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SAF and the Accreditation Process
The Society of American Foresters (SAF) has evaluated and accredited forestry education in the United States since 1935. SAF first established guidelines for recognizing educational programs in forest technology in 1971 and began accreditation of educational programs in forest technology in 2009. The Society’s continuing effort to improve the quality of forest technology instruction could not be accomplished without tremendous volunteer effort provided by Visiting Team members in the peer-review process. We acknowledge our members’ professional service and thank them for their contribution.

SAF is recognized by the Council for Higher Education Accreditation (CHEA), a private, nonprofit organization dedicated to strengthening higher education through strengthening accreditation. SAF has filed a letter of intent to seek a change of recognized scope of accreditation to include accreditation of educational programs in forest technology. Until final action by the Council for Higher Education Accreditation Board of Directors, SAF is recognized only for its current scope of accreditation of curricula leading to the forest technology in forest technology at the bachelor’s or masters’ level approved in May 2001.

SAF adheres to the CHEA Recognition Standards to:

· Advance academic quality. Accreditors are required to have a clear definition of quality and clear expectations that the institutions or programs they accredit have processes to determine whether quality standards are being met.

· Demonstrate accountability. Accreditors are required to have standards that call for institutions and programs to provide consistent, reliable information about academic quality and student achievement to foster continuing public confidence and investment.

· Encourage purposeful change and needed improvement. Accreditors are required to encourage planning for purposeful change and scrutiny for needed improvement through ongoing self-examination in institutions and programs.

· Employ appropriate and fair procedures in decision-making. Accreditors are required to maintain appropriate and fair organizational policies and procedures that include effective checks and balances.
· Continually reassess accreditation practices. Accreditors are required to undertake self-scrutiny of their accrediting activities.
For further descrip​tive information on the role and value of accreditation, and for background on the rights and responsibilities of the participants in the educational evaluation process, you may request policy statements from CHEA, One Dupont Circle, NW, Suite 510, Washington, DC 20036, (202) 955-612 or from SAF.
This publication is provided to SAF accreditation Visiting Team members and to forest technology education program heads to explain the on-site visit process. Any questions on its contents should be addressed to:


Director, Science & Education


Society of American Foresters


5400 Grosvenor Lane


Bethesda, Maryland 20814


(301) 897-8720 ext. 123
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SAF Accreditation Overview

The purpose of an accreditation evaluation is to provide public assurance of an institution's effectiveness and a stimulus to improve the quality of instruction. The SAF standards require an educational program to demonstrate clarity and purpose with stated educational goals and objectives; and show that it has a forest technology curriculum, a functioning organization and administrative structure, procedures to maintain faculty and students, and the physical resources and facilities to carry out the educational objectives. In addition, SAF standards seek to confirm that the parent institution provides the support to allow the program to continue to offer a quality education to the student.

The members of an SAF Visiting Team perform a critical service in a lengthy and complex accreditation process. A brief review of the process will help to explain your role as a team member; however, this review should not substitute for a thorough reading and understanding of the Standards, Procedures and Guidelines for Accrediting Educational Programs in Forest Technology.
The first stage in initial or continued SAF accreditation is the program's self-evaluation. Conducting the self-evaluation requires significant effort and resources. The self-evaluation report is a comprehensive statement of the program's objectives as viewed by its own faculty, students, and administrators; and how it meets accreditation criteria that have been established by the Society of American Foresters to guide educational programs in forest technology. Your first responsibility is to understand the SAF Standards for accreditation. Then to apply these standards as you read the self-evaluation report and supplemental material carefully and critically. 

The second stage is the on-site visit. The Visiting Team's functions are to verify that the program is accomplishing what its written goals, objectives, and policies claim, and to substantiate compliance with SAF Standards. Your on-site observations will supplement and interpret the program’s self-evaluation report. Approach the visit as a professional. Minimize your tendency to provide personal opinions on aspects of a program or to make comparisons to other programs, but offer constructive comments where ap​propriate. The ultimate objective is to measure educational effectiveness, assess student achievement, and to assist the program in improving the quality of forest technology educa​tion.

The third stage of the process is a carefully written Visiting Team Report, which outlines your findings on the program's compliance with SAF accreditation Standards. Fairness and accuracy are essential. It is not the team's purpose to state or to imply that SAF Standards have, or have not been met. This is the Committee on Forest Technology School Accreditation's responsibility. 

The Visiting Team should analyze the program and resources in light of the program's stated compliance with SAF Standards. Your role in writing the report is to describe and to assess. "Strengths" are emphasized to commend a program and to encourage its continued diligence in an area. "Opportunities for improvement" are noted where either immediate or future concern is warranted. Both areas of comment should be related to accreditation Standards. Pay particular attention to the instructions for writing a team report. 

The fourth stage is the SAF Committee on Forest Technology School Accreditation deliberation. The Committee depends on your verification of what the program provides in its report and actually delivers to the student to make an informed decision. The Visiting Team chair and the head of the forest technology program will meet with the Committee before the final decision. This gives the Visiting Team chair the opportunity to report to the Committee orally and the program head to answer questions and comment on the team's assessment.

