief administrator of the 
institution sponsoring the program. 

Reviewing the Program Response Report 
The program director and advisory committee shall formally respond to the site review report with a 
program response report. If the program has received notations, these must be addressed before 
the program can be considered for initial or reaffirmation of accreditation. When recommendations 
have been given in the site review report, the program director and the advisory committee briefly 
describe how they intend to address the recommendations, with a timeline for completion. The 
program director also reports on progress in addressing recommendations through an annual report 
to the USCCB/CCA office. 

Evaluating the Accreditation Process 
After the USCCB/CCA has made an accreditation action, the USCCB/CCA staff shall send the 
program director a form to evaluate the work of the site review committee and the accreditation 
review process. The USCCB/CCA honors these evaluations and attempts to appropriately revise 
policy and procedures to address the complaints and/or grievances raised.  

Written suggestions and petitions for consideration sent to the USCCB/CCA are always considered 
during the next meeting of the USCCB/CCA board of directors. A more formal opportunity for the 
program director to make suggestions about the accreditation standards, policies, and procedures 
occurs every seven years at the invitation of the USCCB/CCA.  

Evaluating the Work of the Site Review Committee 
The members of the site review committee are invited to complete a brief self-evaluation of how the 
site review committee performed its task of holding the site review for the USCCB/CCA. These 
evaluations are used to counsel committee members and the chair in future site reviews, and to 
revise USCCB/CCA accrediting practices and procedures in order to improve the entire 
accreditation process. 

Recognizing the Contributions of Site Review Committee Members 
Site review committee members serve without remuneration for the review of the program. Without 
the competence and significant contribution of time provided by the members of a site review 
committee, the accreditation process would be impossible. The service provided by a reviewing 
committee is invaluable to the improvement of ministerial programs in the United States. In return 
for this investment of time and professional expertise, it is hoped that the members of a site review 
committee will have had an excellent professional development experience that will enhance their 
own programs. 
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Section 6: Accreditation Actions, Policies, and Procedures 

Autonomy of Site Reviews for Initial Accreditation 
The USCCB/CCA does not hold concurrent site reviews with another national or regional 
accrediting commission when a program is reviewed for initial accreditation. When the initial 
accreditation site review is held by the USCCB/CCA, the program director, self-study committee, 
and site reviewers are able to focus fully on reviewing the program according to the USCCB/CCA 
accreditation standards.  

Accreditation Time Periods 
The USCCB/CCA shall establish time periods for accreditation site reviews and shall review 
requests from program directors for extensions of the date for an accreditation site review. 

Initial Accreditation 
The period of initial accreditation lasts five years. To begin the process of completing the initial 
accreditation period, the program director may request an application form from the USCCB/CCA 
office at any time after the USCCB/CCA has granted initial accreditation to the program. However, 
the program director cannot schedule a site review until twelve months have elapsed from the 
granting of accreditation. If the program director has not requested an application form within four 
years after initial accreditation has been granted, the USCCB/CCA staff sends the program director 
an application form for a site review. 

Extension of Initial Accreditation 
For cause, a program director may request an extension to the five-year period of initial 
accreditation for one year. The program director writes to the chair of the USCCB/CCA in care of 
the USCCB/CCA office stating the reasons for requesting an extension for a site review. However, 
before granting an extension, the USCCB/CCA may require a partial site review to review 
compliance with USCCB/CCA standards, policies, and procedures.  

Reaffirmation of Accreditation 
The period of reaffirmation of accreditation lasts seven years and is granted after the program has 
successfully completed the five-year period of initial accreditation. Eighteen months before the 
conclusion of the period of reaffirmation of accreditation, the USCCB/CCA office staff notifies the 
program director that an accreditation site review needs to be scheduled. The program director 
returns an application form for an accreditation site review twelve months before the preferred and 
alternate dates stated on the application form. 

Extension of Reaffirmation of Accreditation 
For cause, a program director may request an extension to the five- or seven-year period of 
accreditation for one year.  

Annual Reports to the USCCB/CCA 
Each year after the USCCB/CCA has granted initial or reaffirmation of accreditation to a program, 
the program director and advisory committee prepare an annual report of the program for the 
USCCB/CCA board of directors. Program directors receive an annual report form in the fall of the 
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year from the USCCB/CCA office. The annual reports are reviewed by the USCCB/CCA board of 
directors during their spring meeting.  

Accreditation Actions 

Granting Initial Accreditation 
The five-year period of initial accreditation allows programs time to establish a formal relationship 
with the USCCB/CCA and to work toward implementing recommendations of the accreditation site 
review. Initial accreditation is granted a program that has undertaken a self-study process, written a 
self-study report, and held an accreditation site review that evidenced that the program is in 
compliance with USCCB/CCA standards.  

Granting Reaffirmation of Accreditation 
The USCCB/CCA grants reaffirmation of accreditation every seven years to a program in which the 
program director and self-study committee have undertaken a self-study process, written a self-
study report, and held an accreditation site review that evidenced that the program is in compliance 
with USCCB/CCA standards, policies, and procedures.  

Granting Extensions of Accreditation Time Periods 
The USCCB/CCA may grant a one-year extension to accreditation time periods when program 
directors state the request with cause to the chair of the USCCB/CCA board of directors. 

Reviewing a Program for Noncompliance with Standards 
The USCCB/CCA may request a site review or on-site consultation with the program director, the 
arch/bishop, and/or the chief administrator of the sponsoring institution when the USCCB/CCA or 
the institution sponsoring the program judges a program to be in noncompliance with standards. 

Deferring Accreditation 
The USCCB/CCA shall defer accreditation to those programs that have already been granted 
accreditation but need further time for the program director to seek consultation and to come into 
compliance with USCCB/CCA standards, policies, and procedures. When the USCCB/CCA defers 
an accreditation action, the previously accredited status of the program is not changed. 

Denying Accreditation 
The USCCB/CCA shall deny accreditation to a program that is not in compliance with USCCB/CCA 
standards, policies, and procedures. The program director may appeal this action in writing 
according to the formal process of appeal during which the USCCB/CCA will review its action. 

