APPENDIX 7

GUIDES FOR ACPE PROGRAMS

The following guides are provided to give centers and supervisors insights about developing certain aspects of CPE programs. These guides are not meant to be prescriptive but rather are provided to assist in centers’ development of context-specific material.

7 A Guide to Developing Center Policies and Procedures

7 B Guide for Student Records

7 C Guide for Admission Interviews

7 D Guide for Evaluation of Students’ CPE Experience

7 E Guide for Policy on ACPE Accreditation Records
APPENDIX 7 A

GUIDE TO DEVELOPING CENTER POLICIES AND PROCEDURES

ACPE Standards require centers to develop certain policies and procedures and to inform students of the policies and procedures. Policies and procedures assist both centers and students in understanding the ways in which they function. If the full text of all policies and procedures are not included in the handbook, they must be summarized in the center’s student handbook, with the full text made available to students on site. 

Centers may include policies and procedures that go beyond the expectations of the ACPE Standards 2010, but the policies and procedures of an Accredited Member Center must include:
· Access to ACPE standards and commissions’ manuals (Standard 303.7),

· Access to library, other resources (Standard 303.6),

· Admissions (Standard 304.1),
· Agreement for training (Standard 304.9),
· Complaints (Standard 304.3),
· Completion of unit in progress if supervisor unable to continue (Standard 304.10),
· Consultation (Standard 304.5),
· Discipline, dismissal and withdrawal (Standard 304.6),
· Ethical conduct for students consistent with ACPE standards (Standard 304.7),
· Maintenance of student records (Standard 304.4),
· Supervisor’s evaluation (Standard 308.8.1),
· Financial-fees, benefits, etc. (304.2), and
· Students’ rights and responsibilities (304.8).
Policy and procedure development varies from center to center. Some centers may be required to use a format as developed by an institution or governance board. However, if a format is not available, the following is a recommended format for developing policies and/or procedures.
1. Purpose of policy and/or procedure: why policy/procedure exists or what it is intended to accomplish, and citing applicable ACPE standard.
2. Policy/procedure: statement of the policy/procedure, i.e. requirements of student or center.
3. Procedure: procedure/steps to follow in implementing the policy.
4. Definitions of key terms as they apply to the center and the policy/procedure.
APPENDIX 7 B
GUIDE FOR STUDENT RECORDS

ACPE Standard 304.4

The Family Education Rights and Privacy Act (FERPA) applies to all ACPE CPE programs. FERPA addresses privacy not confidentiality issues. This means students own the information about them and must know what is being collected and how it is being used. Their information cannot be shared without their written permission. Each CPE center must publicize Annual Notice (see below) of its protocols for proper handling of student records. Use the following guidelines for implementation of protocols and the required Annual Notice.
Guidelines: A student record is: (1) any record (paper, electronic, video, audio, biometric etc.) directly related to the student from which the student’s identity can be recognized; and (2) maintained by the education program/institution or a person acting for the institution. Note:

· Application materials of students admitted and matriculated are part of the student record. 

· Application materials for others are subject to particular state privacy laws for their retention, use and destruction. If no applicable laws exist, the center creates, publicizes, and follows its own protocol. 

Directory Information is student information not generally considered harmful or an invasion of privacy if released. Note: 

· Each Center defines directory information that will be released without specific consent unless a student “opts out.” 

· Common directory information includes: name, address, email, telephone, date of birth, religion, previous education, and photograph. All other information is released only with the student’s written, signed, dated consent specifying which records are being disclosed, to whom, and for what limited purpose.
· Before releasing information, students must have received the Annual Notice.

· Current students can restrict directory information and/or record access at any time during attendance. Restrictions must be honored even after the student’s departure. Former students cannot initiate new restrictions after departure. 

Subject to notification, the student’s name, address, denomination and unit of CPE successfully completed will be sent to the ACPE office on the student unit report at the completion of each unit of CPE.

ACPE requires that the CPE student record include the face sheet with directory information, the CPE supervisor’s evaluation report and the student’s own evaluation report, if submitted.

· A copy of the CPE supervisor’s evaluation report will be given to the student. The student will be informed that the center will keep this evaluation for a specified period of time, and it will not be available to anyone else except with written permission from the student. If the student’s own evaluation is included, it will be kept with the supervisor’s subject to the same provisions. (Note “Exceptions” below)
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· Students are responsible for maintaining their own files for future use. The center will not keep a permanent file or evaluation reports (See Annual Notice for center’s particular protocol). Students will be informed at the time copies are given to them that it is their responsibility to keep copies for future use.

· CPE students are expected to give written consent for copies of the supervisor’s evaluation reports (and their own if applicable) to be sent to their theological school.

· Supervisory Notes: The CPE Supervisor may keep process notes on a student. These process notes are for the exclusive use of the writer and are not considered a part of the student’s record. They should be kept separately from the student record.