The fifth and final stage of the process is SAF Committee on Forest Technology School Accreditation action. The Committee's decision may be to accredit, withhold accreditation, continue accreditation, withdraw accreditation, or place on probation. The Committee may recommend accreditation for less than the maximum period and/or schedule an interim visit or request a Progress Report as a condition for continued accreditation.

Visiting Team Organization

The Visiting Team consists of at least three persons who are SAF members or hold SAF committee appointments as public representatives. The chair must have had forest technology program administrative experience. At least one member must be a non-academic practitioner who resides within the institution's state or within contiguous states and is familiar with the job responsibilities of forest technicians. A member of the Committee on Forest Technology School Accreditation, who may or may not be one of the foregoing, will also be a member of the team. The program head may request a team consisting of more than three members and suggest general specialty areas to be represented by these additional members.

Visiting team members cannot be a alumni; past faculty or staff; cannot have a current affiliation with the institution that would even appear to be in conflict with an objective review, or possess any other conflicts of interest that would impair their judgment. A member of the SAF staff may accompany the team and serve in a support capacity. 
Visiting Team Chair Responsibilities

The team's chair is in charge of the visit and final report. The chair is the team's official spokesperson during the visit. The team chair will organize the team, consult with the program head to confirm the final agenda, and assure that important procedures are covered, that necessary individuals are consulted, that all participants thoroughly understand one another, that they persist until certain of the facts, and that all assessment is conducted in accordance with SAF Standards and Procedures. 

The chair should insure that coverage is as broad as feasible and especially that no major administrator or faculty member is overlooked. It may be possible and desirable to arrange conferences with one or more members of the institution's administration. Keep in mind that the team visits at the invitation of the institution. The hosts have their daily work while the team is on campus. Adjust the team's schedule to the host's convenience wherever possible. If one person is tied up at a given moment, there are probably others to see or places to visit. In all cases, arrangements should be made in advance to establish times and places where team members can easily be visited by any who wish to do so. 

Visiting Team Responsibilities

A detailed set of operating procedures for team members is not possible because no two programs are alike. You must be flexible and observant, adapt yourself to the circumstances, and use techniques that suit a particular situation. Your effectiveness is directly proportional to your ability to work as a team. 

Some of the most helpful contributions the Visiting Team can make to a program are to acknowledge the effort that went into the self-evaluation and affirm or challenge the information and conclusions, as appropriate. Keep the focus of the on-site evaluation on assessment and results, rather than processes and structure. The Visiting Team may make suggestions or recommendations that reflect an understanding of the program’s current activities and ongoing efforts.

You should be prepared to do a great deal of sympathetic listening, but at the same time you must take special care not to get involved in personal problems or inter-mural politics. The Visiting Team must not take sides in conflicts between programs and administration, nor anticipate the Committee on Forest Technology School Accreditation's action in these areas. All information from unhappy infor​mants that seems pertinent should be most carefully and thoroughly checked for accuracy. Only serious concerns of this nature are included in the Visiting Team report.

In addition to the various conferences and interviews, team members must remember to follow through on all aspects of their responsibilities. This includes checking facilities, reviewing student files, and interviewing program constituents.

Documentary materials, such as admission and registrar's records, library order lists, course syllabi, tests, term papers, and graduate employment reports are valuable because they are often prepared for in-house consumption rather than explicitly for outside use. Departmental faculty, committee, and advisory body minutes usually offer a means of discover​ing whether these bodies understand and exercise their proper functions.

Each member should have particular assignments to ensure coverage of all accreditation areas, but everyone will have equal responsibility for the report as a whole. You need to confer with each other frequently and to remember that each of you shares responsibility for the outcome of the visit. 

The site visit is limited to one day and an evening. Unless the team members must stay overnight, it is unlikely that a draft report will be completed during the site visit. However; the team should meet near the conclusion of the visit to discuss the findings and come to general consensus on the content of the team report. It is important to convey a general sense of the teams finding to the program and administration before the team departs. Any after thoughts may be considered by email or conference call.
Team Member Preparation

Careful and comprehensive preparation for the on-campus visit will sharpen your ability to define constructively the apparent strengths and opportunities for improvement of the program once on campus. The materials provided are your primary source of advanced information about the institution you will visit, and about the accreditation objectives and procedures. 

Laying an adequate foundation as a Visiting Team fact-finder involves the careful review of:


1.
The Society's Standards, Procedures, and Guidelines for Accrediting Educational Programs in Forest Technology. Student learning outcomes are a key factor in the success of a forest technology program. Are the students able to apply what they have been taught on the job? This requires the Visiting Team to be familiar with the curriculum and the program’s student learning assessment methods.


2.
The forest technology institution's self-evaluation report and associated documentation. To make your onsite time more productive, take comprehensive notes on apparent strengths and opportunities for improvement for each of the report's sections. The Visiting Team will look for consistency between what the program says and what it does, as well as, how the program has developed procedures to evaluate whether its goals and objectives are being met.


3.
The reports of the previous SAF Recognition Review Panels, Committee on Forest Technology School Recognition actions and other background information. These will help provide a perspective on the program’s development.