Issuing Warnings 
The USCCB/CCA shall issue a warning to a program that deviates from USCCB/CCA standards, 
policies, and procedures to an extent considered serious. The USCCB/CCA issues a warning to the 
program director in writing that the program must come into compliance with accreditation 
standards, policies, and procedures, or that the program director must initiate certain activities 
within a stated time period. A warning by the USCCB/CCA does not affect the accredited status of 
the program. 
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Placing a Program on Private Probation 
The USCCB/CCA shall determine if a program shall be placed on private or public probation if the 
program director fails to respond to a written warning and the requirements placed upon the 
program by the USCCB/CCA. Probation means that the program has deviated from USCCB/CCA 
standards, policies, and procedures in a serious way, but not to an extent that would warrant 
withdrawing the accreditation of the program. A program is placed on private probation for a 
specified period of time. Private probation does not change its accreditation. 

Placing a Program on Public Probation 
The USCCB/CCA shall place a program on public probation if it continues to deviate from 
USCCB/CCA standards, policies, and procedures, is involved in serious violations of ethical 
principles, is engaged in fraudulent practices, or comes under serious legal charges. Such action 
takes place only after a hearing. Public probation results in loss of accredited status for the 
program. 

Revoking Accreditation 
The USCCB/CCA shall revoke the accreditation of a program for failure to adhere to USCCB/CCA 
standards, policies, and procedures. This action may be taken only after the program director has 
been sent a written warning and been given time to show cause why the accreditation should not be 
revoked. A program that has had accreditation revoked is no longer listed in the annual 
USCCB/CCA Directory. 

Withdrawal of Accreditation 
The USCCB/CCA shall withdraw accreditation status under the following circumstances: 

Withdrawal by a Program Director 
A program director shall have the right at any time to request that the USCCB/CCA withdraw 
accreditation status from a program, even after a site review has taken place. The program director 
must request the withdrawal in writing and send the request to the USCCB/CCA office. The 
USCCB/CCA board of directors will act on the request during its next meeting. 

Withdrawal by the USCCB/CCA 
The USCCB/CCA shall withdraw accreditation status from a program when the program director 
refuses to take one or more of the following actions: 

1. To engage the program in a self-study process; 

2. To submit a self-study report indicating compliance with USCCB/CCA standards; 

3. To schedule a site review when it is time for an accreditation site review; and/or 

4. To pay the annual accreditation fee. 

Notification of Change of Accreditation 
The chair of the USCCB/CCA shall notify the program director, arch/bishop, or chief administrator of 
the sponsoring institution of a change in the accredited status of the program. Written notification is 
given no later than 15 days before the effective date of the accreditation status change. Notification 
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will state specific reasons for the change of status, the date upon which the change becomes 
effective, and notification of the right to appeal. 

Reinstatement of Accreditation 
A program director who notifies the USCCB/CCA in writing that the program is voluntarily 
discontinuing its accreditation status or who allows the accreditation status to lapse may apply for 
reinstatement as determined by the USCCB/CCA. A program director may reapply for accreditation 
of a program when cause for withdrawal of accreditation has been corrected as cited by the 
USCCB/CCA. The USCCB/CCA determines the time limit within which corrections must be made. 
Application for reinstatement will not be considered for the first year after accredited status has 
been voluntarily discontinued, lapsed, or withdrawn. The USCCB/CCA determines whether a site 
review will be held after the program director has applied for reinstatement. 

Reconsideration of Accreditation Actions 
When a program director and an advisory committee disagree with an accreditation action of the 
USCCB/CCA, the program director shall observe the following steps for reconsideration of an 
action. 

Step 1: Seeking Reconsideration 
The USCCB/CCA shall reconsider an adverse accreditation action upon the written request of the 
program director.  

1. Request. If a program director wishes to appeal an adverse action of the USCCB/CCA, the 
program director shall write to the chair of the USCCB/CCA in care of the USCCB/CCA office 
within 15 days after receiving an adverse action. In such a notification, the program director 
shall state clearly in adequate detail the basis for an appeal.  

2. Response. The chair of the USCCB/CCA, upon receiving a written request for reconsideration 
of an accreditation action, shall inform the program director that they have received the 
request and will submit it for consideration to the board of directors at the next regular meeting 
of the USCCB/CCA. 

3. Review. The USCCB/CCA shall study the statements and allegations in the request and shall 
review the self-study, site review report, program response report, evaluations from members 
of the site review committee, and procedures of the Site Review Protocol and Process. If a 
current director on the board was not a member of the site review committee that reviewed the 
program seeking an appeal, another member of the site review committee may be invited to 
meet with the USCCB/CCA board of directors. 

4. Action. The USCCB/CCA shall render a decision at the conclusion of its review. The 
USCCB/CCA may sustain its original action concerning the accreditation of the program, 
modify it, or reverse it. When the USCCB/CCA modifies its original action, the board of 
directors reserves the right to specify conditions to be met by the program. 

Step 2: Involving a Review Panel 
The procedure for requesting an appeal of an accreditation action is as follows: 

1. Appointment of the Review Panel. The chair of the USCCB/CCA shall appoint a review panel 
to hear an appeal after receiving notification of the intent to appeal. 
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2. Composition of the Review Panel. The review panel shall consist of three to five members. 
The majority of members shall be people familiar with ministry formation programs. No 
member of the review panel shall have been a member of the site review committee of the 
program appealing the action of the USCCB/CCA or be a member of the USCCB/CCA board 
of directors. 

3. Role of the Review Panel. The review panel shall take the following actions:  

a. Elect a chair;  

b. Set the place, date, and time of the review meeting;  

c. Set a hearing date for the program director requesting an appeal;  

d. Notify the program director at least 10 days before the date of the meeting;  

e. Review the allegations and supporting evidence submitted in writing by the program 
director;  

f. Review the site review report, the program response report, adherence to the Site 
Review Protocol and Process, and evaluations of the members of the site review 
committee;  

g. Compare the USCCB/CCA accreditation policies and procedures with those actually 
used by the site review committee;  

h. Prepare a written report on the review of the appeal, with specifics, and the final 
judgment reached by the review panel; and  

i. Submit a report to the chair of the USCCB/CCA within 10 days after the review meeting. 