Exceptions: Certain exceptions concerning the release of information exist to protect the health or safety of the student or others, and for the purpose of accreditation or complaint review, or as required for legal processes. Before releasing material in any of these circumstances, consult with the ACPE Executive Director or Associate Director.

Records Management: Centers must have written protocols for student record retention and destruction (how long records are kept, where, custodian; how destroyed) and for student review of records. Protocols must be followed consistently.  

· When an ACPE program closes, the regional accreditation chair arranges the secure storage of all student records of the closed program. The Accreditation Commission Chair and ACPE office will be informed of the records’ location.

· The center shall keep student records for at least ten years. These records shall not be open to anyone outside the CPE center except with the student’s written request. (Note “Exceptions” above). After ten years, the center may destroy the student record except for a face sheet with identification information. 

· Health records (mental and physical) must be kept in locked, limited access files separate from other student records. Their use and release is also subject to ADA and HIPPA. Certain safety and employment records are also subject to other federal regulations and state laws and are kept separately.

· Material written by students, such as verbatims and case histories that contain information about other persons, including other students, will either be destroyed or, if they are part of the student’s record, will have the identifiable information about everyone other than the student redacted.

· FERPA requires students be able to review their record within 45 days of student’s request (may be less). Record inspection cannot be denied based on the student’s inability to come to the site or outstanding financial obligations. In the latter case, a center can note on the copy sent, “not available for official use.” When a student record contains identifiers of another student, those must be redacted. The Annual Notice details records maintenance protocols and should include whether/how students may copy their records.

APPENDIX 7 B cont’d
Annual Notice: Annual Notice must be published annually prior to program start and appear in the student and center handbooks in addition to other sources at the center’s discretion. It contains *:

I. This ACPE CPE center/program guarantees to its students the rights to inspect and review education records, to seek to amend them, to specified control over release of record 

information, and to file a complaint against the program for alleged violations of these Family Education and Privacy Act (FERPA) rights.

II. What constitutes directory information at that center and how to opt out;

III. The definition of student records;

IV. Details of the center’s record’s management protocols. Include:

A student has the right to object to record content. If not negotiable, the written objection will be kept with and released with the record. Grades are exempted from this right.

V. Define within the center who constitutes an “education official” and what constitutes “a legitimate education interest.” Within the center, these people may have access to student records without student consent;
VI. Violations of these protocols may be reported to the Chair of the Accreditation Commission at: ACPE, 1549 Clairmont Road, Suite 103, Decatur, GA 30033.
* Items in bold throughout this document must appear in the Annual Notice as stated here. 

Persons Seeking Certification as a CPE SupervisorADVANCE \d 3: Persons seeking certification as a CPE supervisor shall not use personally identifying material about CPE students without the written permission of the student. Thus, either the identity of the student must be redacted or the student must give written permission to use the material.

· Following the action of a regional certification committee or the Certification Commission, and when the time limit for appeal has lapsed, all materials submitted about students will be destroyed.

· A regional certification committee and the Certification Commission may keep on file a face sheet of the person seeking certification, copies of the Presenters' Reports, and copies of all Action Reports on the person seeking certification. Other materials should be returned to the person seeking certification.

· ACPE may keep on file a copy of the face sheet and regional certification committee Action Reports, copies of all Certification Commission Presenters' Reports, and copies of all Certification Commission Action Reports.

Research: If information in student records or in a CPE supervisor’s records is considered of research value, and a CPE center or ACPE desires to collect and use such material for research, a release form shall be made available for the person's signature. No personally identifiable material will be used for research without the person's written permission for its use.

APPENDIX 7 C

GUIDE FOR ADMISSIONS INTERVIEWS
ADVANCE \d 3ACPE Standard 307.2

The interview for admission to CPE provides an opportunity for a qualified interviewer to meet with the applicant to discuss the application, to provide information and answer questions, to dynamically engage the applicant as a person and learner, to assess the applicant's readiness for CPE, and to discuss the selection of particular centers suitable to the educational goals of the applicant. Each center may have its own process of interviewing applicants. This guide provides insight into processes that have been used by many centers.
I. The Interview Process

The interviewer:

· reviews the completed application prior to the admission interview.

· conducts the interview with sufficient time and objectivity to permit the interviewer and the applicant to discuss concerns and questions relevant to the applicant's involvement in CPE.

· if the interview is conducted for another center, prepares a written report and makes it available to the applicant at the applicant’s request; the report: 

· identifies the name and address of the applicant; the name, address, position, and telephone number of the interviewer; the date of the interview, and the date of the report.
· is completed within 14 days of the interview.
· is confidential and is not shared with anyone except upon the student’s written request.
· supplements and clarifies, rather than duplicates material in the application.
· distinguishes between the factual information and the interviewer’s observations, conclusions, interpretations, and recommendations.
· invites the applicant to seek clarification, make a written response, or request a new interview with another interviewer.
· informs applicants that they are responsible for sharing the report with the center to which they have applied. If the report is submitted by the interviewer to others it should be only upon the written request of the applicant.