4.
This document, the Visiting Team Manual. The Visiting Team should evaluate the program's educational goals and objectives and how it proposes to evaluate whether these goals have been attained. In addition to material provided by the program in the self-evaluation report, team members should consult the Educational Outcomes Assessment section. 

Further insight may be obtained by speaking with individuals about their past experiences as Visiting Team members.

The Entrance Meeting

Early in the on-site visit schedule, the team will meet with the chief ad​ministrative officer of the institution and, perhaps, the chief academic officer and other administrators if the forest technology school is not autonomous. Initially, the chair should make introductions of team members and state briefly the function of the visit, its process on campus, and the institution's right to comment and to respond to the Visiting Team report. However, the team should participate in this meeting as a whole and not be dominated by the chair. Team members may be assigned specific topics to address during the meeting as appropriate.

A searching discussion should take place to determine:

· the administration's level of interest in the forest technology program; 

· whether they administer and regard the forest technology program in a manner at least commensurate with other programs on campus; 

· whether they fully recognize the professional aspects of forest technology and make efforts to meet the special needs of forest technology education; and 

· whether the forest technology program, its students, faculty and leadership are held in high esteem.

These are busy people so the meeting will be short and there is a danger of it becoming perfunctory. Guard against this and resolve to get the information and attitudes you want in the few minutes available.

Evaluating the Program

In the section, Team Member Preparation, you were advised to take comprehensive notes on apparent strengths and opportunities for improvement from the forest technology institution's self-evaluation report and associated documentation. Doing so will make your onsite time more productive as the team looks for consistency between the report and your observations.

Each team member will focus on a particular standard. You should prepare questions in advance of the interviews and visits to the facilities. This will help insure that you will have the opportunity to see and hear what you need for your report. In addition, questions will come up during the visit that may not have occurred to you during your preparation or you may find that certain statements require further explanation.

Even though Visiting Team members are given assignments, this is truly a team evaluation. Each of you was chosen for your particular background and experience to provide a balanced review of the program. The entire team should actively participate in the review to generate a useful dialogue through skillful questioning. A separate section of this manual, Educational Outcomes Assessment, is designed to assist with the development of your questions.

Preparing as a team will make the site visit more valuable. The site visit is quite demanding and provides only limited time for independent team interaction. That time should be relaxed and informal but productive. Review the agenda for the next day, discuss your key findings from the self-evaluation and the initial meeting, the questions that were not answered, and any new questions that have arisen.

Take good notes. They will be invaluable as you go through the process and, especially, when you write your sections of the report. Some team members find that beginning to draft their sections in advance based on the self-evaluation report helps spread out the work and generates questions for the site visit.

Writing the Visiting Team Report

The Visiting Team written report is an essential component of the ac​creditation process. The Committee on Forest Technology School Accreditation relies on a definitive report that clearly and concisely presents the Visiting Team’s significant findings when assessing a program’s compliance with SAF standards. 

The basic format of the Visiting Team Report includes an Executive Summary, Introduction, and Body with a subsection devoted to each of the seven Accreditation Standards. The Executive Summary should be a concise digest consisting of seven bulleted paragraphs paralleling the body of the report and stating the team's major observed strengths and concerns with each of the Standards. A final General Observations section that presents team observations outside of the literal interpretation of the accreditation standards may or may not be appropriate. The report does not contain recommendations as to accreditation nor specific recommendations for correction of weakness. The report should not formally state whether or not the Standards have been met. 

Within the body, the section devoted to curriculum must contain a description of each curriculum, option, program, or concentration for which accreditation is sought. Discussion should be sufficiently thorough to provide the Committee on Forest Technology School Accreditation with the foundation for deciding which curricula, options, or programs will be approved. 

The Visiting Team chair is responsible for preparing the introduction and summary. In addition, the chair usually writes the section devoted to the organization and administration of the forest technology program (Standard V). The team members will write the remaining sections of the report for their assigned area of responsibility.
The team chair must submit the final report to the chief administrative officer of the institution within 45 days of the visit. In consultation with the team members, the chair will set the deadline for submitting the draft report sections. The chair will assemble the final report but should not be required to spend a great deal of time in editing and rewriting the individual sections. A fundamental aim is for the final report to present all relevant topics discussed during the visit but to avoid surprise comments that were not raised during exit interviews. The best final report is written during or immediately after the visit. 

Here are several characteristics of a well-written report:

· It analyzes, interprets, gives perspective, evaluates, and verifies that the information in the self-evaluation report is, in fact, taking place. 
· It weighs the quality of program and student achievements. 
· It is fair and accurate. Unverified information is omitted rather than cited. Assumptions and unsupported generalizations are not made. Quantitative assessment is provided where appropriate.
· It provides a detached and impersonal point of view without reference to individuals. Even commendation of individuals risks injustice by omission of others. 
· It provides a balanced analysis, recognizing accomplishments as well as problems. It concentrates on matters of continuing significance.
· It is concise. Discusses each significant item in enough detail to be useful yet minimizes restatement of information already found in the program's self-evaluation report.