4. Request for a Hearing. If the program director requests a hearing, the chair of the review 
panel shall:  

a. Notify the review panel of the request;  

b. Set a date, time, and place for the hearing; and  

c. Notify the appeal applicant of the right to have two representatives present who may 
testify and ask relevant questions. The members of the review panel shall seek and/or 
clarify information by asking questions. 

5. Actions of the Review Panel. The review panel shall render a decision at the conclusion of the 
review meeting. The decision may be to sustain the action of the USCCB/CCA, grant the 
request for reconsideration, remand the case to the USCCB/CCA for the program director to 
submit another self-study report, and/or appoint another site review committee and hold a site 
review. The decision of the review panel is final and binding. 

6. Notification of the Decision. The chair of the USCCB/CCA shall send written notification to the 
program director and administrator of the sponsoring program of the review panel’s decision 
within 20 days following the meeting for an appeal. Specifics related to the decision shall be 
clearly stated. 

7. Cost of the Appeal Procedure. The program director who requests an appeal shall bear the 
cost of initiating and presenting it. Such costs include travel to the place of the hearing for 
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members of the review panel and for related meetings that might be open to the program 
director requesting the appeal. 

Reporting Changes in Program Administration 
When a new program director is hired for a program, the USCCB/CCA shall be notified of the 
change in writing. 

Complaints 
The USCCB/CCA shall give consideration to complaints regarding the quality of a program related 
to compliance with USCCB/CCA standards, policies, and procedures only when the complaint is 
made in writing and is substantially documented. The primary interest of the USCCB/CCA is to 
ensure that the educational practices of an accredited program are in accord with USCCB/CCA 
standards, policies, and procedures. The USCCB/CCA assumes no responsibility for resolving 
individual grievances. It may, however, investigate such grievances in order to determine the extent 
to which they might affect the program, program director, participants, instructional faculty, or 
arch/diocese or sponsoring institution. 

The procedures for handling a complaint are as follows: 

1. Notifying the USCCB/CCA of the Complaint. The USCCB/CCA executive director shall notify 
the USCCB/CCA that it has received a complaint that is clearly stated, substantially 
documented, and communicated in writing. 

2. Acknowledging the Complaint. The USCCB/CCA chair shall acknowledge receipt of the 
complaint in writing to the program director within 15 workdays after receiving the complaint. 

3. Reviewing the Complaint. The USCCB/CCA chair and executive director shall review the 
complaint to assess its seriousness and to determine the adequacy of the documentation 
provided in those areas in which compliance with USCCB/CCA standards, policies, and 
procedures appears to be in question. When the complaints are from current or former 
participants of the program, it is USCCB/CCA policy that documentation shall be provided 
stating that their first recourse for the complaint is the internal complaint process of the 
program, and their second recourse is the process established by the arch/diocese or 
sponsoring institution. 

4. Notifying the Program Director and Arch/bishop or Chief Administrator of the Sponsoring 
Institution. The USCCB/CCA chair and executive director shall determine that the complaint is 
serious and has been submitted with substantial documentation. The USCCB/CCA chair shall 
notify the program director and arch/bishop or administrator of the sponsoring institution that a 
complaint has been filed. The USCCB/CCA executive director sends copies of the 
documented complaint to the program director along with a request for a response. The 
program director shall respond in writing within 15 workdays after receiving notification. 

5. Reviewing the Response. The USCCB/CCA chair and executive director shall review the 
response of the program director and compare it with the complaint. Where advisable, the 
chair and/or executive director shall suggest to both parties steps that might be taken to 
resolve the complaint. 

6. Referring the Complaint to the USCCB/CCA. The USCCB/CCA chair shall refer the matter to 
the USCCB/CCA board of directors for action if no resolution is reached after sufficient time 

6-6 Accreditation Handbook for Ministry Formation Programs March 2003 



 

and consultation. The complainants, program director, and arch/bishop or administrator of the 
sponsoring institution shall be notified of this action. The USCCB/CCA shall:  

a. Recommend a change in policy or procedure that would solve the problem without 
jeopardizing the program;  

b. Hold a session and hear the statements of both parties and recommend actions to be 
taken; and/or  

c. Appoint a representative of the USCCB/CCA to visit the program on-site in order to 
review the complaint and recommend changes. 

7. Notifying the Complainant and Program Director. The USCCB/CCA shall notify the 
complainant and the program director of the course of action it will follow in reviewing the 
complaint. This information shall include an approximate timeline for the USCCB/CCA 
representative to review the program on-site, if this is the action to be taken. The 
USCCB/CCA chair shall send a notification in writing to the program director within 15 
workdays after the USCCB/CCA has determined that the original action remains or is 
changed. 

8. Complying with USCCB/CCA Standards. In those instances where the USCCB/CCA has 
noted that the practices are not in accord with USCCB/CCA accreditation standards, policies, 
and procedures, the program director must make the necessary corrections or changes. 

9. Costs Incurred. Costs incurred by the complainant, the sponsor of the program, and the 
USCCB/CCA shall be agreed upon and shared when USCCB/CCA action is taken to send 
representatives to review the program on-site. The program director is notified of this action. 

Privacy Policy 
The board of directors takes seriously the confidentiality of the information it possesses about the 
programs and organizations that maintain a file with the USCCB/CCA. The elements of its privacy 
policy are as follows: 

1. The board of directors shall protect the confidentiality and security of information pertaining to 
the forms, letters, reports, complaints, and grievance procedures in its files by maintaining 
physical, electronic, and procedural safeguards that meet those required by the USCCB/CCA 
policies and procedures, the USCCB/CCA Code of Ethics and Ethical Practices, and the law. 

2. The board of directors shall restrict access to information about a program to the director of 
that program, and access to information about an organization to the executive director or 
president of that organization.  

3. The board of directors shall not disclose information about the contents of a file to any 
external agent unless authorized to do so by the director of that particular program, the 
executive director or president of that particular organization, or as required by law. 