· gives written and verbal feedback to the applicant with pastoral discretion since no contract for an on‑going relationship necessarily exists between the interviewer and applicant.

.
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II. Content of the Report

The report should address:

· description of the applicant – description of the applicant’s affect and behavior as observed by the interviewer during the interview;
· family background and religious history – significant information not covered in the application;
· educational readiness in the judgment of the interviewer, such as the applicant's motivation, openness to learning, learning style, educational issues, understanding of process education, educational goals, and expectations of CPE;
· personal qualities, such as the applicant's ability to relate to people, openness in sharing feelings, sensitivity, and level of maturity as perceived by the interviewer.
· previous CPE or pastoral experience – an evaluative description of the experience and areas identified for continued development;
· practical concerns, such as financial resources to participate in the program, physical ability to participate in the program with or without reasonable accommodations, any housing and transportation concerns that would affect program participation, and the impact CPE will have on family, church and community relationships in the judgment of the applicant; and
· recommendations of the interviewer – readiness for CPE, type of center recommended, and specific educational issues and areas noted in anticipation of the CPE experience.

III. Qualified Interviewers of Applicants for CPE

· CPE supervisors or
· Other persons meeting the following criteria:

· knowledgeable about current ACPE standards, procedures, practices, and objectives.

· objective as to the interests of the applicant, church, seminary, center, and CPE.

· able to recognize those qualities of well being, personality and faith that will enable an applicant to develop in CPE.

· able to dynamically engage the applicant and assess readiness for CPE.

· able to assess the applicant's potential to benefit from CPE in the center(s) to which application is being made.
APPENDIX 7 D

GUIDE FOR EVALUATION OF STUDENTS' CPE EXPERIENCE

ACPE Standard 308.8

I. Purpose

ADVANCE \d 3The ACPE Standards require an evaluation of the student's CPE experience by the supervisor and by the student. Evaluation is a part of process education and may take various forms, be conducted with a variety of persons, occur at many and varied times, and serve several purposes.

II. The foci of the evaluation experience are:

· the student's individualized contract and learning goals.

· learning issues that have emerged in the CPE experience.

· the objectives and/or outcomes of the CPE program -- CPE (Level I/Level II) or Supervisory CPE.

III. The supervisor's final written evaluation of the student's CPE experience should:

· identify the student, supervisor, center, program of CPE, date of unit, and preparer of the document.

· be of professional quality both in clarity of thought and style of preparation and presentation.

· be timely in respect to the evaluation experiences being summarized and also to the availability of the document for future use; made available to the student within 45 calendar days of the end of the unit.

· respect the confidentiality of the student, peers and persons to whom the student ministered.

· never be given to anyone without the written permission and direction of the student, except as noted in Appendix 7B Guide for Student Records.

· be signed and dated by the supervisor and the student.

Students may attach an addendum to the supervisor’s evaluation.

IV. The student’s evaluation of the unit of CPE 
· may be completed using the form Sample CPE Program Evaluation, Appendix 6 A (p. 77) However, students may use a form designated by the supervisor or center.* 

* Note: Students in supervisory education are required to have students complete the CPE Program Evaluation form found in the ACPE Certification Manual 2010, Appendix 5. 

APPENDIX 7 E

GUIDE FOR POLICY ON ACPE ACCREDITATION RECORDS

The ACPE Accreditation Commission maintains member center files according to the requirements of the U.S. Department of Education. 

1. The Commission maintains a permanent record of:

· all pre-accreditation (centers seeking Candidacy) decisions. 

· all accreditation decisions, including all adverse actions. 

2. The Commission maintains accreditation records:

· for two accreditation review cycles. An accreditation review cycle is five years; member centers complete two accreditation review cycles every ten years. 

· records related to a center’s Candidacy for ten years following the grant of Accredited Member status.

3. Materials maintained in a member center’s files are:

· self study or feasibility study (self study includes annual center reports).

· Site Visit Reports I and II (for Ten Year Review and site visits, if any, required by Commission between review cycles).

· center response to Site Visit Report I.

· record of any regional accreditation committee action with the center, including:

· reports of consultations and/or site visits, and

· correspondence related to the center’s accreditation.

· Commission presenter’s report.

· report of Commission action.

· regional reviewer’s report for Five Year Review.

· regional committee recommendation for Five Year Review.

· Commission action on Five Year Review.

· center response to notation(s) and/or any adverse action imposed by Commission.

· presenter’s report for notations.
· report of Commission actions to remove notations or adverse actions.
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