When completed, the report is transmitted to the institution's chief administrative officer under an appropriate cover letter (an example is attached). The report is considered confidential. Copies of the report are submitted to the program head, team members, and the SAF Director of Science and Education. Additional copies may be sent to the institution and program administrators as deemed appropriate by the team chair. In the cover letter, the institution's chief administrative officer is requested to comment on the report's factual accuracy, and is informed that these comments will be included as part of the team's final report to the Committee on Forest Technology School Accreditation.
The Exit Meeting

In contrast to the entrance meeting, the Visiting Team chair should take and keep control of the exit meeting. The purpose is to thank the administrators, program head and/or faculty for the courtesies extended and to present a summary of the team's findings. 

The Chair should emphasize the fact-finding function of the team and refrain from any temptation to predict the decision of the Committee on Forest Technology School Accreditation. It is necessary to point out that the team neither makes a decision nor recommends final accreditation actions. It is imperative that the exit meeting reflects the findings that will be in the Visiting Team Report.

The process and procedure following the visit should again be reviewed briefly: the team's written report, the institution's opportunity to comment on its factual accuracy and add supplemental materials, the action of the Committee on Forest Technology School Accreditation , and the institution's right to participate throughout and to appeal a decision to the SAF Council, should that become necessary.

Within these guidelines, the team chair should try to respond appropriately to any questions or comments from the administrators, program head and/or faculty present. In this function, other members of the team may wish to expand briefly on the comments of the chair, but such comments should be brief, factual, to the point, and non-argumentative.
Process after the Visit

The Committee on Forest Technology School Accreditation normally meets immediately before the SAF National Convention. All materials relating to the accreditation of the institution are provided to the Committee approximately 60 days before the meeting. Materials will include the institution’s self-report, the Visiting Team Report, the institution’s response to the report and the Committee’s last action. The Visiting Team chair and the program administrator will be invited to meet with the Committee and to respond to questions and provide additional oral information. The Committee will consider all information during its independent evaluation and deliberations.

Upon review, evaluation, and deliberation, the Committee will formulate a final decision and transmit its action to the institution in correspondence from the Executive Vice President of the Society of American Foresters. 

Combined Accreditation On-Site Visits

Where appropriate, SAF offers the accredited institution the opportunity to coordinate the on-site visits with regional accreditation, internal reviews, or other similar activities. The organization of the combined review team will be established as appropriate for the review. However, the SAF review team must insure that the SAF accreditation standards are addressed to its satisfaction.

A common self-evaluation report is used for the joint review unless circumstances, such as program size and complexity, make separate reports more practical. 

Educational Outcomes Assessment

Accreditation has moved from an evaluation of conforming to minimum, quantitative standards to an assessment of how well programs are meeting their stated goals and educational objectives. One measure of quality evaluates how well programs conduct their own assessment to determine the competency of their graduates, and the rigor of this process. This is not entirely new, but has received increasing emphasis. Learning is now described in terms of outcomes, the evaluation of achievements, and not just the inventory of resources and procedures. Accreditation cannot rest its case on assurances that resources alone are avail​able. It must ensure and evaluate accomplishments. 
Student learning outcomes are the knowledge, skills, and abilities acquired through the student’s education experience. Outcomes are evaluated in terms of the relevant quantitative and qualitative “evidence” that may be used in making and supporting a case for what is being claimed and is potentially verifiable through third-party inspection. 

Evidence of student learning can take many forms but should involve direct examination of student performance. Good evidence should evaluate the full range of learning outcomes using several sources of information. Evidence may include employment and increased career mobility, enhanced income and lifestyles, the opportunity to enroll for additional education, or simply a more fulfilled and reflective life. These are important but should not be confused with student learning itself. Information generated by methods such as student satisfaction surveys, focus groups, or interviews is useful in the accreditation process but does not constitute direct evidence of student learning. 

Assessment refers to the many means that programs use to collect and interpret evidence of their educational effectiveness. The aims of assessment are typically broader than simply gathering direct evidence of student learning outcomes. It includes the level of attainment of program goals and the process the program uses to apply what is learned to make improvements in teaching and learning. Effectiveness includes important organizational capacities that can enable a program to continue to fulfill its purposes, such as an adequate resource base and organizational structure, as well as, mechanisms to evaluate its own performance, respond to changing conditions, and improve overall performance. Direct evidence of student learning outcomes is an important dimension of program effectiveness but is not enough to make the broader case for effectiveness. 

SAF does not prescribe a specific approach to assessment of educational quality or of student outcomes. Goal setting and outcomes assessment must come from the institution itself. Many institutions actively promote outcomes assessment and the sharing of ideas between departments in order to make informed programmatic changes. The guidelines for the self-evaluation report allow forest technology programs the flexibility to establish their own, specific educational goals and objectives, as well as, the methods used to determine whether these goals and objectives are, in fact, being met. 

Forest technology educational programs serve a myriad of constituencies including students, alumni, employers, private and public sponsors, and more general societal needs. These stakeholders in forest technology education represent diverse perspectives that influence the goals and objectives of a program. Their feedback is needed to make improvements and begin a new cycle of assessment.