4. The board of directors shall not sell information about any program or organization on file with 
the USCCB/CCA. 

5. Only the USCCB/CCA executive director and staff of the office are authorized to have access 
to the USCCB/CCA files containing information relating to programs and organizations and 
arch/diocesan offices with USCCB/CCA approved certification standards and procedures.. 
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6. The board of directors shall treat information about a program or an organization that has 
closed a file with the USCCB/CCA in the same manner that it treats information about a 
program or an organization that maintains an active file. 

Review of USCCB/CCA Accreditation Standards, Policies, and Procedures 
The USCCB/CCA shall continually review its accreditation standards, policies, and procedures to 
ensure ongoing validity, appropriateness, and reliability. 

Notification of Changes in Standards, Policies, and Procedures 
Final decisions on any and all changes and/or additions in accreditation standards, policies, and 
procedures rest with the USCCB/CCA without prior public notice. When the USCCB/CCA revises or 
adds accreditation standards, policies, and procedures, the USCCB/CCA office notifies program 
directors in writing within 30 workdays after the USCCB/CCA action. Program directors have six 
months after receiving notification to incorporate the revisions and additions into their programs. 
When major changes or additions take place, the USCCB/CCA encourages written comments and 
suggestions with the notification. Program directors shall report the incorporation of these changes 
in their annual reports to the USCCB/CCA. 

Regular Evaluations 
A site review committee shall be invited to complete an evaluation form regarding the use of 
accreditation standards, the site review process, site review procedures in the Site Review Protocol 
and Process, and the performance of the chair and members of the site review committee. The 
program director is invited to complete an evaluation regarding the accreditation standards, the self-
study process, and the Site Review Protocol and Process. This evaluation includes positive and/or 
negative reactions by the program director, instructional faculty, committee members, or program 
staff, to any of the USCCB/CCA accreditation standards, policies, and procedures. The program 
director, site reviewers, and other interested individuals or groups may, at any time, submit 
suggestions concerning the USCCB/CCA accreditation standards, policies, and procedures. 

Formal Review of the Accreditation Handbook 
The USCCB/CCA shall review the Accreditation Handbook for Ministry Formation Programs every 
seven years. The USCCB/CCA executive director shall provide formal notification of the seven-year 
review to program directors of USCCB-accredited program two years before the seven-year review 
begins. With this notification, the program director shall be invited to respond in writing with 
suggestions, changes, or formal resolutions for revisions of standards, policies, and procedures, or 
other additions or clarifications to the current Accreditation Handbook for Ministry Formation 
Programs. Public representatives serving on the USCCB/CCA shall also provide input from the 
general public regarding accreditation standards, policies, and procedures. 

Consultation 
A program director shall contact the USCCB/CCA office if consultation is desired concerning any 
aspect of the accreditation process for their program. Upon request, the USCCB/CCA executive 
director and those serving on the board of directors shall offer consultation. The USCCB/CCA does 
not charge a fee for consultation. However, if the program director wishes on-site consultation, the 
program or sponsoring institution pays for consultants’ travel and accommodation expenses. 
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Accreditation Fees 
The USCCB/CCA shall set fees for accreditation. Such fees include:  

1. An application fee when a program desires applicant status; 

2. An annual accreditation fee for a program, even if in a given year there are no participants 
accepted into the program; and  

3. An administrative fee for a site review. 

The annual accreditation fee invoices are sent to program directors in December for payment in 
January. The invoice for the site review fee and site review expenses for members of the site 
review committee are sent to the program director after the site review has taken place. 

Accreditation Files 
Accreditation files of programs are secured in the USCCB/CCA office. Active accreditation files 
contain self-studies, site review and program response reports, accreditation actions, including 
adverse actions taken, and results of appeals to the USCCB/CCA. All documentation in 
accreditation files is confidential. After a program has closed, accreditation files are transferred to 
the USCCB/CCA archives. 

Location of the USCCB/CCA Office 
The USCCB/CCA office is located in St. Francis, Wisconsin. All correspondence and shipments are 
to be sent to: 

The USCCB/CCA Office 
3211 South Lake Drive, Suite 317 
Saint Francis, Wisconsin 53235-3702 

The telephone number for the office is (414) 486-0139. The fax number is (414) 489-0006. The web  
site is www.usccbcca.org. The e-mail address is usccbcca@execpc.com. 
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Glossary 

Since the USCCB/CCA accredits Ministry Formation Programs and Clinical Pastoral Education 
Programs and approves certification standards and procedures, the working definitions in this 
glossary are divided into four sections: definitions pertaining to accreditation, ministry formation 
programs and Clinical Pastoral Education programs. 
 
These working definitions are not intended to be definitive or exhaustive. Program directors are 
encouraged to include a glossary in their Participant Handbooks with nuances that conform to 
their local church. Program directors may also consult the glossary in certification handbooks on 
the USCCB/CCA web site (www.usccbcca.org). 
 
 
Section 1: Definitions Pertaining to Accreditation 
 
 
accreditation. The public status granted an institution or program by an authorized national or 

regional accrediting commission that assures the public that the institution or program is in 
compliance with accreditation standards. Accreditation encourages the development of 
high-quality institutions and programs by reviewing an examination of mission, goals and 
objectives, curriculum, administration, faculty, resources, and achievements. Accreditation 
grants recognition to an institution or a program, thereby warranting public and 
professional confidence. The USCCB/CCA grants accreditation to formation programs, 
both clinical pastoral education and ministry formation. 

accreditation commission. A recognized and voluntary nongovernmental commission that 
administers evaluation procedures and grants accreditation. The USCCB/CCA has been a 
separately incorporated accreditation commission since 1982. 

board of directors. The USCCB/CCA Board of Directors is vested with the legal authority to 
carry out the mission given to the board by the United States Conference of Catholic 
Bishops, that is, to accredit formation programs and to approve certification standards and 
procedures. 

commendation. Acknowledgment in the self-study report that an individual, group, or program 
deserves special recognition for compliance with a standard in an outstanding way. 

certification. This recognition of a minister’s competence is not conferred on participants at the 
conclusion of a USCCB/CCA-accredited program. Certification is a formal process 
undertaken by an (arch)diocesan office that is not responsible for a formation program 
whereby ministers in a specialized ministry (catechetical, pastoral, youth, etc.) submit a 
self-assessment based on certification standards, present a portfolio of required materials, 
and are interviewed by an authorized committee. After completing the certification 
procedures, a (arch)diocesan director recommends candidates who have demonstrated 
competency in regards to certification standards for certification or renewal of certification 
to the local ordinary. Certification is granted for a specified number of years by the 
(arch)diocesan office designated to do so. Normally, a certificate of certification is given 
the specialized minister in a celebration of this event. 

competence. The demonstrated and proven ability of ministers for their certification and 
renewal of certification to meet the human, spiritual, intellectual and pastoral certification 
standards established by an (arch)diocese office and approved by the USCCB/CCA. 
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evaluation. A formal and planned process after assessment for determining whether 
accreditation standards have been met by all components of the program. An evaluation of 
compliance with the eight major accreditation standards include an enumeration of 
strengths and limitations in regards to compliance with recommendations made as to how 
and when these recommendations will be addressed. 

grievance. An alleged violation of standards by an accredited program, or the ethical or 
professional conduct by a program director, staff or faculty that affording the reason for a 
formal written complaint. 

guidelines. Statements in a Participant Handbook that outlines the contents, steps, procedures, 
requirements and/or policies in developing, maintaining, or evaluating programs 
components. 

initial accreditation. The USCCB/CCA grants a ministry formation program Initial accreditation 
is granted for a period of five years. 

justice issues. A comprehensive concept that encompasses all aspects of justice, that is, 
cultural, ethnic, economic, ecological, gender, political, racial, etc. 

lay ecclesial minister. A generic category described in the National Conference of Catholic 
Bishops Lay Ministry Subcommittee report entitled Lay Ecclesial Ministry: State of the 
Question, a lay ecclesial minister is a fully initiated lay member of the Christian faithful, 
including vowed religious, who responds to the empowerment and gifts of the Holy Spirit 
received in baptism and confirmation to participate in ministry; who has prepared himself 
or herself through a process of prayerful discernment; who has received the necessary 
formation, education, and training to function competently within a given area of ministry; 
who intentionally brings personal competencies and gifts to serve in the Church’s mission 
through a specific ministry of ecclesial leadership, and who does so with community 
recognition and support; who has been entrusted with a formal and public role in ministry, 
or upon whom an office has been conferred by competent ecclesiastical authority; who 
has been installed in a ministry through the authority of the bishop or his representative, 
perhaps using a public ritual; who commits to performing the duties of a ministry in a 
stable manner; who is a paid staff person (full-time or part-time), or a volunteer with 
responsibility and the necessary authority for institutional leadership in a particular area of 
ministry. Local ordinaries determine what categories of specialized ministers are 
designated as lay ecclesial ministers. 

limitation. A statement in a self-study or a site review report that indicates that a program does 
not completely meet a standard. Normally a limitation results in a recommendation by a 
site review committee or USCCB/CCA Board of Directors that the program needs to 
address. 

notation. A statement in a site review report that indicates lack of compliance with a standard. 
When a program addresses the notation by coming into compliance with the standards, 
the USCCB/CCA removes the notation and grants the program accreditation. 

periodic review cycle. A period of years during which an formation program strives to fulfill the 
recommendations of its last site review and to improve the program after review of 
participant, faculty, and advisory committee evaluations in response to the changing needs 
of the local Church and participants. 
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policy. A set of rules and/or directions in a designated area congruent with accreditation 
standards, procedures, and guidelines by which decisions are made. 

procedure. A set of mandatory steps to be followed in a regular and defined order for the 
accomplishment of a designated purpose. 

program response report. A report sent to the USCCB/CCA that is written by a program 
director and advisory committee after receiving a site review report. In order of priority, the 
report states when and how recommendations enumerated in the site review report will be 
addressed and integrated into the program. 

reaffirmation of accreditation. Accreditation granted to programs after an initial self-study, 
self-study report, and accreditation site review that demonstrates that the program 
continues to be in compliance with standards. After initial accreditation, the reaffirmation of 
ministry formation programs is granted to seven years and for clinical pastoral education 
every ten years. 

recommendation. A statement in a site review report for a limitation of a program that needs to 
be addressed for program improvement. 

review. The formal process of assessment or examination of all components of a program to 
evaluate whether the program is in compliance with accreditation standards and identifying 
the program’s strengths and limitations in regards to standards. 

self-study committee. A committee designated to assist in the self-study process and writing of 
the self-study report. For some programs, the advisory committee serves as the self-study 
committee. 

self-study process. A period of time within which a program director and an advisory/self-study 
committee carefully examine all the components of a program for compliance with 
accreditation standards, policies, and procedures, identify the strengths and limitations of 
the program, and make recommendations for improving the quality of the program. 

self-study report. A report written by a program director and self-study committee stating the 
results of the self-study process and the program’s compliance with accreditation 
standards. The report also includes a description of the strengths, limitations, non 
compliance with standards, and recommendations to improve or change the program. 

site review. Review of a program by a site review committee that includes evaluation of a site 
review report, interviews, an oral report of findings, and a written site review report of 
these findings. 

site review committee. Reviewers appointed by the USCCB/CCA who meet established 
criteria and travel to the site of a program in order to interview those involved in it and to 
evaluate whether the conclusions of the self-study report are evidenced in the way the 
program is functioning. 

site review report. The written report of a site review committee to the program director and 
USCCB/CCA that states the reviewers’ findings regarding the program’s process of self-
study review, compliance with standards, affirmation of strengths, recognition of 
limitations, and recommendations to improve the program. 

sponsor. The authority that partially or totally finances a clinical pastoral education or ministry 
formation program so that it can operate. 
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standard. Criteria established by accrediting agencies by which programs are assessed and 
evaluated for compliance. By its mission, the USCCB/CCA establishes accreditation 
standards for ministry formation and Clinical Pastoral Education (CPE) programs. The 
USCCB/CCA standards are the standards for the accreditation of CPE programs, not the 
standards of the National Association of Catholic Chaplains, the national organization that 
submits certification standards and procedures for NACC certification of Catholic chaplains 
and CPE supervisors. 