The complex process of devising reasonable, professionally responsible measures of educational outcomes is compounded by the variability among forest technology education programs. Assessment should represent these various interests, while understanding that no one method of assessment can effectively evaluate the success of these, often, divergent interests. Assessment measures will seldom have a single "correct" answer, just as simple, uniform assessment methods often do not recognize or encourage the diversity that is a source of strength in forest technology education. The use of multiple assessment methods may reveal patterns that will then provide a basis for programmatic changes.
Benefits derived from the educational and research products that universities produce necessarily occur over the long term. On the other hand, many quantitative measurements of educational outcomes (e.g., enrollment figures, research products, and performance of graduates in the workforce) provide a short-term measure of success. 

Evidence of a quality education and that Society’s standards are met can take many forms. Rather than concentrating exclusively upon "input" measures of the accreditation standards as reported in the program's self-evaluation, i.e., the number of faculty or size of the program budget, the Visiting Team should seek to assess whether these inputs produce a quality program and a quality graduate.

Suggestions for the Interviewer

Program responses to the following suggestions may reveal the measure of profes​sional excellence exhibited by the program and its students. This listing is only a guide, and does not substitute for an evaluation of all elements of the SAF standards, nor does it represent an exhaustive source of outcomes assessments methods.

Standard I: Program Objectives

The appropriateness of educational objectives and the degree to which the objectives are achieved are two generally accepted indicators of the quality of the educational process. An educational program must clearly articulate what it wants to achieve before it can determine that it is reaching its goals. The forest technology program must be clearly defined and publicly state its mission, goals, and objectives, provide the rationale and purpose for its existence, and show how the goals and objectives of its current program meet the mission statement.

The Visiting Team should compare the program’s mission, goals, and objectives to the SAF Standards for Accreditation, professionalism, and ethical conduct; and the concept of forestry as an interdisciplinary profession that incorporates diverse and changing social, cultural, economic, and environmental needs and values. Dynamic forest technology programs change with time. Periodic self-evaluation and revision of the program's mission, goals, and objectives are expected and must be documented.

Evidence that a program is meeting its goals and objectives would include statements of how it responds to the needs of it constituencies, the methods it uses to confirm its responsiveness, and the results of applying those methods. It is important to keep in mind that a program's assessment method is not an end in itself, but rather is a means of gathering information that the program can use to determine whether, or not, it is accomplishing its purpose. 

Standard II: Curriculum

General Education


Technical Forestry Education


Distance Learning


A program's curriculum is derived from its educational objectives. General and technical education should be balanced, and guided by the program's stated purpose and institutional requirements. Attention to coverage of technical areas of study should be based upon comprehensive planning and direction by the educational objectives. Topics should not be absent simply because the “curriculum is full.” 
Distance learning is an increasingly important educational component.  Online course hours must be designated as a lecture component when calculating instruction hours for SAF Accreditation. An online course cannot be used to meet indoor and field laboratory instruction.
Specific educational objectives for each curriculum should be reviewed and used to determine how the coursework was developed, how it is evaluated for continued adequacy, and how revisions are accomplished. The program should explain how the curriculum exists as an integrated series of classes; how students pull together concepts from previous subjects; and how student problem-solving and decision-making skills are assessed.

Evaluation of curriculum includes faculty assessment of student achievement and the evaluation of student preparedness by those constituents served by the program. The program should explain how it determines whether learning objectives are met and provide evidence of ongoing appraisal, improvements, and plans for the future. 

SAF does not dictate assessment methods, nor does it suggest a single indicator to be used in the evaluation process. The following represent several potential outcomes assessment methods that may be used effectively in combination:
· enrollment/graduation records




· alumni surveys (5 and 10 years)*






· employer surveys*










· student evaluations

· program advisory body suggestions*





· non-returning student surveys

· performance on in-house examinations

· performance on licensure exams 




· employment placement records*




 

· review of “senior projects”*






 

· comprehensive, “capstone-course” performance*
 

· course syllabi review by faculty, employers* 
· external recognition of students, graduates, or the program

· acceptance and performance, if known, for those who continue their education
* If any of these involve review by outside clients, the program should show how each is assessed by the clients.

Standard III: Faculty:

Academic and Technical Competency

Teaching Skills

The forest technology faculty shall consist at minimum of two full-time (minimum 9-month contract per year) instructors dedicated primarily to the success of the forest technology program and its students. The member of the forest technology faculty deemed to be the head of the forest technology program, i.e., is responsible for administrative and academic supervision and direction, shall hold a bachelor's or higher degree in forestry. All personnel teaching or assisting in forestry or forestry-related subject matter shall be qualified on the basis of formal training or extensive practical experience. 
The faculty should have the benefit of a variety of professional experiences and education as well as cultural, ethnic, and gender diversity. They should maintain close communication with the forestry profession and continuing professional development through or participation in various professional, scientific, technical, or scholarly endeavors such as professional or public service, research, consulting, continuing education, and publication. The program should document faculty expertise, competence, and interest in their assigned areas of teaching. Faculty from other departments or outside agencies can provide additional expertise and breadth of experience. 
The faculty must provide a high quality of instruction, keep the curriculum current, and provide effective guidance for students. Course content, grading, exams, and projects should support student achievement and standards of professionalism. Faculty members should demonstrate an aptitude for working closely with students, the ability to stimulate independent thinking and provide intellectual leadership that will lead to student success. 
During the academic year, the teaching ratio between full-time-equivalent students taught by the forest technician faculty and full-time-equivalent teachers on the forest technician faculty should not exceed 20 to 1. The number of students per faculty or qualified staff member should not exceed 25 in indoor and field laboratories, and should not exceed 12 in laboratories where hazardous equipment, such as logging or sawmilling equipment, is used. 
Standard IV: Students:

Recruitment and Retention

Advising

An important index of a program's commitment to its students is a well-planned effort to provide a broad range of academic and extracurricular offerings extending from recruitment to placement activities. The composition of student body should reflect a learning environment consistent with program and institution mission, goals, and objectives to recruit and retain motivated, responsible, and academically qualified students who reflect cultural, ethnic, and gender diversity. There should be a commitment to quality advising regarding the student’s academic, professional, and career opportunities, and advisors must be readily available to the students. 

The following represent several potential assessment tools:

· employer reports from internships



· subsequent academic performance

· student demographic surveys





· transfer surveys 
· adequacy of advising services

· 
evidence of academic counseling
· student and alumni evaluations




· retention/attrition studies
· students’ problem solving ability 

· students’ understanding of professional ethics

Standard V: Program:

Administrator


Separate and Distinct Faculty
Student Recruitment, Admissions, and Transfers

Teaching


Administrative Support

Program Planning and Outcomes Assessment


Technical Advisory Body
The self-assessment of administration support in combination with your interviews will help to determine if the program administrator is equivalent in title and authority and the program is of comparable autonomy with other related units on campus. Where the forest technology program is offered at an institution having a baccalaureate program in forestry, the technology faculty should be separate and distinct from that of the baccalaureate faculty. The purpose of this separation is to give the technology faculty visibility and control of the program's content.
The program should demonstrate that its standards for admissions reflect those of the institution, and are applied consistently within institutional framework. The program should demonstrate that its admissions policy ensures applicants who possess sufficient interest, aptitude, and ability to graduate.

The administration must document that high priority is given to quality instruction through faculty appointments, evaluation, and recognition of performance. The program should have adequate technical, secretarial, clerical, and custodial support. 
The program should provide evidence and evaluation of short- and long-range planning efforts and linkages between program and administration in institutional planning. The role of students, alumni, and other stakeholders in decision-making and in recommending program direction should be taken into consideration.  General cooperative working relations should exist and be maintained with regional industries, organizations, and agencies. 
The technical advisory body should meet at least once a year.  The advisory body should have written guidelines that specify member terms, responsibilities, and the operational procedures. Consideration should be given to including members from professional associations, forestry baccalaureate programs, forest industries, public forestry agencies, and the interested public. 
Standard VI: Parent Institution and Supporting Areas:

Forest Technology Program Support


Budget

Supporting Programs

The parent institution must provide adequate funding and other institutional support to allow the program to attract and retain highly qualified faculty, staff, and administrators. Faculty development and continuing education should be encouraged. 
The forest technology program should have a separate, identifiable budget that considers the program's needs.  In cases where the forest technology program’s budget is part of an overall division or department budget, the budget administrator must provide documentation concerning how the budget/financial process operates, how the needs of the forest technology program are evaluated and accommodated, and budget figures. 
Compare support for the forest technology program to other academic units in the parent institution and indicate changes that have occurred or are anticipated in the educational budget. Review the forest technology program budget and how it has changed in relation to the overall institutional budget. 

The parent institution must provide strong, well-staffed student support programs such as placement, financial aid, and counseling that are readily accessible for forest technology students. Library facilities, holdings, electronic access to information, and related services must be adequate. Student assessment of student and administrative services and of library, adequacy and use, should be considered. 
Standard VII: Physical Resources and Facilities

Adequate resources must also be provided for elements critical to the learning environment for technical foresters such as computers, spatial information technologies, specialized laboratories, and field instruction. Classroom, shop and laboratory facilities, and equipment should be arranged for effective teaching, class control, safety, and economy. An outdoor laboratory or school forest should be utilized and readily accessible and within reasonable commuting time. Transportation arranged by the program must be available to students for scheduled, off-campus class activities.
The parent institution, in collaboration with the unit housing the program, must provide a physical environment that is safe, healthful, and conducive to learning.

The program should conduct regular assessment of adequacy of resources/facilities, which should be integrated with the institution’s campus assessment process and procedures for monitoring program progress in meeting objectives. 

Check List for Evaluation of Library and Related Facilities 

(Forest technology)
Books and Related Materials


Identity:
Is there discrimination among subject fields and attention paid to needs of individual topics?


Scope: 

Is the full scope of course and research interests covered by current books, both as to geographic distribution and degrees of subject specificity, including primary and secondary works, and a fair quantity of collateral and even minor works in the major fields?


Quantity:
Is there a reasonable quantity of books, including duplicate copies of heavily used titles, and is it relevant to the range and level of the curricula offered?


Currency:
Is the collection kept up to date. Is there evidence of a substantial and continuing infusion of new books discriminately selected in the major fields?