USCCB/CCA. The term used for the United States Conference of Catholic Bishops Commission 
on Certification and Accreditation. The USCCB/CCA is an incorporated national 
accrediting commission authorized by the United States Conference of Catholic Bishops to 
grant accreditation to clinical pastoral education programs and ministry formation 
programs and to approve certification standards and procedures for the certification of 
ecclesial ministers. 

USCCB/CCA–approved. A phrase that refers to the approval of certification standards or 
approval of certification standards and procedures for certifying specialized ecclesial 
ministers by (arch)dioceses and national organizations. Programs are accredited by the 
USCCB/CCA while certification standards and certification standards and procedures are 
approved by the USCCB/CCA. 

withdrawal of accreditation. Formal action taken by the USCCB/CCA Board of Directors to 
remove the accreditation of a ministry formation program or clinical pastoral education. 
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Section 2: Definitions Pertaining to Ministry Formation Programs 
 
 
adult models of education. A methodology used by presenters and instructors which focuses 

on the lived experience of adult learners. This method occurs when participants engage in 
some activity (reflect on their experience and identify it), look back at the activity critically 
(analyze the experience), abstract some useful insight from the analysis (generalize the 
experience), and put the result to work through a change in behavior (apply what they 
have come to understand). The lived experience may be participants’ own or it may be a 
structured experience facilitated by instructors who use various scenarios in their 
presentations and workshops. These include such scenarios as role playing, writing, 
journaling, art, film, literature, music, hymnody, sacramentals, self-disclosure, story-telling, 
guided imagery, small and large group discussion, presentation of case studies, 
verbatims, etc 

advisory committee. A committee composed of members both internal and external to a 
program that consults regularly with the program director regarding all aspects of the 
program and assists in the development of the program according to accreditation 
standards. The advisory committee shall represent the following diversity in its 
membership: 

• Race/ethnicity represented in the (arch)diocese; 

• Gender;  

• Vocation, such as pastors, parochial vicars, women/men vowed religious, 
married and single laity; 

• Program graduates; and 

• People not employed by the (arch)diocese or the sponsoring institution whose 
skills and expertise enables them to contribute to the growth and development of 
the program. 

assessment. The first step in a self-study process by which a program director and 
advisory/self-study committee examine every ministry formation program standard to 
determine the program’s strengths, limitations/challenges, and recommendations for 
development under the stipulations of the standard. 

appeal. A formal written request by a program director for review or reconsideration of an 
accreditation decision by the USCCB/CCA in accordance with the process described in 
the appeal procedures outlined in the Accreditation Handbook for Ministry Formation 
Programs. 

certificate. A written statement that a participant has successfully completed a ministry 
formation program through attendance, participation, and successful completion of all the 
components of the program. 

formation. All that participants integrate into their lives through family, education, religious 
experiences, vocation, work, careers, professions, relationships, etc. 

ministerial skills. Through workshops, days of reflection, and other program offerings, a 
ministry formation program shall offer participants the opportunity to learn, practice and/or 
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express skillful competencies needed in ministry. A self-study report includes how and 
when participants are offered opportunities to develop the following: 

• Learning and applying the principles of ongoing faith development and spiritual 
growth; 

• Learning and using the principles of designing and leading public prayer; 

• Learning and practicing one-on-one the skills for communicating, the skills of public 
speaking, and the intercultural communication skills based on an awareness of 
personal cultural identity; 

• Learning the current understanding of servant leadership in the Church and 
evidencing this leadership through the components of the program and ministry 
practicums; 

• Learning and using the skills for planning and organizing projects and events; 

• Learning and using the skills for facilitating meetings; 

• Learning and the skills for motivating the collaboration of others based on the call of 
baptism and the ecclesial elements of ministry; 

• Learning and using the skills for inviting, training, supervising, evaluating, and 
offering support to those who contribute their service; 

• Learning and using conflict management skills; 

• Learning and practicing the skills of theological self-reflection and being able to 
articulate ministerial strengths, limitations, feelings, attitudes, values, and 
assumptions that affect ministry;  

• Learning and evidencing behaviors of psychological and spiritual maturity;  

• Understanding the roles of that public, commissioned, authorized, and certified 
ministers play in the church; and 

• Receiving instruction regarding parish and (arch)diocesan structures and how to 
appropriately utilize resources that each offers. 

ministry formation program. A program to assist the participants with understanding their 
gifts, call, role, and mission in the Church and in the world, and with developing skills to 
respond to their baptismal call. Components of a program include the following: a mission 
statement, goals and objectives based on the perspectives of Vatican II and post-conciliar 
documents such as Co-Workers in the Vineyard of the Lord and the needs of the local 
Church. The curriculum is based on the program’s mission and its goals and objectives 
that integrate human, spiritual, intellection, theological and pastoral elements of formation 
and skill building. A program director administers the program’s compliance with standards 
and ongoing development to respond to the changing needs of the local church.  

ministry formation program goals. Each program determines the specific objectives of goals 
that incorporate human, spiritual, intellectual and pastoral components of formation. 
Objectives shall include the ministerial needs of the local church and leadership needed to 
minister to emerging groups in the church, such as Hispanics, Asian Pacific Islanders, 
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African American, and various migrant groups and refugees that are appropriate to the 
years and specializations offered through the program. The USCCB/CCA-approved 
National Certification Standards for Lay Ecclesial Ministers (2006 edition), while specific to 
certification, offer can help articulate objectives that lead to competency in ministry. 

ministry practicum. The program director designs a ministry practicum for participants that 
take place during one of the years of the program. Even if participants are hired full or 
part-time in ministry, participants choose a practicum that places them in a different 
ministerial setting. The elements included in a written contract include, but are not limited 
to the following: 

• The necessary information and skills for participants to minister effectively in their 
chosen practicum; 

• An opportunity to formulate personal goals and objectives in a signed learning 
agreement; 

• Opportunities to meet regularly and receive ongoing supervision during the 
practicum;  

• Opportunities to meet with peers for support during the practicum; and 

• Opportunities to be evaluated during and after the practicum by supervisors, 
mentors, parish staff, parochial vicars, pastors or chief administrators of the ministry 
site. 

periodic review cycle. An initial period of five years and every seven years thereafter during 
which a ministry formation program strives to fulfill the recommendations of its last site 
review and to continually improve the program after review of participant, faculty, and 
advisory committee evaluations in response to the changing needs of the local church and 
participants. 

National Certification Standards for Lay Ecclesial Ministers. The certification standards for 
parish catechetical leaders, youth ministry leaders, pastoral associates, parish life 
coordinators and directors of music ministries in this 2006 publication by the National 
Association for Lay Ministry (NALM), the National Association of Pastoral Musicians 
(NPM) the National Conference for Catechetical Leadership (NCCL) and the National 
Federation of Catholic Youth Ministry (NFCYM) was approved by the USCCB/CCA in 
2005. Program directors can benefit from these standards in writing objectives for their 
program for participants to grow and develop their human, spiritual, intellectual and 
pastoral competencies for ministry. 

program handbooks. A ministry formation program director provides participants and faculty 
with handbooks which include, but is not limited to, the following information:  

 
• A brief history of the sponsor of the program; 

• brief history of the program; 

• The mission of the program; 

• A brief description of the theological foundation of the program; 
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• The human, intellectual, spiritual and pastoral goals and objectives for each of the 
years and specializations of the program; 

• A general bibliography of required and suggested readings required of participants 
for each year and specialization of the program; 

• The specific skills participants hope to develop throughout the years and 
specializations of the program; 

• A description of the supervised ministry practicum required of participants; 

• A description of the facilities where formation activities take place with a note of 
which are assessable to the handicapped; 

• Financial information including tuition, fees, cost of books, payment and refund 
policy, available scholarships, etc.; 

• Expectations regarding the time commitment required of participants for all 
activities of the program, such as for interviews, classes, workshops, days of 
reflection, assigned readings and writing, the supervised ministry practicum, etc. 

• The criteria and process by which participants remain in the program from one 
year to the next; 

• A description of a general class schedule and the formation sites for classes and 
program activities; 

• Information, if applicable, about applying for academic credit for the program from 
a college, university, and applying to the National Association of Catholic 
Chaplains for recognition of one unit of Clinical Pastoral Education toward 
certification as a chaplain; 

• Criteria and process for acceptance and remaining in the program; 

• Criteria for voluntary or involuntary departure from the program; 

• Codes of ethics or criteria for appropriate behavior for all involved in the program; 

• Participant rights and responsibilities in the program; 

• Guidelines for designing and leading public prayer; 

•  Description of available learning resources; 

•  Forms used throughout the program, e.g., for self and program evaluations for 
each year of the program, evaluating instructional faculty, mentors and the 
experience of a ministry practicum, etc.; 

•  Policies such as the following: 

o Who may attend program functions; 

o Absence and make-up courses, presentations, assignments, etc.; 
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o Smoking, alcohol, weapons, illegal substances, etc., on program 
premises; 

o Distributing unsolicited materials to program participants; 

o Submitting complaints regarding the program; 

o Reporting allegations of abuse; 

o Participant records, including confidentiality, security, access, release, 
time period that records are updated after the program is completed, and 
compliance with federal and state laws with the exceptions for release of 
information to protect health and safety and for the purposes of 
accreditation reviews; 

o Disclaimers, such as the right of the program director to change 
requirements, policies, procedures and components of the program, and 
that successful completion of the program does not ensure employment 
in an institution, parish or (arch)diocesan office/agency, or automatic 
acceptance into another program offered by the (arch)diocese or 
institution;  

o Location of the USCCB/CCA Accreditation Handbook for Ministry 
Formation Programs for access by participants, faculty and staff; and 

• Notification that the ministry formation program has been accredited by the United 
States Conference of Catholic Bishops Commission on Certification and 
Accreditation, 3211 South Lake Drive, Suite 317, St. Francis, WI 53235-3702 (414-
486-0139; www.usccbcca.org). 

program files. The program director or designee is responsible for maintaining all files 
pertaining to the program. The following are to be made available during accreditation site 
reviews: 

• A position description for the program director that describes program 
responsibilities, the structures of accountability, and other position responsibilities in 
the (arch)diocese or sponsoring institution; 

• A position description for mentors or supervisors of participants in the program; 

• Files of the résumés for program administrators/staff, coordinators, regional 
directors, instructional faculty, facilitators, supervisors, mentors, interviewers, and 
those regularly involved in the program; 

• Files of the courses, sessions, workshops, etc., presented by instructional faculty 
with goals and objectives for participant learning, prayer, skills demonstrated and 
practiced by participants, theological reflection activities, bibliographies, required 
assignments, etc.; 

• Files of the minutes of the advisory committee meetings with the minutes of the last 
three years included in the self-study report for initial accreditation; 

• Files of signed agreements with instructional faculty, facilitators, supervisors, 
mentors, etc.; 
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• Files of signed agreements for the use of facilities that are not the property of the 
(arch)diocese or sponsoring institution; 

• Files of supervised ministry practicum agreements; and 

• A file of complaints received regarding the program with documentation on how 
complaints were addressed. 
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Section 3: Definitions Pertaining to Clinical Pastoral Education Programs 
 
 
accreditation. The public status granted an institution or program by an authorized national or 

regional accrediting commission that assures the public that the institution or program is in 
compliance with accreditation standards. Accreditation encourages the development of 
high-quality institutions and programs by reviewing an examination of mission, goals and 
objectives, curriculum, administration, faculty, resources, and achievements. Accreditation 
grants recognition to an institution or a program, thereby warranting public and 
professional confidence. The USCCB/CCA grants accreditation to formation programs, 
both clinical pastoral education and ministry formation. 