Condition:
Is the physical condition of the collection adequate to assure its availability for the next generation of students, especially in bibliographies, reference works, primary sources, and journals?

Facilities and Related Staff Services


Location/Use: Are students taking advantage of personal, career, and other available services? Are methods/procedures evident to describe these services?


Hours: 

Are hours of related facilities (library, computer, placement...etc.) conducive to meeting student needs?

Computer 
If available, are these services explained and utilized by the students? What is the

Search


availability for student and faculty use of inter-library loans, CD-ROM, and other

Capabilities: 
electronic searches? 


Staff: 

Are there qualified and effective professional staff to assist the student in these areas? 

Orientation: 
Is a formal orientation program in library, computer, placement, financial aid, and other services provided or otherwise available? 


Budget: 
How do the faculty assess the adequacy of the annual appropriation for acquisition of forest technology books and periodicals, for maintaining educational supplies, and to maintain facilities and field locations? Is there comparison with other similar services in other academic units on campus?

Evaluation Method

Personal observation and direct discussion with both faculty members and students on the above points is usually most helpful.
Representative Agenda for SAF Technician Program Accreditation Visit

(Provided as a guide; programs may suggest alternatives)
Arrival Day

	2:00 PM
	Team arrives. Team meeting. Review assignments, documentation, and areas of 

Concentration.

	2:30 PM
	Briefing with Program Head - Review agenda, logistics, discuss program. 
Meet with Forestry Faculty and/or Review Facilities/Field Lab Sites

	6:00 PM
	Team checks into hotel.

	7:00 PM
	Dinner with Program Head, Dean, Faculty.

This should be a working dinner – not too many people. It is an opportunity for informal discussions. This time could be used to meet the Advisory Board if needed.

	9:00 PM


	Team meeting 

Review findings for the day,  Review assignments, documentation, and areas of 

concentration


Second Day
	7:00 AM
	Breakfast, usually with Program Head; may included Faculty and Administrators

	8:30 AM
	Meet with College Administrator

(This would be the president or chief academic officer at your college)

	9:30 AM
	Meet with Forestry Faculty and any other faculty that are directly involved with the program.

	11:00 AM
	Meet with Students 

	Noon
	Lunch with Advisory Committee/Employers/Alumni

(I am assuming that the advisory committee includes employers and alumni. Additional employers and alumni could be invited.)

	1:30 PM
	Tour relevant campus facilities/view equipment

	2:30 PM
	Time for the team to discuss findings

	4:00 PM
	Briefing with Program Head, Administration and Faculty as appropriate

	5:00 PM 
	Departure


Sample Report Transmittal Cover Letter


(Sent on Visiting Team chair's institution letterhead)

[Date]

Institution's Chief Executive Officer

Dear [President, Chancellor] :

[Last Month] I had the pleasure of visiting your institution as Chair of the Society of American Foresters' Accreditation Visiting Team. On behalf of the team, I would like to take this opportunity to express our appreciation for the genuine interest and helpfulness shown us by administrators, faculty and students. The cooperation and courtesies extended to us contributed significantly to a pleasant and very constructive visit.

Enclosed is a copy of the team report which will be submitted to the SAF Committee on Forest Technology School Accreditation. In the report we have attempted to identify both the strengths of the forest technology programs in the [department, school, college, program] and those which present opportunities for improvement.

Our procedure requests that you comment on the factual accuracy of this report. Your response will then be included as part of the final documentation sent to the Society's Committee on Forest Technology School Accreditation for their discussion and final action. I would appreciate receiving these comments by [give a date about two months hence].

The Committee on Forest Technology School Accreditation will review the Visiting Team Report, your com​ments, and other relevant material and will consult with [forest technology program head] and myself prior to making its final decision. The Committee will meet for final action in [month, year] immediately prior to the Society's annual convention, where a representative from the forest technology program and I will have the opportunity for a final meeting before the Committee. You will be notified of the Committee's decision following that meeting.

Again, we wish to thank you and others at [institution] for making our visit enjoyable and productive.

Sincerely,

[name], Chair

SAF Accreditation Visiting Team

Enclosure:

cc: 
(College administration, if appropriate)



Forest Technology Program Head



SAF Director, Science and Education



Members, SAF Visiting Team


Society of American Foresters
General Travel Policy

Statement of Purpose

This travel policy provides guidance to travelers and approvers of expense reports of The Society of American Foresters (“SAF”). The goal of the policy is to provide a framework for the best possible service to the SAF traveler, while effectively managing costs.

Travel is an inherent part of business and employees are hired with the expectation that they are willing to travel in accordance with the needs of their positions and duties.  Control of travel and entertainment is the responsibility of each employee and his/her supervisor.  The purpose of establishing travel policies and procedures is to provide guidelines for reasonable travel expenses that will enable the Company to monitor and control costs effectively, while fairly reimbursing employees.

The policy does not provide for each and every instance that one may encounter while traveling for business.  Each employee, therefore, is expected to exercise sound judgment while traveling on business. Employees should obtain prior management approval for any expenditure not specifically covered under this policy. Failure to do so may result in non-reimbursement.