accreditation commission. A recognized and voluntary nongovernmental commission that 
administers evaluation procedures and grants accreditation. The USCCB/CCA has been a 
separately incorporated accreditation agency since 1982. 

board of directors. The legally incorporated body, synonymous with the title USCCB 
Commission (USCCB/CCA), vested with the authority to carry out the procedures and 
policies of accreditation. 

assessment. The first step in a self-study process by which a CPE supervisor and 
advisory/self-study committee examine every clinical pastoral education program standard 
to determine the program’s strengths, limitations/challenges, and recommendations for 
development under the stipulations of the standard. 

 
appeal. A formal written request by a CPE supervisor director for review or reconsideration of 

an accreditation decision by the USCCB/CCA in accordance with the process described in 
the appeal procedures outlined in the Accreditation Handbook for Ministry Formation 
Programs. 

clinical pastoral education program. A program of ministry formation for chaplains 
administered in a clinical setting under the supervision of a certified CPE supervisor. It 
offers students a structured system of components, including a unified curriculum, a 
student learning contract, participation in peer groups, the practice of ministry in a 
supervised context with formal reporting of this ministry, theological reflection on ministry, 
a multidisciplinary approach, and an evaluation of the achievement of learning contract 
goals. The CPE program occurs within a specified timeframe, called a CPE unit, during 
which participants strive for personal growth and professional competence as chaplains 
and ministers of pastoral care. The USCCB/CCA accredits CPE programs using 
USCCB/CCA accreditation standards that incorporate the NACC accreditation standards 
for CPE programs. Participants who have successfully completed a ministry formation 
program may apply to the National Association of Catholic Chaplains for information if their 
completed program may be granted one (1) unit of CPE (info@nacc.org). 

National Association of Catholic Chaplains (NACC). The NACC, as a national association of 
Catholic chaplains and CPE supervisors, aspires to be the forum for dialogue between the 
Catholic Church and chaplaincy in responding to new realities and the initiator of continual 
renewal and transformation of the practice of chaplaincy. The NACC submits certification 
standards and procedures to the USCCB/CCA for the certification of Catholic chaplains 
and CPE supervisors. The USCCB/CCA Accreditation Handbook for the Accreditation of 
Clinical Pastoral Education contain the standards in Section 2 for the accreditation of CPE 
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programs that are under the administration, supervision, or contracted services of an 
NACC certification CPE supervisor. 

 
organization. The term used for a national professional organization of specialized ecclesial 

ministers listed in The Official Catholic Director or an organizational structure within a state 
Catholic conference that submits certification standards, or certification standards and 
procedures, to the USCCB/CCA for approval. 

 
 
Definitions that Pertain to Clinical Pastoral Education Programs 
 
accreditation. The public status granted an institution or program by an authorized national or 

regional accrediting commission that assures the public that the institution or program is in 
compliance with accreditation standards. Accreditation encourages the development of 
high-quality institutions and programs by reviewing an examination of mission, goals and 
objectives, curriculum, administration, faculty, resources, and achievements. Accreditation 
grants recognition to an institution or a program, thereby warranting public and 
professional confidence. The USCCB/CCA grants accreditation to formation programs, 
both clinical pastoral education and ministry formation. 

accreditation commission. A recognized and voluntary nongovernmental commission that 
administers evaluation procedures and grants accreditation. The USCCB/CCA has been a 
separately incorporated accreditation agency since 1982. 

board of directors. The legally incorporated body, synonymous with the title USCCB 
Commission (USCCB/CCA), vested with the authority to carry out the procedures and 
policies of accreditation. 

assessment. The first step in a self-study process by which a CPE supervisor and 
advisory/self-study committee examine every clinical pastoral education program standard 
to determine the program’s strengths, limitations/challenges, and recommendations for 
development under the stipulations of the standard. 

appeal. A formal written request by a CPE supervisor director for review or reconsideration of 
an accreditation decision by the USCCB/CCA in accordance with the process described in 
the appeal procedures outlined in the Accreditation Handbook for Ministry Formation 
Programs. 

clinical pastoral education program. A program of ministry formation for chaplains 
administered in a clinical setting under the supervision of a certified CPE supervisor. It 
offers students a structured system of components, including a unified curriculum, a 
student learning contract, participation in peer groups, the practice of ministry in a 
supervised context with formal reporting of this ministry, theological reflection on ministry, 
a multidisciplinary approach, and an evaluation of the achievement of learning contract 
goals. The CPE program occurs within a specified timeframe, called a CPE unit, during 
which participants strive for personal growth and professional competence as chaplains 
and ministers of pastoral care. The USCCB/CCA accredits CPE programs using 
USCCB/CCA accreditation standards that incorporate the NACC accreditation standards 
for CPE programs. Participants who have successfully completed a ministry formation 
program may apply to the National Association of Catholic Chaplains for information if their 
completed program may be granted one (1) unit of CPE (info@nacc.org). 
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National Association of Catholic Chaplains (NACC). The NACC, as a national association of 
Catholic chaplains and CPE supervisors, aspires to be the forum for dialogue between the 
Catholic Church and chaplaincy in responding to new realities and the initiator of continual  
renewal and transformation of the practice of chaplaincy. The NACC submits certification 
standards and procedures to the USCCB/CCA for the certification of Catholic chaplains 
and CPE supervisors. The USCCB/CCA Accreditation Handbook for the Accreditation of 
Clinical Pastoral Education contain the standards in Section 2 for the accreditation of CPE 
programs that are under the administration, supervision, or contracted services of an 
NACC certification CPE supervisor. 

 
unit of clinical pastoral education. A unit of CPE comprises a number of elements that 

include 400 hours of supervised clinical learning and formation under the guidance of a 
certified NACC or ACPE-certified supervisor. For units to be recognized by the NACC and 
the ACPE, the program must be accredited by the USCCB/CCA or the ACPE. For specific 
goals and objectives of CPE units consult the Accreditation Handbook for Clinical Pastoral 
Education Programs found on the USCCB/CCA website (www.usccbcca.org). 
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