As it is each manager’s responsibility to thoroughly monitor their department budget, it is also the manager’s responsibility to determine the appropriateness of travel related expenses. Manager approval is the primary prerequisite for reimbursement, subject to documentation requirements for the U.S. Internal Revenue Service (IRS).

Accordingly, a copy of the travel policy is made available to all SAF employees who travel in the normal course of their assignment, who arrange travel, and who approve travel expense reports. 
Travel Policy

It is the policy of SAF to reimburse employees for reasonable and lawful expenses of a business nature incurred while traveling on authorized Company business or incurred in connection with specific and authorized business purposes. To be reimbursable, the expenses must:

• Be necessary;

• Be of a reasonable nature;

• Be properly approved in accordance with the requirements of this policy.

Travel and entertainment expenses, to be deductible, must meet the stringent substantiation requirements of §274, which was first enacted into law in 1962.  In general, this IRS Code Section requires SAF to establish, by adequate records or by sufficient evidence corroborating his own statement, the amount of the expense, the time and place, and the business purpose of the expense. To substantiate the amount of the expense, SAF always requires receipts for airfare, lodging, and phone expenses and all other expenses greater than $5.

You will find the following included in the guidelines:

• Guidelines for meal and entertainment expenses

• Reimbursable and non-reimbursable expenses and required receipts

• Guidelines for filing and submitting Travel & Entertainment Expense Reporting

Meals And Entertainment

Personal Meal Costs

SAF reimburses traveling employees for reasonable incurred meal costs associated with overnight, out-of-town business trips using the following guidelines:

· $10 for Breakfast

· $15 for Lunch

· $25 for Dinner

· $50 maximum daily allowance for a full day on travel

Business Meals with third parties are covered by section below. As with all expenses, receipts are required. 

Business Meals and Entertainment

Reasonable expenses are reimbursable for meals and entertainment (e.g.; refreshments and snacks) for persons with whom the company has business relations. 

Business meals among SAF employees at the same location are reimbursable only when approved by the Department Manager or higher level.  Generally this is when business discussions could not otherwise be conducted during normal business hours.  The highest level employee attending the function must pay expenses.

The U.S. Internal Revenue Service (IRS) requires expense reports for business meals and entertainment. The expense report must show the following: cost, date, names and their respective titles, companies represented nature of the business discussion, name of the establishment, city and state. Without this information, SAF cannot deduct these expenses for tax purposes.

Tips for Business Meals and Entertainment

Tips should be reported as part of the total meal cost. The commonly accepted rates for service are 15%-20% for waiters/waitresses.  The tip amount should be reasonable and customary for the event, geographic area, number in party, etc.

Personal Travel Associated With Business Travel

Prior Approval

Prior approval by the Traveler’s supervisor is required whenever personal travel is combined with business travel and/or a family member or guest accompanies the traveler on a trip.

Other Reimbursable Expenses
If the reimbursement of an expense is not addressed in this policy, or if a traveler is unsure whether an expense is acceptable as a business expense, the traveler should contact their manager or the Finance/Accounting Department.

Laundry/Dry Cleaning/Valet

Laundry, dry cleaning, and valet are personal expenses and are not reimbursable unless:

• Out-of-town travel lasts more than six consecutive nights;

• Extenuating circumstances develop, such as lost or stolen luggage.

Other Reimbursable Expenses

Other reimbursable expenses include:

• Parking and Tolls

• Currency Conversion (see Converting Foreign Currency)

• Faxes

• Air Freight/Overnight Mail/Postage

• Traveler Check Fees

Non-Reimbursable Expenses

Non-reimbursable expenses are mentioned throughout this policy.  The following items are typically non-reimbursable expenses:

• Unapproved upgrades to air travel, car rentals, or hotel rooms

• Purchase of clothing, luggage, toiletries and other miscellaneous personal items

• Fines, penalties, or legal fees for violations of laws

• Personal entertainment or recreational expenses

• Monetary payment to non-commercial establishments such as friends’ or relatives homes for meals and/or lodging. Modest gifts, in lieu of monetary payment, are reimbursable

• Baby-sitting

• Stylist or personal grooming charges

• Pet care

• Personal reading material

Expense Reporting Requirements

Payment of Expenses

All expense reports should be submitted to your immediate supervisor, where they will be checked for explanation/receipt attachment/policy and then forwarded to Accounting/Finance Department for processing and payment.  In most cases payment will be made on the next available check cycle (usually within 7 calendar days). Note: Receipts should match each submitted expense report.
Managers’ / Approvers’ Responsibilities

All expenses require a manager’s approval. Receipts should be attached and submitted with the report.

Missing Receipts

For missing receipts, the traveler can contact the vendors directly to receive new receipts.  For any other missing receipts above $5, please provide a written explanation documenting the expense and forward the explanation in the receipt envelope.

Timely Submission of Report

The Travel & Expense Report must be completed and submitted promptly upon completion of a trip or incurring reimbursable expenses. Travel & Expense Reports must be filed within 10 days after return from travel.  Expense Reports filed more than 30 days after expenses are incurred will not be reimbursed without CEO approval. 


*********
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